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CHAPTER I
INTRODUCTION

Guidance in its broader meening tsakeg into consideration the total

behavior of the individual, Vocational guldance is the giving of information,
experience, and advice in regard to choosing zn occupation, prepering for 1%,
entering it, and progressing in it, The literature of the past twenty years
aliows wuch dnterest in guidancs in its Wrosder mesning, Biucators, sdnintstrs-
tors, lebor experts, and men from business and industry seem to agree that
there is a need for meking use of guldance services by those who are responsible
for the education of youth, As Frank S, Endicott, Director of Placement at
Northwestern University, has pointed out, "there appears to be general agree-
ment that guldence and counseling is needed, and that its purpose is to help
individuals make wise choices, intelligent plans, and satisfactory adjustrents."
Differences of opinion, he observes, ere largely confined to fundamental conflicts
concerning how the desired end may best be achieved,
" Theve 13 a need far gildanws dus to the sharaster of demends made on

nodern educetion, to changes in the social and economic order of which the
individual becomes a member, to the needs of the adolescent for counseling and
guidance, and to the necessity of avolding waste in education.”

Little has been written on the subject of guldance specifically for the
“business teacher. This investigetor found articles on guidance which should be

1 Prank S. Endicott, The Guidance and Counseling of Business Education
Students, South-Western Publishing Compeny, 1947, p. 9.

2 y. S. Departuent of Interior, "Prograus of Guidance," Bulletin No. 17,
1932’ Pe 3.



of special interest to business teachers in The Balance Sheet, Occupations
Magazire, Jowrnsl of Business Education, Netlonal Business Edueation Quarterly,
and Business Education World. Few stﬁdies on guidence have been made specifi-
cally from the viewpoint of the business teacher.

Guidance should include giving of occupational information, homeroom
counseling, use of cumlative records, placement, and follow-up services.
Endicott believes that the business teacher has a definite responsibility in
the guidence program. He stated that in order to be equal to the task of
educating futwre business workers the business teacher must understand "the
needs, interests, and future possibilities" of the siudents she has in her
classroon. He steted further that these guidance skills should be added to
what the business teacher already knows about present business practices.

The business teacher has been concerned with the problems of occupational

information, placement, and follow up for many yesrs in the past.3

Statenent of the Prohlem

The primery purpose of this study is to determine, with particular
reference to business education, the extent to which gmidance services and
related guidance activities sre avallable to business students through
(1) the guldance practices followed by schools, (2) the guidance responsi-
bilities, practices, and activities followed by business teachers in advising
students, and (3) the services of institutions and agencles which have guidance
and employment services aveilable for high school students in the state of

Oklahoma.

Analysis of the Froblenm
It is the purpose of this study to gather and interpret data in an
attenpt to answer the following questions:

3 Endicott, ope Cite, Pe 10.



1. To what extent are business teachers responsible for guidance
practices in their schools?

2. What guidance practices are being followed by business teachers?

3. What guidance services are offered to high school graduates of
Oklehome by the Oklahoma Statement Employment Service, Oklahome
Persommel Board, Hational Office Management Association, State
Department of Education, and private employment apencies?

4e To what extent are business teachers melding use of the available
services?

Need for the Study

More and more schools are placing greater emphasis on the importance of
guidance in the school program. With the increasing mumbers of secondary
school pupils with a wide range of abilities, interests, experiences, financial
regsources, and cultwral background, the need of occupational information and
guidence services is greater than ever. Successful business teachers need to
agsume their sheare of responsibility for occupational information, placement,
and follow up in the guidance progrenm offered by schools in which they teach.

There is a trend towsrd schools, business, and Labor wanting to co-operate
in matehing jobs and yduth. The United States Employment Service (Oklahoma
State Employment Service), Labor Department, and business firms are interested
in any guidance practices business teachers mgy employ to decresse the amount
of labor turnover among workers, The Oklahoma State Employment Service is
interested in successfully matehir: 7is and workers, Any assistence business
teachers can give the Lebor Depertment to reduce the amount of shifting of new
workers from one job to another is highly desired by employers.

The inadequacy of informetion sbout the guidance practices Oklahoma
business teachers are following in their efforts to meet the needs of youth and



business indicates a need for a survey of this type. It is believed that no
study has been made to determine either the extent to which Oklahoma business
teachers ore aware of the problem of guidance or the extent to which they are
responsible for a part of the guidance program. The present study may serve
a8 a basis for improving guidance practices, It ngy assist individual .schools
in evaluating their guldance services, and mey essist business teachers 1n the
improvenent of the puidance activities they perform, It is believed that the
etudy will contribute needed information about the guldance activities of
business teachers.

The business man in the commmity often calls on the business teacher for
help when he needs an employee, and e often relies on the teacher's judgment
in selecting desirsble office workers., This study seeks to ascertain the
practices the business teacher follows in attenpiing to guide students into
suitable vocations.

Adequate Information aboul occupations ia necessary if business teachers
are to properly guide students. The lack of job information may ceouse
occupationsl indecision on the part of the student. The new entrant into the
business world loses men howrs in production if he shifts about from one job
to another, The resulting loss in production affects the national econony
when congidered on a nation-wide hasis.

Scope and Delimitation
The business teachers included in the mailing list for the questionnaire

used in this study were aa].ec;tod from business teachers who taught in the
North Central Association public white high schools in Oklahoma during the
yeer 1951-1952, Agencies included in the study are limited to the Oklahoma
State Enployment Service, State Department of Education, Oklshona State
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Personnel Board, National Office Managenent Assoclation, and selected private

enployment agencies which have offices in Oklahoma,

Sources of Data
Replies were received from ninety-five business teachers in an equal

matber of North Central secondery schools of Oklahama, The list of member
schools was obtained firom the Oklshoma Educationgl Directory for 1951-1952,
These responses represent the primery source of data for this study. Erroll-
ment figures were oblained from the State Department of Education.

Date relative to the employment services were obtained in intervisdws
with persomnel of these agencies.

To supplement these responses, a survey was made of related literature
available in the Oklahoma A, and M. College Lilrary., This literatwre included
books, megezines, btulletins, reports, and wnpublished studies.

Definitions of Terms

Definitions of terms used in this study are cited from the Dictionary of

Occupational Titles and the literalwre of the field.
nteg: Are individual Iusiness teachers who answered the question-

naive. In saie imstences the respondents give information concerning activities
of their schools and in other instances the infarmation they give pertains
only to theilr perscnal activities and responsibilities.

Businessmen: The use of the term will be limited to employers of office
(clerical) workers.

Guidance:s Refers to that aspeet of the educational program which is
concerned especially with helping the pupil to become adjusted to his futwre
in line with his interests, abilities, and social needs.

4 spiriey A, Hamrin and Clifford Be Erickson, Guidance in the Secondery
School, pp. 1-2.



Vocational Guidance: The practice of assisting a person to choose an
cccupation, prepere for it, enter upon it, and progress in 1.9

Guidence Program: The program which the schoel has established for
discovery of individual needs end the plan for neeting them.®

Coungeling: The face~to-face relationship with students during a
personal interview.’

New Entrant: A beginning worker who has never before been ineluded in
the lebor supply and is emtering business or industry for the first tiue.®

Placement: Guidance with reference to seeking or accepting a positicn.g

Follow Up: A plan by which the experiences or status of young people
who have left school are investigated or swrveyed, either for the purpose of
agsisting them in fHiwrther adjustment or for secwring facts to Improve the plan
of guidance for those still in sohool.lo

Organized Enployer Registration File: A file which liste the firm neme,
address, job descriptions, and qualifications necessary for filling the
employment needs of local businesses.

Orgendized Pupll Reglstration Data File: A file which lists the studentts
nane, background, education, interests, special training, work experience, and

other qualifications for employment.

5 llerbert A, Tonne, Business Education Basic Principles and Zrends, pe 9.
6 Bnaicott, op. gites Pe 9e

7 1vid., pe 10.

8 Inis 1o the definition used by the Oklahona State Enployment Service
Office and was taken from Volume IV of The Dictionaxy of Occupetional Titles,
publiched in 1951. s w2

9 Gerter V. Good, Dictionary of Educetion, p. 194.
10 11ide, pe 174



Procedwre of the Study

There were eight steps in the procedwre:

l. This study was selected because the invesiigetor has for mayy years
been interested in advising business students. As a business teacher, the
investigator sensed a need for improvement in advising students. The investi-
getor also had the opinion that business teachers have not been taking full
adventage of the employment services available in Oklshonma.

The literature of the field which was pertinent to the study was reviewed.
A suwrvey of related studies revealed a need far definite information concerning
the puldance practices employed by business teachers in Oklahoma and for more
effective use of svailable enmployment services, The literatwre surveyed led
the investigator to believe that business teachers recognize their limitations
in advising and puiding students into vocations end that a definite need is
felt on their part for improvement in pguldance practices,

2. TUse of the normative-cwrvey nethod was decided upone It was decided
that a questionnaire should be devised for use in obtaining information on
practices of business teachers.

3. Interviews were conducted for the purpose of collecting data from the
Oklahoma State Enployment Service, National Office Management Association
Chapters in Tulsa and Oklehona City, and other agencles concerning axy services
availﬁhla to business teachers and students from the agencies, Supplerentary
data from the agencies were used in determining the employment services offered
to high school graduates.

4e The questionnaire was constructed to =swrvey the phases of guidance
pertinent to occupationel information, placement, follow up, and other guidance
activities of business teachers as stated in the prim:tyy purposes of the study.
Certain questions asked on the questliomnaire were desirned %o obtain information
concerning the extent to which business teachers e - Jdng use of the services



of Oklahoma State Employment Service, National 0ffice Menagement Association,
and others.

The questions were constructed on the basis of information obtained from:

a. an analysis of the questions of this study
be a review of the literature
c. the study of questionnaires used in related studies.

5. A tentative questionnaire was submitted for criticisms and sugpestions
to the Chairman of the Thesis Cormitlee. After desirable changes were made,
the questionnaire was sgein sulmitted to this adviser and a final draft was
made «

6. The questiomnaire, with a letter of explanation, was mailed to
business teachers in the North Central Association public white secondary
schools of Oklahoma during February, 1952. It was thought North Central
schools were more likely to have guidance programs than non-member schools of
corresponding size because of the program carried on by the nationsl organi-
zation.

7. A follow-up letter was mailed to teschers from whom replies were not
received within two weeks after the first mailing,

8. A second follow-up letter enclosing a copy of the questiomnsaire wes
meiled to teachers fron whon replies were not received by the middle of April,
1952, This mailing was addressed to each business teacher by name, the
addresses having been secured from the State Department of Education.

9. By means of an analysis of the answers received on the questionnaire
end by analysis of the information received while interviewing agency persomnel,
the investigator attempted to answer the questions set farth in the purpose
of the study. The data obtained were tabulated and analyzed for the purpose
of seeking answers to the questions raised in the analysis of the study, and

conclusions were drawn on the basis of the findings.



Chapter II presents a review of the literature and research studies
related to guidence and employment services. The literature is reviewed
under the headings of viewpoints on guidance, responsibilities of the business
teacher for guidance, guidance functions, occupational information, and place—
ment and follow up.



CHAPTER II
REVIEW OF RELATED LITERATURE

This chapter is devoted to reviewing literatwre and research studies
nade in guidance with reference to business education. This review provided
the background for the categories set up in the findings of Chapter IV.

Guidance has a part in and is related to all business education subjects.
So complex is owr present system of society that if business teachers are
to advise their students adequately, guide them, and place them suecessfully
in business and industry, they will have to make use of all guidance services
available. Many business education authors writing in the current magazines
from 1945 through 1951 are concerned sbout the responsibility for guidance
which rests with the business education department.

Viewpoints on Guidance

There was a difference of opinion among writers concerning the methods
of handling the guidance program in secondary schools., Some favored a directed——
centralized—trained counselar-in-charge type of program, while others
recommended a non-directed type of program. Frank S. Endicott mentioned the
differences of opinion in Guidence and Counseling of Business Studenmts.™t

Endicott, being primarily interested in tusiness education, covered various
phases of the responsibilities of business education in the field of guidance.

= Endicott, ope cite., pp. 7, 8, 9.

10



The following were the phases he covered: (1) the place of the business
‘&eachers in the guidanee progran, (2) a swevey of the factors emplovers wand
in workers, (3) employment frends & plucement officer should wateh, (4) the
co~operation necessary hetween business and business educetion, (5) the use of
cumilative records in suiding etudents, and (6) the overall picture of what
the guidance program should be, 2

Herbert A, Tonne menbtioned the responsibility of busiresg education in

the field of guidence in his book, Business fducaiion Bagic Principles aond

Trends. He stated: "Guldance ls ot present one of the weakest parts of the
entire eduecational systen," 13 Pomne closed bis chapter on gvidence with:

Vocational gu.wmc.e is at present undertoken by many agencies; a ‘

considerahle smount, by indus try iteelf, Not 21l of it 4s succegsful;

some of it overls “nu, vesulting in confusion wad sposrflciality.

Obwiously, coordination of effert ig imperchive.té

Businegs tecchers are interested in bridging the z=p between the ghudentts
occeupational ambitions and hig abilliies. Some suthors in the field of business
education believe this pap can be bridged through guldance on the part of the

businesa teacher, In addition %o the outhors guoled, Done, Brinkuan, and

Weaver in Frognosis, Guidones, snd Placenent in Dusiness Bducation, gave

edditional weight to tlde beldel in stating: "The {rend ie delinitely towerd
a publie recogniticn of owr guidence need . + . « Is the pupll well encush

informed to pa:'cmcte desirable ouhcnmes‘?"lg’ And iz Chapler II of the same hook

the awthors said: . . « the comercial departuent ic treining for vocational

adjustrent in terma of o jc:‘g:r‘"'l6

12
13
14

Ibid .y pIJ » 16“30 [
TO'z'mG, ‘9,24 %’" p‘ 89&
Ibidey Do 103.

3 Je Fromk Dame, Albert R. Driuiman, and Wl e B. Weaver, Progiosis,
Guidance, snd PM oment in Business Zducation, pe 15

16 Tﬁ&do, Pe 3!3@
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Methods of Vocatlonel Cuidance, with specific helps for ibe ieacher of

rusiness subjects, written by Geritrude Torrester, covered the categories of
occupational informatlion, placenent, follow up, wofesslional activities of

the m iness teocher, and co-operation of coamunilty organizations in the

X w
puidonce m‘og*ranl.

o

Clifford Ps Froehlich in Cuidence Serwices in Smaller Sehools stated

,n

whet the puidence progrom should be organized for the purpose of assisting
gtudents, assisting teachers, asald co~operating with the commuaity. The
progran showld be planmed $o cover four main greas: orientaiion and progron
g

planning, gocizl development, occupationel and vocatlonel informaiion, job

placement, follow up, end college entrance plans. He stated that teachers

and clericel workers play o prominent role in the guldance program even though

™\

they moy not have wrofessional guidsuce training. The progrenm should include ™

-

the evalugtion of existing guidasnce praetices, the deterwmination of what is
gtill needed, ond the develowent of woys and neons of improving preveiling
ractices and the sugpesting of new proctices. e cutlined five steps for
the teocher to follow in the area of cceoupationsl and vocobional infarmailon.

roegbed thet o undd on types of work and ettitudes which help o person

.

hold a job could be included in the business cowrses. He included o typicel

orgenizational chort fovr the guidence propgres in o small school, and @ chart

h
o e 1&

on classification of workevs

Tronk G. Dovic in Pupll Pergounnel Service included chapters on wvocaotional

guidance, parsonnel workers, 'm,(} svaluation and status of puldance services.™

L7 Gerirude Forrester, lethods of Vocotional Guidsuce, Boston: Dl G,
Heath snd Conpony, 1944.

18 £ '3 ¥ £t .
Clifferd P, Froehlich, Guidmnece Services in Smoller Schools, pe 1-73, 11

ol

19 Frank G Davis, Pupil FPersonnel Service, Gh. 10, p. 2435 Che 17, p. 490;
Ch. 19, p. 5083 Aprendix A Do G0/e
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The Business Cuwrriculuy” novogreph lisbed suldance as one of the alms
o N , i . . o 20
of business educetion in high school.
"Rivevrint Tor Busivess Bdvealion” consisted of a sumery of the resulis
of a survey in 190 by o coamlttee from the 5te Louls chapler of Wationsl

ation and a comniitlee remresenting the St. Louvis

R

Ifice Hansgenment Assoc

* -

schools. The comsittees! report indicated a need for o well~organized prograom
of guidance within the business departuent for the purpose of gulding <~"{mdéms s
end recommended that information concerning employment trends be node cvaile
atle %o sﬁuﬁenﬁs;gi

He Go Enterline in "Trends of Thought in Busivess Dducetion” listed

guidence as & nonvocational as well as o vocabionsl objective of busines

lucatione. He geve oceupatilonel intelligence, cccupational infornmetion,

22

placement, and follow up as objectives of vocational business education.’
lie ptoted: "There is & need for a wisely direcled snd complste program of

vocﬁ”mrml guldance as an essential partd of a well-ordered, and comprehensive
program of iness edueation.”

Be Se Byglor in "Business Gducelion and Guidance" stated that the high

W

school counselor must understend the coz‘i;r'? butions of business educalion nnd

the requirenents of the business world., le believes the cownmselor can develop

a list of buginess educetion factors for congiderptlen in on effective guldance

pragram.‘a”; -

=0 he Dusiuness Gurriculuwn," Monosraph Humber 55, South-Hestern Publiching
Co., 1952.
"Blueprint for Business Bducetion," Monozreph Humber 65, South-llesiern
Publishing Coe, pe O»
2, o G Boteriive, "Trends of Thought in Business Bducatlon,” Honograph
Vumber 72, South-jesgtern Publishing Ccoe, De s

2 IL *s p’ 23

~[ t = & e 4
" Le 8o Oyster, "Busivess Lducutlon and Guidence," Hotional Education
Agsocialion goLﬁ*még;, “{mhm e 39, pe 2 z@»f‘”" f;prﬁ 1i9sC.
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UA]

nder the suwervigion of Professor Dondoen &, Foller of Cklahoma A. and M,

College, a re po,gb wes vade by a clase in puldence in the suwmer of 1941 A5

i mmwnece of the sveoun was b0 Tind wovs and neens of meetine vreent o id
LR TUDOse oL The goun wan wo Tind wors oand wesns of nee ALY VMBI gNMIC

veres Oecupatiopal Information, Placement ond Follow Up, responsibility of
the fmocher o nart of Urgenizobion ond Adeindlsiration of a Guidance Progpam,
and voeationel guidonce go o pard of A Guidence Proprom for Rurel Schools
The Lerth Central Association carvied cn o very comprehensive study of
high school puidance progrons 'f"oz* a Tive~reor rericd frow 1945 to 1850, The

e 18

progress of the sludy was revorbted from 1947 4o 1951 in the guorterly of the
agsociation by the comditee on puida rce.zc‘ The general colegories set wp
for the reports were informotion about the puril, organizing and edndnistering
the progrem, counseling, the role of the teacher, use of commmity resowrces,

LA

and placewent and follows~up activities,

North fentral schools in Oklshoma would noturally influenced by the
agacciationts gtudy end probably their guldance mrograms contain moany

[]

ive-yesr stuly. The swnual reports

[

charscterisiics of the cotegories in the

»
]

of these member schools to the sspoclabion were used as sources of data in
the flve-veor study.

Oklahoms was the only steate of the forty-eight thet did not have a siale

=3

direchor .oi; guldance, and a chate orgenized ond directed guldance prograu.

The viewpoint of stubte leaders on guidance seemed to be thai the needs of

oo

individual obtudents can be met best by leaving the entire responsibility of

28 PR - . i
“? Benton A, Fuller, "euidence in The Secondary Sehools of Ollahoma,!
A Report of Dight Compitiees, Oklahome A, and i, Collection, 1943,

Porth Central Assoclsotion Querterly issves Trom Jonwery, 1947, throwh
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serobion, orgonisetion,

progreng o ezeh loeol sehool. In this
vents to 1% local commundty needs adapled

of individusl cownmity cenders (indu
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Tree to nske

Give chovacherigtic

sricultural) in Oklzhona.

istried, ap
e Dupiness Teccher for Guidance

The

writers in the £ield think should o
guldonce wrogron, This noierisl wos

of deternining whot

for the pmrpose of orientsiion

Tovisyed

0% in the anglysis of the problen as shated on Page 2.
ree for Dusivees Stuwlenda indicobed thet $he

Pty ooy tes 2§ e A e ] f‘ o oomd flevaeea Taeveri a1 }},.a r,"ﬂ} i Tor gy Fvnat e
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leave off, thet is, in fuendehing pupils the informetion and g

needed to obtoin noxdimm success within their chosen £ield of work. ile

stated the business teachoy s§ ould Incorporste o undt in clericel comortuniiies
x 2%

rolpdng TTogTeile

i

Pertinent bo

ion from Prognosis,

.

The 1951 edition

regronsibility of mudding the students of the businegs deper

. more edecuately be handled lw ‘{:%e uenpers of the businesc
gehool e Dusiness Yeachers know pod appreclate the rigld deme 12do
business for the findghed produc % o

the role of the ieocher of business

cuthor gshateds
nol tralined as
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future plance IL he i congeloniicus he will toke this peoint of view:
I o few yeors ‘i;lz: ; : r ko ha ol z:*vrl:. flow canr I help hin
3 by giving him vocationsl f"r"‘!’“‘

¥ —.-:'-iJg
bub Ly k"’:‘?‘&‘tiﬂé\ }z.i-s %E’zim::ln;; m’.@ ;-Zi.,z‘:_n:aiﬂg ’ “clpmg hin %o zee the
e oblens he will encounter in occupational 'i‘e, heleing bin to develop
the right ot Li‘huﬂen i}(‘iful’d woriy ma :mmgjﬂ“ in o envia 1ege the
promotional ghteps in vorious occupations?™
A Hendbosk for Business Education in the Snell Hish School! cited
Ruth Strang on the contribution of The business teacher to the schoolls
guldance prozrans  Strang sugrested the busineos teecher can contribube to
the guidance progrem by working with o treined guidanee counselor and in this
* & a3 * 30 ¥ =
way business deachers can luprove their own techniques. The ssme sriicle
cited Heithley cnd Boigeloir in "Guidance, Placewent, ond Follow=up in

tion” oo stating that the tescher is probobly the most important

3

Puginess Dduea

kAR

guidame PUOLET I

s

revoon in the success of the The article recomendad

’“l.\
<
fohe
%)
Q
R
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:.-J

that the business teocher give business occupatlional guidance, ad
vocational business students, advise other studenis on personcl vse values of
basic business subjects, 21d studonts in obloining ceccupational business

information, essigt Ydropoutt studente, ond arronge for parb-~bime business

a0
ixe

experience, job placement, and follow-ups to effect occupaiionsl odjustment.
Brnterline steted that the business depariment has o responsibility for
meking ovallable to gtudents aceurasbe ond counlate infornmation about the

cguirenents of Lusinesgs oce upetions end shout ococupctional frends. He

A

reviewed the place ond function of the business tescher in the guldmmes

progran o follorss

=7 Gertrvde Forrester, Methods of Vocollonul Guidence, {1951) p. 442,

3 iy
. 30 Y4 Hondboolr for Busines
Tumber 09, South-Hestern Publi
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1. Decause of the practical noture of the training and experience,
the business teacher ig in an excellent position to assist in
the wrogran.

2+ The business teacher com assist in the geveral guldence program hy:

2. Providing informetion ghout job opporitunities and job
requirenents.

be Agsisting in the general puldance and coungseling plan.

¢« Conducting placement and follow-up ectivities.

ds Providing effective classroonm instruction.

e, Lebablishing business contacte and business relajionships.

f. Revieging the business curriculum when necessory.

Ze Sponsoring exlra curricular activities of a business
notmre "

Guidance Funclions
Tonne ligted the followlng functions of guldance: assembling informetion,
imperting informetion, snalyzing the student, comnseling the student, placing
the student in the school and in o job, and following up the student to
deterwine the sucecess of guldence. With reference to the use of records he
ghtateds: ", . . without zdequote records, the work of guidance canmot he

satisfactorily undertaken,’ 35

Oceupational Infornation |
In Group Guidsnce Principles, Technigues, QQQ,EVQIuétion Robert Hoppock
included a section on occupstions and occupational information under the
heading of Students Swrvey Beginning Jobs, Outlive for Occupational Survey,
Outline for the Study of an Occupation, cnd Sowrces of Cceupationel Informa~m
"icn,ﬁé

Tenna ghated thats

Often, o teacher who hos telen cowrses in personnel or guidance, bhut
who has hed litile or ne setual business experience, ic assigred

2
o33

Enterline, op. gile., pe 25.
TOm’Leg QQ'& Ci‘t., po %“

34 Robert Hoppoclk, Groupr Guidance Principles, Technicues, and Bvelustion,
ppe &4, 104, 106, and Appendices H, I, and J.
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the task of tesching the oceupoilons clogs; and ':»1@ 1"*"-‘ owleﬂm@ 1%!‘
presents is, therefore, inclinad to be scode : 2
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Gertrude Porrester has writien mory penvhless on oceupationsl informaltion.

y aars T, SR I S CYPUA ST B J - . 8 PR =R S
With reference to occuvationsl laforwaticn she urote: "Toachers of business

subjects need to lmow where o find alds and hew to upe then effectively.
Groyeon e Kefowver and Hepold C. Hewd geve this vicw on who ghould tesch

A

the oeoupations clags:

he teccher who io assigned the responsibliliity of beuching the ocvupaii Yiss
gourge should, 17 possible, he omn lﬂélViﬂL % 3 had o
-

experience ouler than tmdum s who is na
variety of experiencep, ond woo definitel:
view,.-

Y o & -“3 1, o

Byater mentioned the fact that there iz

ol
]
£

deceriptiong to serve as ¢ bosis for Informalion about positions in business.

ted $hat the sclweol curricalum ghould uneke provision for 11

o

He further sh:

f:

pupils o learn about the occupational opportumdil

g IR UYL S| Jo piten T Bhoads Taggeod . K e o
Helon Hernolds hos giated thal business fteschers con @

~t

o, I3
woys place the

’

55
i

good gtudentg—but there ere not too nowy of thems She relsed the following
questions: Do the secondary school curricula give the kind of business occcupa-
tionel preperstion students need? Ave those who are enrolled in these cupliounls

personsg who cen prolit Yy the experience and vwho can seecure ard hold jobs in

* of

da’

the comuunity? Do the business tecchers have o sympathetic undersbondis

el - )
< Tonne, obs Cibe, Pe 954
£

7 Torvestor, ops Clle, e 443

o @

24 Grayson if. Hofauver ond Horold C. Hand, Avprelsine Guldonce in
Seconcory Schools, Che X.

28 Byster, ope Clls, pe 2 B2,



the students together with the obility to aid ther
539

securing business euployment
vate employment

In vegord Yo placement Tomne Stabeds YHigh |
re valuable aids in

enciss, goverment sgencles, end the newspaper

5.28h
‘ }
placeuent 40
With reference to the use of commumily resouwrces for assistance in
placenent Torrvester stoted: YEnlisting the co-oporotion of the service and
civie clubs in the commmmity will regult in co-operctive effort with the
p -
of beginning workers.
T is noh enough to

stated: 4

enployers
Concerning placement ond follow up Erterline

; the school nust find a norket (employment) for the

with

s vorkers;
1 should co-oparate

train business
services of studenis so treined. Businessg teaschers
ployrnent agencics. Clao » co-ordination betuween the school and
necessary in order that nd placenent rmrogren mey bhe

function and is ‘L;i:zé uitinote cone

£ necessary

Follow up is ¢

existing enm
a guidance

f sl
\)

e

business

nost effective.
clusion to the placement funchion.

Releted Theses
have heen

nee progrens within the secondory

Studies of the guider
made by other writers. MHowever, the investigo gtudies that hove
winess teacher cpecifically.

nade from the viewpolnt ol the bu
who adnine

been
Other writers sent questionnaires to school administrators
setion-

»

¢« The present investigalor sent que

red the enlire school proge
The guestiomnoires of other wrilers were

iste
naires to the busine;

58 16achers.

ine

88

Edueation?® Hational Bus

3 7 Helen Reyuolds, "Who Should Tale Dusiness
y Hay, 1950, pp. 26-30.

ion ﬁ4u&‘tar2l, 5 = "’III

Y Tomne, 00« Ciliey Ds 97,

I~
-

11 )tel.’ OD‘ Gl‘La’ pa !’.,Z,,/o

Porres
5264

L2 . .
Boterline, gD Ciles Po <0



lete guldance vrograzus of

>

aschoole rether then e picture of the part businecs teachers were assuming in
the progroms. Other studies pentiored the srecs in whieh the business tescher

could fumetion in the progroms. The presount study ctiempled to delermine

Y
what shore the business teccher is teking in the guidonce progras.

Richard G Cryer found that in Louisions guidence mrograme (1) the

*

mwincipal was recpongible for the progran, (2) fevw trained counselovs were

euplored, (3) the wogren varied with the tyype of school, (L) veestional

2 <]

puidence materiale seemed inadequabe, and (5) the services of

3

the Louisiang
Stete Enployment Service couldd be wiilized nore effectively by Rural ;:0’3‘2@015."*3
Ruth Bartlett urote her nmosterts thosis 1n 1942 on "Duployment Counseling
and Plocement of Youlbh in Selected Secondery Schools of Ollshoma." She found
that (1) ninety-one por cent of the sehools surveyed had some type of program

in effect; (R) schools were not sstiofied with thelr existing prograns;
(2) most schools Telt the need of comseling-plocement services for youtly
(4) the schools could cowoperate more closely with the Stote Buploynent Service

and existing employment asencies; and (5) schools should keen more adequote

=

-~

records for plocenment .4‘4
In 1940 Carmoleta CGregory had made o study simller bo Bartlett's study,
by interviewing personuel of stale employment serviees offices, Gregory

nol business educstion tenchers secure avellohle

&)

vecommended (1) that vocabi
occupational informeiicn and agsistence from the employment service in

esteblighing a co~operabive secretorinl iraining mrogren and in revising the
(] (S S B @3

: ver, "A Survey of the (uidence Progroms Within the Public
“gc‘ac»c&{.' of Loulsiapa in the Spring of t._@};"," Unpublished
s Oklahoma A. and M. Colloge, 1845,

Plocement of Youth in
shed Masterts thesis, Oklahona

Tl

P

4 Ruth Bartlett, “mmlo:;megt Comngeling =
Selected Secondsyy benoo,f,u of Oklahoma," lnp ugll
L. znd Ha C@ller»e 1942,




1wl bueiress curricula, and {2) thel scheols provide Zor placenent by

Q=072

o G AL NEE asuner
K Ny e, - . .3 4 . o S—— £
thesls on "ihe Organinats 1 of Guidonce Progrems in

saoured date vertoining o (1) the needs Tor guidance, (2) the organizs

receedires, (4) the rersonnel

reqguisite G0 an effeciive guldence vrogranm, {8) arbicwleiing eseuncies, and

£ EN 2 o s [ E e S 3 o, g AT

(&) tests and peccurds applicable to o splate-wide progroi.
ey P g e Ky o S 213 kel R . PO I o AT R, s
The gquestionnoivre conglrueted for Waldents study centelined fortr-goven

s

D congloted of apprerine

o

ES

nelre were grouped in cotogories and oualyaced Ty nesng of hebles. LAmong the

*

findinge licted were: (1) feu schools Lod organized puideonce, (2) 1itile

%

3 KA N &

attennt wes pade Lo adjust the curricula te locel covditicng, f

("‘\

2} placenent

-

helf of the schools used testy, and (6) records vere

e progran. Welden recoxmended that: (3) guidence services be

lable to every student in ouwr public schools, (2) guidonce progrous

e

chould help £411 the gop between educsiional offerings and occupational

denends, (3) cousistent use be nede of 2li erticulebing sgencles, (4) sehool

libraries be supplied with sufficlent occcupational informetion meterial, and
. . , . e 46

{(5) a testing rrogron and cunulotive record sysiten be established. o

L5 - PR

45 Carwoleta (}r@mrj "helationships Between Schools and ™
nent Services in the Plecement of Youth," inmpublished Hasterts t
Oklaboma A. and i, College, 1940.

46 Dennis U, Wolden, "The Orgsnizetion and Admindstration of Guidance
Proprons in Secondery é;ar-omu of Oklohona,” Unpublished MHasterts thesis,
liahong A, and He College, 1940,

sell heginndng, (4) moyy schools hod lncidental types of wrograns,

C IR Y, h A %, - -,
itomse The debo Seon the aeabion-



the inplications S0 gecondary business education incl
(1) the responcilbility for suldance must be ooowed b
ig e duly of the sohool to moke sone provisleon for
e done through co~operation wi

vldad the foilowling:
7y each teacher, (2) it

crmercial
;
L7

o

educalilon progre A showld wtilize all ¥he corvmily resources avalilable,

The precent sthwdy sreveyed certain arcas reloled to Dusiness educulion
particulerly, and atienpis to give o pictwre of where and how business lteachers
asgwie responsibllity for a pert in the guidonce progrom of the school, The
agreas of ccceupational infermatlon, plecenent, follow up, and reloted guldance
activities gurveryed in the present otudy ore siniler in nature to sechions of
thege orens used in the studisr veviewed.

A couplets list the books, publicotions, and periodicals reviewed fop

-

be bibliogrophy.

Ad

I
b

this gtudy is fourd in %

Chepter III of the preaent study rrese
respondents and their schools,
4'7 ey T 1. i1 T el i L e U gy Tl
thel Trock, "Imolicolions of the Youlb
Bducation,” Unpublished losterts thesis, Ollshoma

slem bo Secondory
ege, 1939.
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and training in gudldence of the business leazchers respording to the questione
1 .
The nap of Ollahome on page 24 shows the geogrevhical distribubion of
Horth Central schoole represented by the respondents in this study. Several

12

Ty

1
SEVe

the eovnties do not

&
L

P
L

dat

The study includes 5 per cent

fad
N

»

Teble ¥ shows the one hundred

k0%

o2 o which ques

enby=one Jorih Condral secon

the

Horth Central

of the Horth Central

sry sehools

S8 Ed
nety-five of

in the present shudy, distribubed aceording to envolluent
gize. Thege schioole ore clegoified cceording o the slze of evvoliment of the
schoole for the yeay 19511952, Tigures were pecured i
Y. Stondifer Hensm, Directer of Seeondory Bdncotion, Stete Deporiment of

Bdnestion. The enrellument fimpes include ninbly, feunbh, eleventh, end twellth
gracess The edditlion of adjusted ninth grade o three
weor high cchoole shifled those schools into the next higher enrollnent group.
Thic adjusinents doss nob affech the deba in the succeading
The gueshionneire was mailsd o one buslness teacher in each school.

Hinety-five replies were relurned fron the one hundred tuenty-one bus

teackers be whon guesilonnaires were noiled. in Table I, at

sevenly - in each copollment olze group ore repre-
sented in the replies.

2%
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TABLE I

NUBIR OF HORTY CENTHAL SECOMDARY SCHOOLS OF OKLAHGMA D
HIMBER AVD PEE CENT OF THESE SCHOOLS REPRESHNTED IV THG RESPONSES
70 TG QUESTIGINAIRG, CLASSIFIED ACCORDING TO THE SIZE OF THD
SCHOOL TOR 19511952

Size of Schools

According to thmber of Por Cent
Dorollnent Questionnaires Senl Humber Recelved Received

0 - 100

W
P
o)
&
L ]

<

101 - 200

pX]
¥V ]
Pt
L3
B,
&

»

&

201 - 300

2
o]
fout
c‘
&
.
a3

301 ~ 40O 21 18 7.3
LOL - 500 10 8 80,0

501 = &CO0 6 5 833
GOL = 700 7 6 357
701l - 800 2 3 5.0
8C0L =~ Above LA 12 857

Total 121 95 8.5

This table sghould be read as follows: Shere agre Iive North Cenlrel secondory

a *

.
sehools in the 0 = 100 swrollment size pgroup. Retwrns were received Iron
1



TARLE II

TEHGTY OF TEACHING BYPERIRENCE OF Tum

RESPODENTS

Length of Zxperience
In Present Position

In ALl Teaching

Huiber of Pumber of Ter Cent ol 95 Huber of Per Cent of 95
Ygaars ” Hespondents Regpondents ‘ Respondents Respondents

less Than 1 2 2.10 2 2410
X 3 Jed5 14 15475
2 7 735 7 17.85
3 7 7,35 il 11.55
b 3 5426 9 Qb5
5 2 20 & 1
G o= 10 21 2205 20 21405
1 =15 15 1575 5 26
16 = 20 18 18,94 4 520
21 =~ 25 12 12,62 4 be 0
26 Over 2 2410 1 1,08

This teble s m;v C‘L@ be read as fellows: Two, or 2.10 per cent, of the respond—

ents 2J haed leso thon one ¥ t
pereentape thaa held their ore

» of *smf, Ling exporience; the some nwaber and
't teaching positions for less than one yeer.
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Table II shows the length of the teaching experience and mumber of years
of experience in present positions of the respondents. The sversge number of
yvears of tesching experience for the respondents was twelve. The average
number of yeurs of experience in present tesching positions for the respondents
was fowr. The averazge temure in the present povition for the respondents was
one third the eversge total experience for the group.

Table III showg the subjeets toughd by the respondents during the yeer
1951-1952, Bighty-one, or 85.05 per cent, of the ninety-five respondsrts were
teaching typing I; sixty-nine, or 72.45 per cent, were teoching chorthernd I
sizty-eight, or 71.57 por cenl, were teaching typing Il sixby-three, or &6.15
per centy were fteaching bookleeping I. (lasses In general businese and business
Enpglish ranked next in Ifrecuency with 16,84 per cent of the z*esponcien s teaching
pengral businessg, and 11,55 per cent of the recvondents teaching business
English.

Some of the business cowrses listed in Teble III are probebly similer in
content and couwld be grouped; howover, the titles of the courses sre listed
as given by the regpondents,

The effect of cliersating subjects in smeller achools wos not considered
in this toble because only two respondents indicated subjects not being bowglit
in 1951-1952, and these subjects were omitted from the teble. ’

The respondente teaching subjects oulbside the business curriculim were
teaching in schools with enrollments of J01-200. The respondent directing
extre~curricular activities was tesching in a school with o three~tescher
business departuent.

The tebulation in Table III does not represent the frequercy with which
the various subjects are included in the offerings of the schocls represented

since some of the schocls employ more thon one business tescher.
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STIOMWAIRE

& I}GRIL\;G fi'; SCHOOL YiiAR 1961-3952
Thener Teaching Per Cent of 05
Subijechs Subiect Regpordents
Typing I &l 25,05
Shorthand I 59 T2el5
Typing II 68 7157
Boolkeeping I 2 56,15
Gerernl Twslinsss 16 16,84
Business Inglish 11 1155
Office Practice 9 VA
Shorthand II 9 9elil3
Business Law 7 T35
Business Arithwmetic 5 5 426
Stenogrophy 3 3018
Trapseriphion 3 Selh
Bookkeeping II 2 2.10
Comereial Geograply 1 1.05
Beononics 1 1.05
Filing 1 1.08
Speliing 1 1.05
Balesuenship 1 1.05
Shorthand Dictation 1 1058
Office Hochines L 1.05

Seeretariol Science

(Shorthand II & Office Practice Combined) 1 1.08

T School Avitizsstic 1 1.05
Girlet Gyn L 1.05
Director, Extra-Curricular Activities 1 105
This teble should be read as follows: Eighty-one, or 85.05 per cent, of the
respordents were teaching typing I.
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Traindne in Gulderce. The respondents were asked to "Check the types
of training you have had in guidance." Table IV shows the types of training
the regnsmm’r’au heve had for adviping stwdents. Table IV shows that seventy-one,
or 74.55 per cant, of the respondents checked sone tyre of guldance troining.
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training, seventeen checked thvee types of guidance training, nineteen che
two types, and twenty-seven checked one type of guidance training. Twenty-
four, or 25,2 € the resnond chealed no fype of pguld

Table V reveals opindons of lw respondentc concerning the adequacy or
iradecuacy of their traloing for advising students as reported by the business
teachers themselves. These opindons were given in answer to the question
"No you consider your own training for advising students to be adequate, fair,
not encugh.! Forby-tuo, or Lh, per cent, of the respondeutn checked "Ialrt;
and fourteen, or 1447 per ceni, checked "adequote! in Table Ve OF the fourteen
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TABLE IV
TYPES OF GUIDANCE TRAINTNG RECEIVED BY RESPONDENTS

Zypes of Training
Guidance Courses in College 54 56.7
Attended Guidance Conferences 36 37.8
Discussions with Guidance Speclalists 33 34e6
Attended In-service Programs for

Guidance and Counseling 20 21,0
Research Work in Guidance 4 Lol
Secretary to Personnel and Counseling Director 1 1.0
Attended University Career Dgy Conference 1 1.0
No Type of Training Checked 2L 2542

This table should be read as follows: Fifty-four, or 50.7 per cent, of the
respondents indicated that they had talen guidance eowrses in college.



TABLE V

OPINIONS OF RESPONDENTS CONCERNING ADEQUACY
OF THEIR TRAINING FOR ADVISING STUDENTS

Number of Per Cent of 95
—Adeguacy Respondents Regpondents
Fair 42 Ly ol
ot Enough 33 267
Adequate 1 147
No Reply to Question 6 63

This tsble should be read as follows: Forty-two, or 44.4 per cent, of the
respondents considered their training for advising students as "fair,"



respondents who checked "adeguate" in Table V, eight had checled four types

of guldonce treining shown in Table IV.

Table VI reveals opinilons of the twenty-four resw ntg who checled no
type of guidance training. Thirleen, or 54.16 per cent, of the res 2nds
whe reported no type of troining considered thelr training not onough; nine,

r 7.5 per cent, considered their trailning fair; one, or 4.16 por cent,
considered his training adequate because e had had five years of experience
as secretory and bookleeper end hed grined from tldls experience some knowledge
of what enplayers expect of employeesn.

Chapter IV anslyszes the daba pertaining to guldance practices folloved
by schools of the respondents, practlces follouwed by the respondents, and

services offered by other agencies surveyed.
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TABLE VI

OPINIONS OF THE TWENTY-FOUR RESPONDENTS
REPORTING NO TYPE OF TRAINING IN TABLE IV
CORCERNING ADEQUACY OF THEIR TRAINING FOR ADVISING STUDENTS

Number of Per Cent of twenty-four
—fidequacy, Bespondents Respondents
Not Enough 13 54416
Fair 92 37.50
Adequate 1l 416
No Reply 1 416

This table should be read as follows: Thirteen, or 54.16 per cent, of the
respondents reporting no type of guidance training considered their training
not enough for advising students.



CHAPTER IV
FIDINGS

Chapter IV suwmorizes the findings of this swvey wnder three headings:
(1) guidence practices followed Wy schools of the respondentis, (2) mractices
followed by business tc whers, and (3) services offered by employment

cgencies,

Poart 1. GUIDANCE PRACTICES TOLLOWED 1Y
CHOOLS OF T8 RESPONDEN

The purposes of port onge of this chapler are:

le To present deta concerming guidance services offered to students
schools of the respondents

R+ To present dolta concerning tests given to students in these schools.

3. To show who bteaches the cccupations classes.

he To show the types of stonderd proficicncy tests given business
students %o gauge employabiiity.

5¢ To answer the quesilon, "Does your school have a person assigned to
plocenment service?!

P

6. To provide backgrouwnd dota for determining 'i;o what extont busineds
& e

[

tenchers ave responsible for guldance services in tileir schools, The extent
of the guidance gervices offered in each school will necessarily liwdt the

responsibilities of the business teacher in that school., Uhat guidance

preetices are being followed by business teachers (Pert 2, Chapler IV) mey
also deg n@., to some extewd, on the guidance progrom of the school.

24
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Zﬁ 1}3 THZTR SCHOOLS
DERTS

TYPesS OF GULIR %E'TC” J;VIC ,:S

Humber of Ter Cent of 95

Iype of Service Olfered Respondents  Resvondents
Seholasgtice Data for Bach Student a3% 87.05
Individusl Interviews 7o 83415
Cundative Record for Hoch Student &7 - T0.52
Vocotional Interests of Bach Student 548 61,05
In Sehool Activities of Bach Student 57 0,00
Home Roon Groups 52 5473
Future Educational Plans of Each Student L PAS IV AV
Data Coneerning FPerson ality Tralts of Zach Student L1 43,16
Health and Physicel Data for Bach Student 39 41,05
Hork Experience Hecord of Bach Student 35 36484,
Other Interssts Recard of Bach Student 28 2947
o Reply to Question 2 2,10

W ohe 1nCoMDiete. TWelve did not CHeck LILE item.

This toble should be yead ag followa: T‘lrghw«three, or §7.05 per cent, of the
@p@n&em reported thet scholagtic data records for esch student were keph
their schools.



The question 4id not asgk the respondents to rank or to svalunte the
services offered by the schools.

Tegls. Teble VIII ghows the ‘fypes of lesks given ond the nwber a‘md
rer cent of gehools giving esch type. It will bo noted the respondents did
not limit their replies to aptitude tests, but inclvded other types of test
which were given in their schools, TInagsuch os the firet purt of the question
asked for aptitude festo only, the dats given for other fyves of fects nmuy
not be complete. Toriy~four, or 46.31 por cent, of the respondents listed
titles of tests given in their schools.

Tuenty~three, cr 24.2 per eent, of ¥he schools rerresented pave the
¥nder Preference Inventory; twendy, or 21.5 per cent, geve Differential
Aptitude teste; sivbeen, or 36.9 per cent gove the Dell Adjustuent ITnventorys
and aix, or 6.3 por cent, gave the Comeral Aptilude Teet Poliery (OMlchome
Stote Enployment Service). The Generel Apbitude Test Battery is given upon
rec;uesﬁ by the school o the Ollshoma State Enployment Service. (See Purt 3
Chapter IV.) )

Three respondents nenbioned testso sponsored by the Siabe colleges
{(Oklahoma L. ard M. College ond Oklohoma %L}’zﬁ‘versitgf)y Theme data sre ivcliuded
in the Kuder Preference Inventory, Bell Adjustment Inventory, and Differential
Aptitude tests in Toble VIII. ‘Ehe se tests were Wexztaoned in interviews with
persornel of the Stove Departuent of Bdueation. (Part 3, Chapter IV) |

Table VIII shows various other types of tects bedng glven. All festa

ligted in the table sre gererslly given for %;he }31?3.'&«0»35 of suidance.

Occupations Closses. Twenbty~Tive, or 26431 par cent, of the respondents

reported their schools offered s clops in oceupations, Teble IX includes data

5

concerning the schools In thet group. S8ix, or 24 per cent, of the occupatiens
clesses were tought Wy tmsiness teachers; sixz, or 24 per cent, were taught by

soeizl studies teachers; and six, or 24 per cent, were taought by trade ond



TABLE VIII
TYPES OF TESTS GIVEN IN SCHOCLS OF THE RESPONDENTS

Wamer of  Per Cemt of 05

Type of Test e ks Re
Kuder Preference 23 24,42
Differential Aptitude 20 215
Bell Adjustment Inventory 16 16.9
General Aptitude Test Battery

(Oklahoma State Employment Service) 6 6e3
New California Short Form Test of Mental Matwrity

(Sullivan, Clark, and Tiego) 4 o2
Detroit General Aptitude 3 3.1
Primary Mental Ability 2 2.1
Occupational Interest Inventory

(Lee and Thorpe) 2 2.1
Otis Group Intelligence 2 241
Other Tests Listed 8 8ok

This table should be read as follows: Twenty-three, or 24.2 per cent, of the
schools of the respondents give the Kuder Preference test.
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TABLE IX

PERSONIEL TEACUING OCCUPATIONS CLASSES IN THENTY-FIVE
SCHOOLS OFFERING A CLASS I OCCUPATIONS

Huber of Por Ceak of 25 Schoéls
Title of Occupations Teacher 4 Hegpondents Offering Course
Business Teacher 6 24,
Sceial Studies Teacher 6 >24
Trede and Industrisl Teacher G 24,
Divergified COccupations Co-crdinator 3 12
Syecial Teacher 2 12
Distributive Bducation Teacher 2 g
Principsl 1 '3

—*

Hathenatics Teocher

(=
}.J
o~

Vocationsl Home Economics Teachez

This tzble should be veod as follows: Six, or 24 per cent, of the cccupoilions
clagses were toaughlt by busivess heachers

-
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ons Co-ordinators vere teaching the

}-.¢

industrial teachers. Diversified Occupeiio
n three, or 12 per cent, of the schools; and special tecackers were
tesching the class in three, or 12 per cent, of the schools,

One prespondent comuented thed occupsilonsl studies were made in home
rooms in the ninth and eleventh grodes. One respondent explained that the

*
)

tusiness students enrolled in the clags fouvght by the trade and industrisl

Ore respondent reported that four different teachers were teaching
occupations clasces; they wewre business tescher, sceial shtudies tescher, home
econonies teacher, and trade and industrisl tescher,

E

Froficiency Tepts for Dnplovebility. Table X shows the types of proficie

tests given husiness studenis to gauge employability., FPFifty-nine, or 62.1 per

cent, of the respondents were naking use of proficleney test

kh

to gouge enploy~

£
ability of business students. ifty-two, or 54.73 per ceut, of the responde:
gave Oklehoma Merit Systen Ixaninations (Stote Persommel Board); twenty-one,
o 22,01 per cent, gave State Dmployment Service Tests; twenty-one, or 22,01
mwr cent, pove oivil service fests in typing and stenogrephy; five, or 5.26
per cent, gove Cregg tecte in shorthend emd typing; and four, or 4.2 per cent,
seve Notionsel Business Dnirence Tests (Sponsored by United Business Bducation
pAesociation and Hational Office Monppement Associotion).

The first three btests listed inm Table X sre aveilable to schools upon
request Lo the sponsoring agencies. The results are also sveilsble for
recording on the studentls cumulative record folder. These tests ore given
and the resulis scored withoul charge to the school. This fact nay cccount
for the differsnce betueen the mumber of schools thot were giving these tests

and the number that wore ziving the Neblonal Business Entrance Tests. A fee

is charged for Foiionel Busine = Eutrance Tests.

ot
1153



TABLE X

WMEER AND TYPES (' STAMDARD PROFICIERCY 5
GIVEN DUSIVESS STWENTS TO GAUGE REMPLOV! WILITY

AS REPORTED BY RESPUHDENTS

Humber of Per Cent of 95

Iype of Test Hegpondents Regrondents
Oklahoma Merit Systen Examinstions 52 5413
Stote Enployment Service Tests 21 2201
Civil Service Exeminatlons in Typing and

Stenogrophy 21 22,01
CGregg Tests in Shoerthend and Typing¥ 5 Be26
Hotionsl Businegs Enlrance Tests rA , L4220
Tegts from Business College 2 2.10
Dictaphone Test for Certificate® 1 1.05
Buploynent Tegt at Tine of Applicstion for Job® 1 1.05

#

MObber teste’ writlen in by the rec mndentu to the quss Tiommaire.

This %2ble ghould be resd as follows: Fifty ‘t*;o, or 54475 per ceunt, of T’

chools of the respondents gove Cklehona Merlt System Exsuminations So busivess
tudents do gauge euplov iiity.

=3

0 W



The difference between the fivsi two tests listed in Table X may be
accounted for by the fact that Cklshoma State Be *pl:rfm,z Service has only
-recently sponsored the tesls for graduveting senlors.

Three respoudents roporied they gave all the types oi tests listed on
the guestionnaire.

Plocenent Service. Twenty-one, or 22.01 per cent, of the respondents

reported their schoolg had o person vho was assighed to placenent service.
Sixty-nine, or 72.45 per cent, reported their schools had no one assigned
to placenent serviee; and five, or 5.20 per cent, gove no veply to the

zohion,

One respondent reported no one was assigned, but three teachers voluy
teered for the placement service in the school.

Two respondents ghated the Trade and Indusirizl Co-ovxdinstors were sssigped
%o placement service in thelr schools.

Wine, or 9«45 per ceul, of the respondents reported they were placement
officers for their schools; and ove, or 1.05 per cent, was assightant to the

"é

..-_L:?

secement director. Thus ten, or 10.% per cent, of the busginess teachers
included in this study were placenent officers or assistant placewment officers

in their schools.

(..5-
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respensible for varlous. puidonce mrectliceg in their acheolsz,
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2s To mresewt daolta concerning cccupalional informotion for busineass

v sotivities followed

4o To present dota cmzceamnw’ placerent of buciness otudents,

5 To mresent data concerning follow up of business shbudents.

»
i

Ge To progent deta concerning the extent to which business feachers are

meldng use of the guidonce services avellable throvgh commwmidy orpganizetions.
Ocoupotions] Information. Tobles X, ¥IT, XIXT, XIV, ¥V, XVI, and XVII

gummerize the data comcerning (1) the use of visual aids Tor presenting

ccoupationsl informetion, () the materiale on occupations the respondents

give students proctice in using in thelr business education classroons,
{2} the adequacy of the supply of materials on vocabions and occeupations,

(4) the use of individual vocational conferences with business students,

{4} the collecting of occupmtional information by business students,
{6) the use of oceup ation fros goverment egencien, and

(7) the use of the

ahie XI shous

Tor presenting ocoupationa

informetion end the pumber and per cend of

Lighty-seven, or 91.57 per cent, of the respondents checked types of visual
elds they uvsed for presenting occupational informations Bighty-iwo, or 80,31

L

perr cent, veed the bulletin board; seventy-five, or 78.94 per cent, used ilms;



TABLE XI

VISUAL AIDS USED BY THE RESPONDENTS FOR
PRESENTING OCCUPATIONAL INFORMATION

Visual Alds

Bulletin Board & 86.31

Filnms 75 8.9

Picture Posters 51 53468

Trips to Business Places 51 53.68

Bulletin Board Displays of Book Titles |
on Specific Occupations _7 R8.42

This table should be read as followss Eighty-two, or 86.31 per cent, of the
respondents used the bulletin board as a visual sid for presenting occupa-
tional infarmation.
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e, or 57,08

per cent, made trips to business ploces; ond twenty-seven, or 28.42 per cent,

uged bulletin board disploys of ook titles on specific occupations.
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Bulletins

Pamphlets
Books

Circulars

Occupations Magazine

Dictionary of Occupational Titles
Occupational Trends

U. S. Census Reports

Guidance Index

Report of State Resources and Planning
Commission

Report of National Resources Commitiee
American Job Series

45

19

&

10

6e31
5426

3.15

This table should be read as follows: Sixty-eight, or 71.57 per cent, of the

respondents reported use of magazines as occupational materials in their

classrooms, Nineteen, or 20 per cent, of the responderts reported use of the

Qccupations magazine speclfically.



-
-3

0

3

Ll.of, por cent, of the vespondents veporied holding individual vocatlonal
conferences with busginess students in thelr Lusiness clssses, Sevenisen, or

17,89 per cent, of

once ezch senesier v 16.94 per cent,
reported holding a conference ounce each yeor with each student.
Six of the respondents commented that they did not hold individual

conferences with each student, then exploined that conferences were held

with some of the students Lub not all, These sly ore not included in

Tuenty-unine, or 30.5 per cent, of the resrvondents reported that their
business students kept coreer notebocks, collucied informstion sboub

occupations, or kepl an up-to~date climping file, Toble XV shows that

@

nineteen, or 20 ver cent, of the respundenits had their husipess students

ik

collect infornation about cccupations; and six, or 6.

table seem to be much lower then they shonld be for a good szuldance prosrals

Pifty-sin, or 5947 per cent, of the respondeuts reported use of

L3 ’ , &

governnment soencies as sources of oceupational information and guidance
meteriols. Toble XVI shows thet thirty-nive, or 41.05 psr cent, of {the
espondents reported use of the State Depuriment of Bdueallion as & source of

recent occupationsl information and guldance neterisls; thirty-seven, or 338.94
per cent, vevoried use of molerials from the Uklchome Sinte Employment Service;

3 from the United State

0

thirteen, or
Occupational Infornation end Guldsnee Serviee; ond thirteen, or 13.62 per cent,
P 3 »

reported use of materials from the United Stsies hwwesu of Baploynzent Service.



TABLE XIII

OPINIONS OF RESPONDENTS CONCERNING ADEQUACY OF THEIR
SUPPLY OF MATERIALS ON VOCATIONS AND OCCUPATIONS

Humber of Per Cent of 95
Adequagy _Respondentis Respondents
Limited 52 5473
Very Limited 33 34470
Adequate 7 7436
No Reply Checlked 3 3.15

This table should be read as follows: Fifty-two, or 54.73 per cent, of the
respondents considered their supply of materials on vocations and occupations
as limited.
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TABLE XIV

FREQUENCY OF INDIVIDUAL VOCATIONAL CONFERENCES HELD BY
THE RESPONDENTS WITH EACH STUDENT IN THEIR BUSINESS CLASSES

Freguency.
Once Iach Semester 17 17.89

Once Each Year 16

When Requested by Student# 4 4420
2
2
4

Unscheduled*
When Needed®
Once Each Month¥*

* Written in by respondents; not included in questiomnaire check list.

This table should be read as follows: Seventeen, or 17.89 per cent, of the
respondents reported that they held individuel vocational conferences with
business students once each semester. .



TABLE XV

TYPES OF OCCUPATIONAL INFORMATION
KEPT BY BUSINESS STUDENTS OF THE RESPONDENTS

Student Activity

Collected Information About Occupations 19 20,00
Kept an Up~to~date Clipping File 6 6.31
Kept Ceareer Notebooks 4 4eR0

This table should be read as follows: Nineteen, ar 20 per cent, of the
respcendents had their business students colleet information about occupations.



o5 of
by five respondents.
e, Mayfleld, Chicl of Tecluical Sexvices of the Oklehona Stote Binploy=
ment Se ervice, stated in en inkterview thet the Unlted States Duveou pent oub
matericls covering mation=-wide activitiss, while the 2 oifice sent

out materiels linited to coversge of Oklohona. Thus the deta vrepresented in

-

thie table do not overlop to any aprrecinble depres,
It i interesting to note that Dr. Glenn 3aith, Guidavee Divector for the
1

Suate of Michissn, chtated that the United Sintes Uccupationsl Information and

Guidence Service was disconitinued or cuspended Moy 16, 1952 Ly the United

Btates OfTice of Bducotion, He stated the Service was to be fuken oub of

CO Y

the Vocotionzl snd Occupoitional Division, and thaet ot the present tine there
& ’ }:

wes indeecision in Washington, De Co as fo vhere it would be placed or how

reorgonized, (Guidance Workshop, Oklshome University, June 17, 1952.)

Winsteen, or 20 per cent, of the respondenis rercrted that they had nade

&

2 X

occupational surveys of thelr communities. Table XVII shous that seven, ov

7426 par cent, of the respondente reporicd that they had made occupsilonal

FOa A :

surveys of thelr communities during the school yaer 19511952, Tuo respondents

reported that they had mode two occupatlonal gurveys eache

Guicdance Responsibilities, Practices, zund Activities of Busirccs Teachers.
Tohle XVIIT shous the responsibilities of {ibe respondents for guidance

e

ek

n the guldance prograns of thelr schools.

practices i
per cent, of the respondentc veporied definite duties ond respovsibilities

in which they contrivubled Yo the guidence rrogroms of their schools. Bizty-
nine, or 72,032 per cent, o
gixty-four, or 07.36 per cent, held individusl cenferences with students;

Vifty-six, or 58,94 per cent, sponsored o home roomy and fiitye-siz, or 58.94
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OCCUPAT AEION AT GUTL
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Humber of

Por Cent of 04

Anenecies , . , . Hes *vo;vdems Respondents
State Deparitment of Ldueabion 39 A1.05
Oklohoma State Buplaynent Service 37 38.94
Ue 8. Ocoupational Inforoetion and Guidsnce

Service 13 13468
Yo 5o Bureau of HEnployment Service 13 13.68
Stete Department of Labor i2 12.63
Te S+ Deparinent of Laber 9 A
This table should be read zs follo "“uﬁyaﬂxim, or 41l.05 per cent, of the

reupon&egta voporbed that Lhm’ nme u.se of the Cklshowo Stote i}cpw‘m@nﬂ of
Bducation ss o pource of recenlt oceupebional informetion opd puddonce

o 1o & T
materials.,
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TABLE XVII

NUMBER AND PER CENT OF RESPONDENTS WHO
HAVE MADE OCCUPATIONAL SURVEYS

Tumber of Per Cent of 95
——School, Year Respondents Respondextts
1951 - 1952 7 7436
1950 - 1951 4 4420
1949 - 1950 4 4e20
1948 - 1949 1 1.05
1947 - 1948 2 2,10

This table should be read as followss Seven, or 7.36 per cent, of the
respondents reported that they had made occupational swrveys of their commumni-
ties during the school year 1951-1952.
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neny activities in the guldance wrogron in which busivess teachers ney

In answer to the guesiion, "Do you a8 o buniness teocher consult the

g

cumulative records or individusl folders of busiress students to learn shoud

individual pupile? elghiy-two, or 96,31 per cent, of the respondents reported

&
whs reporied that they
ot individuel pupils. Seventy, or 73.68 per cent, of the

»*

respondents reporded that they consitlted the school merks of siudents; filty-

o5 records

fte

four, or 56.94 per cent, reporied use of exivacurricular activit

of the students; [ilty-two, or 54.73 per cent, used scores gtudents nade on

tagts; and £ifty, or 52.61 per cent, used dato on enlly backsrovnd of

ars nade use

gtudents. These data indicete thet & najority of
of & cme individusl recovds of bhusiness shudan

To the cusstlon, "Do you as a business ieacher wse the services of

community orgenizeiions, apencies, service clubs, snd inetitutions in the

dence and covuseling propram?! Difty-tue per cent of the respondents

dliecl fyag Mt Table XX schows the dypes of community

recpondents reported that they made use of in their puidence and counseling
mrogrens. Twenty-geven, o 28.42 per cent, of the respondents reported use

of the Chembor of Comuervce; twenty-three, or 2L.21 psy cent, revorted use of
the Parent~Teacher Associetion) twenby, or 21452 per cent, reported uss of the

Business and Profecsionsl Wonen's Clubj and twenty, or 21,52 per cent, reporited

use of the State Duploynent Service inm the puidance and counceling programse

Tt sghould be nobted thot only two communities hove chaplers of the

s of the Stote Enmploymen




TAGLE XVIIZ

'PC‘EI&}. S ILITIES OF U DESPODENIS

WICHE PROGERAMS OF TRIR

SCHOOLS

Thaober of

P«l G@n‘b‘ ' of o5

Heture of Begvonsibility. _ v Bespondents Respondents
Asgigh with Borolling of Students &9 72463
Hold Individual Conferences with Students &4, 67.30
Sponsor for a Home Roon 55 58494

Give Clerleal snd Stenographic Tesls
Have Gonferences with Perernis of Susiness Stuwlents

Apsist with Giving Avbitude Tests

Sug ‘73-’“&’ Inioraiion £o s Cumwlebive Ticcords of

Business Studente
Told Conferences with the Guldance Divector
Conduct Svecial Clagsroon Projects in Guidance
hssist wilth Orientation Prozran
Agsist in Molding Follow-up Studies
auperv.,mr of Part~tinme Work Experience Progrenm

o

Gonduct Ceresr Conferences

Assigt with Career Doy Progrong

Vermber of o Commititee Related to the Guidance

Placement Officer (or Agsistoml)
Guidonce Counselor
ﬁ'ui,? ce Director

Spoangor for a Clags¥®

Adviger for Student Gnmn i3s3

[
o

ot
2N

FRS

A

K

16

10

10

R

T

TR X

)uo\/}

51.5%

27436

27436
36.94
16494

Mritten in by respor éerﬂ:.,; no’o 1::cluéed in cmeuta_ornmme cnael* L_

Thig tuble should be resd as follows: Sixby-nine, or 72.03 per cent, of the
ents agsisted with enrolling of students as a part of thelir guildance

Tespor

responsi ml;. ties in the guidance programs of their 3011001:3‘.



TABLE XIX

TYPES OF REGORDS USED BY THE RESPOMDENTS
70 LEARN ABOUT IRDIVIDUAL PUPILS

Huber of Per Cent of 95
Tyre_of Records_ _Respondents Respondents
School Marks 70 73.68
E.xt!’amn'rimﬂm‘ Activities 54 ' 56084
Scores on Tests 52 ' 5473
Fanily Background 50 52401
Personal Data 44, 46,31
Oceupational Choice 42 LAl
Work Experience 37 38.1C
Interest Inventories 31 34473
College Plan 26 27.36

Other Types 3 3.15

This table should be read as follows: Seventy, or 73.68 per cent, of the
respondents reported use of school marks to learn about individual pupils.
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To the guestion, "Have you ag a business teacher asslzterd

o

vogetlonal confercuces between husircois students ond community

one per cent of replied Yyes.t Two of the respondents who
replied "no" to the gussiion cormented thet provision wag mede for {the trade

3 ~ 2

and industriel teschers Yo toke cove of veeotionol conferences with comnunity

ETOUPSe

ble XXI shous ithe methods used by the resrondenis to discover each

per cewl, of the respondents checked nethods they used in their classes to

digcover cach studentls h
geven, or 70.52 per cent, of the resvondents reported use of persongl interviews
with students; fifty-nine, or 62.1 pey cent, rencried dlccovering the studeut!ts

FY

ent %o pet o swrmer jobs end filty-~

,‘,\.
r'

business by eesisting the s

05 per cent, used the method of assisting the student to gel port-

time enployment in locel business places.

Tuenty-three, or 24.21 per cent, of the respondents replied "yes" to the

guestion YHave you personelly sesisted in neking en evelunoation of guidance

setivities in your school?" The respondents were teaching in Horth Central
)

Assceistion schicols and in each schoolts 1950-1051 report o section was te be

fi1led out on eveluction of guldence activities of the schocol. Aboubl orve fourth

of the respondents sppeared to |

activities of 4the school.

Three, or 3.15 per cent, of the rospondents replied “yes" to the guestion
L2 N

THave you as a business teacher affiliated with your Stete and He

(uidence Associstion?" It nay be assumed thot very few of the business teachers

ionel guld
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TABLE XX

TYPES OF COMMUNITY ORGANIZATIONS USED BY THE
*  RESPONDENTS IN GUIDANCE AND COUNSELING

Organization
Chamber of Conmerce 27 2842
Parent-Teacher Association 23 2421
Business and Professional Women 20 21,52
State Enployment Service 20 21,52
Liont's Glub 1 11457
Kivenis Club ' 10 10,52
Rotery Club P
6.31

Buginessments Club
Farnm Bureau 420
Netionsl Office Management Associetion¥ 2,10

5426

AR, W B By O

Other Organizations*®

TmITIIT

#iritten by raspondonta? Tot inecluied in questionnaire cheek 1iote.

. <
e tm—

This teble should be read as follows: Twenty-seven, or 28,42 per cent, of the
respondents reported use of the local Chamber of Commerce organization in
guldance and counseling sctivities,
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TABLE XXI

METHIODS USED EY THE RESPONDENTS TO DISCOVER STUDENTS?
APTITIDES AD INTERESTS IN BUSINESS

Assisting Student {o Get Sumer Job

Assist Student to Get Parit=fime Bmployment
in Local Business

59
58
Discover Stulent's Hobhies 42 4a21
41
3

Gl.05

Individual Classroom Projects 43.16
Other lethods 3.15

This table should be vead as follaws: S m, or 70.52 per cent, of the
resrondents used the method of personal interview fo discover students?
optitudes and interests in buminess.
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Plocenent. To the guestion, "Do yon as a husiness

descriptions Iron local enmployers iu order %o inforw the businese students
of the requirements for the specific jobs avelloble?® fifty-fowr per cent of

the respordents veplied "yes, M

Seventy-three, m? ’?6.84‘ sy cent, of the respondents reported vese of
comnunily orgenizotions for cssistonce in the plocenent of husiness students
Table XYIT shows thst sixby-seven, or 70.52 per cent, of the respondent
reported that they receive sssistonce in vlacenent of bhusiness shudents from
local employerss; and feﬂt r-geven, or 20.42 per cent, reported that they
receive assistance from Oklohona Stete Luployment Service placement officers.

It should be noted thet only two communities have chapters of the
Netional Office Monogewment Assoeiation.

able XXIII shows thot twelve, or 12.03 per cent, of the respondents keep

en organized enployer registration dets file which lists the onployment needs

2l businesses. An additionel threce, or 315 per cent, reporied that the

gmz
f £

of
file wos kept Uy the school office., It should be wvoted that these daln nay
not be complete for the wchools represented in the study.

Table XXIV chows thot thirieen, or 13.08 per cent, of the respondents

-

keep sn orgenised pupil reglstratiol e Tile. An additional fhree, or 3.15

e
o]
&
o
0%

por cent, uentioned that the file wes kept by the school. These deta also ney
not rerresent complete date for the schools,

One respondent commented thet there were only two business places in the
BOWTL.

Table XXV chows thet thirieen, or 13,68 per ceni, of the respendents
corry on a vlamned end cctive wethod of wpplicant referral for the businese

g

students.
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CORITTITY ORGANIZATION
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Humer of
Respondents

Por GCent of

95

Resrondents

Oklabona State Bup @ym ut Service

Placenment G ficer
hapber of Comuerce
Local Bmployment O£f1
DBusiness Dducation Advisory Commlttee
Retnil Merchants Assoclation
Hational Office Manapgeuent Assoclation®

. "
%

Other Orgenizations

o7

70w 5R

28442
21452
14473
4420
3415
2,10

3a15

#iritten by respondents; not in elnded in s stionneire CIeck 1iSts
Thais table d be read sz followas: Sixby-geven "y op Tl ﬁ\?i per cent, of the
1‘?5‘(’@%@1’: 3 z* bee:? that they receive assigtence from loeal emplovers in

placeuent of ‘mzzine:ss students.



TABLE XXIII

NWMBER AND PER CENT OF RESPONDENTS WHO DO CR
DO NOT KEEF AN EMPLOYER REGISTRATION FILE

Keep an Organized Employer Registration File

Listing Employment Needs of Local Businesses 12 12,63
Do Not Keep an Employer Reglstration File

Listing Employment Needs of Local Businesses 78 #,10
No Reply to Question 5 526

This table should be read as follows: Twelve, or 12,63 per cent, of the
respondents keep an organized employer registretion file listing employment
needs of local businesses.
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TABLE XXIV

NWMBER AND PER CENT OF RESPONDENTS WHO DO OR
DO NOT KEEP A PUPIL REGISTRATION DATA FILE

Keep an Organized Pupil Registration

Data File 13 13.68
Do Not Keep a Pupll Registration Data File 76 80,00
No Reply to Question 6 Ve SR

This table should be read as follows: Thirteen, or 13.68 per cent, of the
respondents keep an organized pupil reglatration data file.



TABLE XXV

NUMBER AMD PER CENT OF RESPONDENTS WHO DO OR DO NOT
USE AN ACTIVE METHCD OF APPLICANT REFERRAL FOR BUSINESS STUDENTS

Thoiber of  Per Cent of 95
Regpondents ___ Respondents

Use en Active Method of Applicant Referral

For Business Students 13 13,68
Do Not Use an Active Method of Applicant

Referral For Business Stulents 68 7157
No Reply to Question 14 14.73

This table should be read as follows: Thirteen, or 13.68 per cent, of the
respondents use an active method of applicant referral for business students.
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Follow Up. To the guestion, "Have you naede o follow-up sbudy of your
business gtudento?? thirty-ltwo, or 23,08 por cent, of the respondenis replied
fyes, Table VI shows thol nine, or 9.47 per cent, of the respondents
reported thel they had nade follow-up studies of thelir business stuwdents during

the year 1051-1052; aiw, or (.31 per cent, rveporited that they had mede follow-
up studies of their business students each year; and five, or 5,26 per cent,
reported that they nade follow-up studies pericdically.

Table XXVII shows thet eleven, or 11l.57 per cent, of the respondents

keep a card file of formoer giudents and the firme for vhich they work. An

aedditional two, or 2.10 per cent, reported thet the file was kept by the

tion, Do you o8 a business teccher assist former students in

=3
¢
gk
=
@
o3
L
@
C’!
}-J +

noking oceupa gtment after they ave working on the job?V fifty, or

52463 per cenmt, of the respondents.replied "yes." Table XXVIII shows the

-

in

0

types of sssigtence the vespondents reporited thet ilhey give former sihudent
naking oceupationsl adjustwments alfter they ere working on the job, Thiriy-
four, or 35.70 per ceant, reported they give assistonce in skills needed hy

the student for advancenent on the Jobj and twenty-ceven, or RE8.42 per ceunt,

reported they give asssistonce to former students by suggesting inprovement

i

n posture, dress, grooning, and personality.



TABLE XXVI

WIMBER AND PoR CENT OF RESPONDENTS UHO HAVE MANG
FOLLOW-UP STUDIES OF THRIR BUSINESS STWIENTS

Frecuency

Thutber of Per GCent ot 05
Regpondents Regpondents

Periodically
1947 - 1950

A1l Okhers

9 947
6 6.31

5e26

a3 W
Lo

.

o2

R

W
(%]
*

et
AL

This table shovld be resd as follows:

9.47 per cent, of the v
students.

During the pesr 19511952, nine, or
i 58

gpondents made follow-up siudies of their Tusinec
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TABLE LXVII

VRBER AMD PER CHENT OF RESPONDIEWTIS HO DO OR DO HOT KEEP
A CARD FILE OF FORGER STUWENTE AN FPIRS FOR WHICH THEY WORK

fhumber of Per Cent of 95
Resvondents  Resvondents

Keep a Card File of Former Siudents and

Firms for Which They Work 11 1157
Do Neot Keep a Cord Tile of Former Students

end Firms for Uhich They Work 78 82,10
Ho Reply to Guostion & 6.31
This teble should be resd 23 follows: EBleven, or 11,57 per cent, of the

recpondents keep a card file of former students ond the firms for which they
worke
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TABLE XXVIII

TYPES OF OCCUPATIONAL ADJUSTMENT ASSISTANCE
GIVEN FORMER STUDENTS BY THE RESPONDENTS

Thmber of ﬁe_n‘li

Lypes of Assistance Given

Skills Needed for Advancement 34 35.76
Suggestions on Posture, Dress, Grooming,

Personality 27 2842
Suggest Rvening Classes 22 23.16
Suggest Joining Civic Clubs and Organizations 16 16.94
Other Types of Assistance L 4eR0

This table should be read as follows: Thirty-four, or 35.78 per cent, of the
respondents give assistance to former students in skills needed for advancement
on the jobe.



Part 3.
GUIDARCGE SERVICES OFFERED BY OTHER AGEUCTIES

The purpose of this section is: (1) Ho swrvey the instituwbions and

& &

.

agencies which cffer guidance and enplgyment services avallable to high school
tate of Oklabonma, and (2) to determine the exbent of
co-oporation botween the uplness leachers and these agencies as reporied by

these agencies.

2y

This section presents the guldance services offered do high school
graduates by the State Departuent of Rducation, Oklchona State Dnployment
Service, Oklsohoma Persconnel Bosrd, Naticnal Office Manegement Associstlon, avd

private ggenclep as repcrted by these azoncles.

3tate Dencriment of Bducetion. The Stute Deparitment of Eduestion offers

guldence services fo business gradustss of high schools in Oldlahome thwough
ossistence to the business teachers and the schools. Business teachers of
Clkliahoms may recelve sugpested guldes from the Stote Department of Hducatlon

for the teaching of business subjects. Bulleling for the purpose of guidance

and puiding priucipvles on the subjects in business oducation have bheen mailed
o all high school buginess teachers in Oldlahoma. Dusiness teachers mey algo
receive s oceupations, and guidence from the Audio-

visual Division, the Health, Safely and Physical Educatlon Division, and the

Vocebional Bducation Division of the Stale Deperiuent.
The testing prograns for high school puplls are uade avells able through

Oklahone he and M. Oollege end the University of Oklahoma for the State

The tests are given only on a voluntary besis whenever the local

Departunent.
nigh schools ask for them to be given. The lests are groupsd d in batberies

lesigned for use in guidence, counseling, ond aptitude testing. The

tests ususlly include Iuder Preference Iuvenbory, Bell P Fersonality Adjustnent

Inventory, ond Differcutisl Aptitude conslsting of a battery of seven tesis.
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5%, .

The State Department encoursges the local schools to set un their own
prograns of guldence and counseling services, placenent services, and follow=
up services for buginess gradusles of secondary schoolg to meet the locel needs.

v

The Stzte Deparinent co-opersics with the Oklahome Stobe Buplayment

Service and the MHerit Sygtem of Personnel Administration .n thelr progroms
of teglbing and placement for high school businesgs students by wging local

sehools to tole advantaese of the services.

Cklohoma Stote Znplovnent Service. The Oklshoma Stete Boployment

«

Service hasg twenby~siz offices located througheut the Stste. The map on page 74

"

chows the geographical disitributicn of these ofiices. (Bee Appendices) The
<3

x L Rica.d

services of pevsonnel Irom these offices are alse ovalloble do schools in the

. o TS Mt AT (4 . i S -4 ¥ o -
o e e o - Yroyzir e e e eferm [Pean s oy L3 gy o EVE o 4-&
rounding aveag, Thoe Cklebome Stote Exmplgment Service offors teeting,

counseling, plucenent and Iebor market infornotion services %o all g
The Oklahome City, Tulss, Muskogee, Hchlester, Enid, end Shewnee offices

administer o Wpine end dicltalion perflormonce trade test o spplicants
i

applying for typing and stenographic jobs. A specific epbitvude test baltery
is admindstered by these offices to applicanis for specific Jous. A fenersl
hetitude Test Batbery (nown so GATB) has been given te seniors 0 nany high

gehools in Oklshone. Thig test 1s given only vpon regusst by the school,
Thio service is furnished without chorge o the school or student. The

fosts and weeparation of the test rocovd cord ig performed by

the Emploment Serviece. Dupring 4l

he 195110952 school year, high schocl counselors

in the schools tesied were trained by Buployment Service in imbervreting
the teght resulls ond relaiting them to vocalional guldance, High schools

desiring aphitude *esting may receive this service by mailing a request 3o

fa

Hr. Morris Leonherd, Chief of Employment Service, 600 Americen Hational

1ding, Oklshows City, Cklahoma.
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Host of the informetion and moteriels on vecstions and occupations ney
be secured from the Yeds office in Washington, Ds C., rather than fvom the

Stote office, with the eyeeplion of nolevial pertalning specifically o the

The Oklohens Stote Duployment Service co-opsyotes with schools in
tasting, guldance, and plaocement of students who have completed thelr educstion

¥

or cre Tovced to cwler the labor norket for ccongnic reosons. ALL Oklahona

Service Offices offer counseling sorvieces o oppliceuis

needing vocaotlional counseling. Lobor morket infornotlon and job plogement

services are svailable to spplicants for jobs.

loyment Service offices use o follow-up

gyeten to delernmine whether the employee i salisfactory to the enplaver and

4k

whether the type of worl is setisfactory o the emplovee.

Oltlohoua Persoimel Boord. The Oklahona Herit Sygtem Administration
has den orgenized examination centers located throughout the State, The nap

on page 75 shows the geogrephical distribution of these centers. (See

Aprendices) Any businecs iteecher moy give the tests For typisis or steno-

- . %

graprers o the graduating sendors in her school by ueldng 2 vequest to

(o)
Mie Boy Ae Dillon, State Persormel Supervisor, Ollshome City, Oklahoma.

The ggency has personnel ava 3'.1 zble bto appeor before any high achool class

to tall with them aboubl the employment opportumities in the Siate.

Students who pass the Cklabome Merit Syeten
and placed on =n employment register

not offer guldence ond coum :elmv s or follow-up services.

This agency does
However, each supervisor of each em} ayee placed on the job is expected to

.

rate the enployee every six months as o his efficleney on the job.

]

bs

JLAN 48 P



Accarding to Mr. Dillon, one hundred ninety high school business teachers

Py

hers 4o the

P

T

gove the Herit Syslen exouination for iypists and stenograp

o}
&

3

~eduating senlors in the gpring of 1952, One high school node use of

B el

£

a

speckers fron the Personneld DBoord, Some high schools send their graduasting

sendors to the office for ivkerviows.
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Wovional Office Menogement Asgociation. The national

,

prepared end dlstributed do high schools and colleges o great deal of informa=~
tion deoling with the varicus office jobp. This nolerial is sond

chapters of the organization and disiributed throush the leecal educational

This organization offers guldonce services to business students throush

;...:

ons of the

i
&
L«

assigtance to the hupiness itecchers and the schicols. AL
orgenization are carried on a5 the local chaplters deen sdvigable.
The two local chopters in Oklohoms, located ian Oklohome City and Tulsa,

and gervices to business teachers and the

n

offer many special wrojeet
schools in the twe citiss. The chaplers provide gualified businescmen as
speakers %o tell to the students of the business departnmonts. The teachers
viglt the offices of Watlonel 0ffice Maneogenment Associsltion menbers in

enell groups to study some of the procedures uveed, and to determive what

with the chapters

CL‘

equiprent is being used in the modern office. Teochers meet
et discussion reefiings at lesst once o yoar.

Business teachers in Tulse and Cklshoma Cily ngy recelve assistance in
_placamsn% of business stndents from the local chapter. I there is a place~
ment problem, the chopter uszy set up a testing cenber to certify applicents

to buginesses in that paridiculor city.

L0
gﬁ‘
H

Private Dnployment Asencies. The private enployment sgencies

vieved offered only placement service to high scheol graduates in Oklahona.
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CHAPTER V

STHMARY OF FINDINGS, COMCLUSIONS, AMD RECORMENDATIONS

Ag stated in Chepter I, the priwmory purpose of this study is to determine,
with particulor refervence Ho buginees education, the ewbert to which guidonce
gservices and releted guldonce ectivities are svelilatle to business shudents

through (1) the guidance prsctices followed by schools, (2) the guidence
responsibilities, precitices, and activities followed by business fecchers in
edviging students, and (3) the services of ingtitubtions and sgencies which
heve puidance and euployment services evaillable for high school students in
the stote of Oklchona.
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1. To vhat exient zve business iteachers resvengible Ffor guldance

2. Whet guidance practices are being followed by business teschers?
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3. Whet guidance services are oifered to high school graduates of

Oklahona by ice, Oklaobosa Personrel Board
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private enploynent
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. EBighty~three, or £7.05 per cent, of the respondents reporitod that their
sehools kept scholestie duta for eaeh sliudent; sevenly-nlne, or 83,15 per cent,
reporied thob thelyr schools offcred individusl inbervicws to each studewd:

and slxby~-caven, oy 70052 per cent, reporited that cuwwwlalive records were keph

[ IR R
in the schools

the respondents can not be sssumed to be couplete. The schools may e

oifering gervices the rospondents overlooked when they anowered the guestion.

7e Forty-four, or 46.51 per cent, of the respondents listed titles o

gsts given in their sehools. The replies included peveral intell

I

;,,_u

i)

tegts as well as epbitude tegts.

8. Twenty-five, or 20,31 per cend, of the respondeunts reported the
schools offered o class in cecupsblons. Six, or 24 per cent, of those
occupations classes were tought by the business teszcher, Thus alnost one

o

fourth of the businges tescherg in the schools offering

3

)
s

were responsible Tor this guidence service. Trom the nature of the information
: Yering an

received it is possible theot businees lecchers in schools not of

loss were resvongille for occupatlionszl studies nede in home room

Gy Fifty-nine, or 62,10 per cend, of the respondenls were making use of
rroficiency teste to gauge employebility of business students.

The sponsoring csencies of Oklshome Merit Systen Exomineilouns, Stote
Bapleynient Service Tests, and civil service feshs have been ineressingly
zetive in thelr programs for high uchoﬁl seniors. Decause of the cwrrent

shortage in the lobor cupply, these ogencies are interested in new entronts

imto the laobor market.
10, Twenby-one, or 22,01 per cent, of the respondents reporied that thelir

chools had a percon who was assigned to placenent service.

o
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[vem
A

guidence activitics in itheoir schools also cheched several types of guldance
brodniog e

3. EBighty-tuo, or 86,31 per cent, of ithe respondents reporbed that they
conpgult cwnlabtive records or individual folders of business students do
leorn sboul individuel pupllo., It eppewrs that nore thoan tlwee fowrths
the respondents made use of individwl records of business students.

be Fiflbyetwo per cent of the respondents reporited that they vse the

2

services of commmity orgeniszations in their guldence and counseling progrons.
Tightly more than twenty per cent reporited thot *i;hey aosisted in carrying

out vecational conferences belusen business students and communily sroups.

It is gippificant to note that chout helf of the respondents reported
thet they used community orgonisations in gpuldapce and counseling, while

chout ore fifth reported thet they ascisted in eryrying oul vocotionol

onferences between comnmnily groups and shudents.

b

!

"m"‘

5o Ei ”Zwty’wa.m s or 90 per cent, of the respondents checked nmethode they
used in their classes to dlu(’ﬂ'ﬂiﬂ" each studentls uptitudes and beginning
interests in business. The nethods most frecuently checked by regpondents
were personcl interview end sssisting the shudent %o get enployment.

o3 o

6. Tuenby-fowr per cent of the respondents indicated that they had

to

eg in their schools.

£

paidance setivit

ossisted in making an evaluation of g
7. Only three per cent of the vespondents indicabed thalt they had

we Associgbion.

Hetionad Vocotion

8. Piltty~four per cent of the respondents indicoted thab they obtained

.

job descriptions from local employers in order to inform business students

&
&,

loble. Severdkywthree, or 70.¢

oy

r use community orgenizstions

per cent, of the respondents reported thav

and agenbs for sssistonce in the plecewment of Lusiness studentc. Local
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2.

on vocations and oceupations,

ont services to high mehool predustes. One hundred ninety

and liuited plocer

2 o Ly p 3
saminatlions ieks

2 e T 3 =, e oy g S T
high school business teschars hal

Lo services o high school gradusten ave offered

ond oceupations to husingss tosochers.

Ha g 1 ey 2 X% oo Wb o ok - g
teaclhrrs in the tuo elitles recaive

3 & + b 4 FaE F N - & .
in placensnt of bueinoszs The two chapters carry

The cetivities of the two chopiers sre confived chiefly to Tulse and Oklzhoma
Citye
Le The State Deporyiwent of Bducation does
puidance, plecenent, and follow-up activitiss for high achool

1%
Lne

phaent encours

praduases

teschers ond school officicls. The Depaviment sends occupaticnal and vocational
infornation, teriglo, and olds to teaschers. The tegting prosraons zre nade

svaileble dute on the

= N . Sy
availeble through stete

extent to which business lteachers

¥ the szervices they offer.

5« FPrivote emvloymont agencies

sehool crad



G
e 438 3

S 43

s
)

*
3

£
H

&

£
CIRERNVRH

2 d
kY

g e

SOOI

“

L)

*

NI
DREEY

Z

Sa N

]

v

SO

Sl a d

.

o

o o et

o
G evnr

5o

GoemI e

Tt




84

D L]
74 » mu. [d
3 T3 . ] ) £
= ; .m@ ot yA e £ R b e o »“m“
- B4 ] ,M = . L & i s Q o
o~ & ko) i 34 ) “h L9 L] 4 ]
s . o3 “NN Q “ o 1) [ [y 1 4
4 L] £ ) o [ ] [ ax o o A
S it
o e @ £y i @ 3 2 = i @ .
[ o 2 e pavy £ o= i s & - &
2 o] ) 7 @ e . w4 -
gt 4 o @ \ e = o e @ W3
<3 . o 3 < 653 ] apd M & 73 &2
35 oy ) hm” o & P o
fr] e~} o by W =
- T
_mh mp mw ..m @ b a) 1 L) o
i) i i P 3 Lo’ O [\
& o u B =
o &} 0 e » o 5 L)
A2 f4 bl g 3 [ <
(4] 0] a P P K 1
& L & o] (o] & [
& ] ] o ~
feyy s e st £ 5 2 25 ) 53
o I - [¥] &4 el £t «
-, - sy f ey e o
& oS - w0 L s}
s o ~ w o & 4 P .
b3 i o 4 iy o o <~
%3 L L} L] Pas 3
> o o o i € s} Oy
ad i © Je D e & o
£ 23 e N W.w (8]
e } O
o] &5 o]
ot *a

) . o
o ol St o]
o b

2 b . -
pm: yb. § @
- [ :
42 73 3
o @ g )
- £ b [ &
g £ ] o} ay
fre) ) gt 2

L [ : o2 )

20

..Wm o G .
5 o 2
T g 3
e & s
I g =y
&) P ‘
i o Py
L
(o) - +il mw Wm
v ]
ot ok r o
A 2 bl % et
. & o ]
b &4 T ﬂ»\. i
faed Gt P £ & o
> N - " ¥u ot} o
0 2 Tt =¥ a2 [} Zel [ o b
vt o SR SR ] O 5] >l
2 & . &4 — o 5 i [
= e & . R " ) = w
-4 o -+ u o . 2 ol Py, 5
O R el ped £ 4} fed oy
b b o 4] &3 o) o
%) o) o o @ & o ol
& = B S ot &3
- nnm < < = R m
@ o & W G @ a@ W 42
5 ] pas 2 & i
i M i g as} ) ay e o
b £ &4 Pt 41 it k) fot
3 el ] o = <y =3 S 3 o
ot Baee) s o =7 L2 - o 0 w3
£ o £ o o & ) o3 o o o
£ -4 L& 1 & ] 0 By A &3 g}




R

(_,\'E &3 G2 1‘(’

o
<

i' .- S
Aasoclosion,

Yoou bl

:.z, .l.

Ea by
NG

20 1 *1 T R ey - % %
Jous Loeod euployers wers round wo he volu
Aot B o,

G thay OOonIree

e rele e
SAEFRW ﬁ i3

. . : b

v \ —_ = A, 3 [S P S, SR

Tesaond Follou=ugp giud of shuiens;
the firns

service

Jocal Jowal

b G i




3

HO

]

-+

e

-

3

ataRaty

oY

o

i

Tt

{

[

SAN

A

D AP
LRe )

i

e

N
Y

o3

.
s e o
YOG

kg

G

el

a3

t“a fd

SRS

LAk

®
3

s
oAy

[63¢

-3
[RREYH

i

e
L

W

SLanee

1




In view of the findings of this study, the following recommendations are
mede 3

1, It is recomended that a swvey be made of the business teachers in
secondary schools not members of the North Central Association.

2¢ It is recommended that the business teacher utilize more extensively
the services offered by the Oklahoma State Employment Service, Department of
Education, Oklahoma Personnel Board, and National Office Management Association.

3¢ It is recommended that business teachers in secondary schools
strengthen thelr guidance services for business students wherever possible.

e It is further recommended that business teachers make more extensive
use of community organizations in their guidance and counseling, placement, and
follow=up services for business students. '
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Desr Fellow Tescher:

You hove been selected zs o Tmeiness tescher from vwhom to
seoure dato for moking a survey of the practices folloved
in edvising and gulding business siudents.

Your part in this swrvey is very :?.Lporﬁzm%. The total

regult depends wupon ’f*ho cooperation of esch husiness
teacher selected £11ling in, oo conpleiely oz possible,
the enclosed check list,

The nanes of individusls involved in this study will not
be uged or nublished and all informetion wil‘i.. be treated
aa confidential, I sm concerned only uith the compilation
of the dala.

Your help in this projeet will be szppreciated. A self=
sddressed stanped envelope is enclosed for yvour conven~
ience in returning the cheel list,

Sinecerely yours,

Enclosures:
Check List
Self-addressed Stomped Envelcope
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Mr.
Name Mrs. Address

Miss Tunber of students enrolied
High school you teach in in high school

Number of years of teaching experience
Yumber of yerrs of teaching experience in vpresent high school
List of asubjects you mare teaching

Instructions: Plense check with an "X" all of the following questions and check-
lists that apply to the practices you follow in guiding 2nd advis-
ing your business students, and that apply to the guidance program
in your school.

l. Check any of the following guidance services that are offered to students in
your school.

individual interviews other interests of each student
home room grouns data concerning personality traits
cunulative record for each student of each student
health and physical data for future educational plans of each
each student student
scholastic data for each in school activities of each student
student work experience of eoch student
vocational interests of each
student

List Others

2+ Are aptitude tests given in your school? Yes___ lo
List titles of tests given

3. Does your school offer a class in occupations? Yes_ _1o____ Is the class
taught by:
the business teacher
the social studies teacher
List Others

L, Check the standard proficiency tests given the business students in your
school to geuge emnloyability.
NVational Business Entrance Tests (National Office lanagement Association
and United Business Education Association)
in transcription in tyning in shorthand
Civil Service Examinations in typing and stenography
State Emnloyment Service Tests
Oklahoma lerit System Exeominations
List Others

5« Does your school have a person who is assigned to placement service? Yes_ No



5. Check the types of training you hove had in guidence.

8.

10.

guidance courses in college

attended in-service program for guidance and counseling

attended guidanzs conferences

discussions with guidance specialists

List Others

Do you consider your own training for advising students to be adequate

fair not enough .

Do you have definite duties ond responsibilities in vhich you contribute to the
guidence nrogram of ycur school? Yes 1o
Check the tynes of guidance responsibilities assigned to you.

guidence counselor in your school
nlacenent officer in your school
guidance director in your school
aseist with giving aptitude tests
aseist with orientation program
sponsor for a home room
assist with enrolling of students
conduct career conferences
assist with career day nrograms
give clericel and stenographic
tests
supervisor of the part-time work

e

experience progrem

List Others

have conferences with parents of

business students

hold conferences with your school's

guidance director
ccudvct special classroom projects
in guldence

hold individual conferences with

gstudencs
meniver of 2 committee related to
the guidance program in your school

_assist in meking follow-up

studies in your school

_supply informetion for the cumula-

tive records of business students

Do you as a business teacher consult the cumulative reccrds of individual
folders of business students to learn about individual pupils? Yes_ NNo

Check the types of records you use.
school merks
scores on tests
—__college plan
—__occupational choice
e Family background
List Others

extracurricular activities
interest inventories
pnersonal data

work experience

Do you use visual aids for presenting occupational information? Yes _To

Checlkt the types you use.
bulletin bormrd
films

bulletin board displays of book titles

on specific occupations
List Others

picture posters

trips to business places




1.

2

-3.

LN

15

16.

17.

18.

Check the materials on occupations you give students practice in using in
your commerce classroom.

bulletins Guidence Index

magazines Occupations liagazine

books i American Job Series

pamphlets Occupational Trends
circulars Dictionary of Occupational Titles

Us. S. Census Report of National Resources Committee

Reports Report of State Resources and Planning Commission

List Others

Do you think your supnly of materials on vocations and occupations is:
adequate limited very limited.

Do you as a business teacher hold individual vocational conferences with each
student in your business classes? Yes _ No__

once a year

once each semester
List Others

Do your business students keen career notebooks? Yes To collect

information about occupations? Yes _To__ keep an up-to-date clipping
file? Yes__ Yo
Do you as a business teacher use recent information from government
agencies? Yes _No
Check the agencies you use:

State Department of Education U. S« Occupational Information

State Department of Labor and Guidence Service
Oklahoma Stete Emmloyment Service U. S. Bureau of Employment
Ue S« Department of Labor Service

List Others

Have you made or helped with making an occupational survey of your community
recently? Yes 1o When?

Do you as = business teacher use the services of community orgenizations,
agencies, service clubs, and institutions in the guidance and counseling
program? Yes To

Check the organizations you use!

Chamber of Commerce Business and Professional Yomen
Businessmen's Club Parent-Teacher Association
Rotary Club Farm Bureau

Tion's Club State Employment Service

Xiwanis Club
List Others

Have you as a business teacher assisted in carrying out vocational conferences
between business students and comrmunity groups? Yes __ No



19. In your classes, do you attempt to discover each student's aptitues and
beginning interests in business? Yes __ lo
Check all the methods you use.

personal interview assisting student to get summer job
discovering student's hobbies part-time employment in local
individual classroom projects business for the student

List Others

20. Do you as a business teacher obtain job descrintions from local employers in
order to inform the business students of the requirements for the specific
Jjobs available? Yes No

2l. Check the organizations and agents in jour community from which you as a
business teacher receive assistance in the placement of business students.

local employers local employment office
Chamber of Commerce contacts with Oklohoma State
Retail Iferchants Association Employment Service nlacement
Business Education Advisory Committee officer

of businessmen
List Others

22« Do you as a business teacher keep an organized emmloyer registration data
file which lists the employment needs of local businesses? Yes___ No

23. Do you as a business teacher keep an organized pupil registration data
file? Yes I

2hk. Do you as a business teacher carry on a planned and active method of applicant
referral for the business students? Yes_ 1o

25+ Have you made a follow-up study of your business students? Yes _No_
When?

26. Do you as a business teacher keep a card file of former students and the firms
for vhich they work? Yes_ _No__

27. Do you as a business teacher assist former students in meking occupational
adjustment after they are working on the job? Yes__ No____
Check the types of assistance you have given.

by suggesting evening classes

by suggesting he join civic clubs and organizations

suggestions on posture, dress, grooming, personality

gkills he needs for advancement

List Others

28. Have you personally assisted in making an evaluation of guidance activities
in your school? 7Yes 1o

29. Have you as a business teacher affilisted with your State and National
Vocational Guidance Association? Yes__ Mo



First Follow-Up Letter

Dear Pellow Teacher:

a few minutes to £111 it in and retwrn it to me.

Even though your answers will be "no" to many of the

questions, they are important. This swrvey cennot be com-
pleted without your answers.

A1l who have discussed the matter with me believe that
of this type can be used for making business educa-
tion more effective in Oklahoma., Yowr answers and youwr
helpful suggestions will do much to meke this survey a great
Will you help make the returns 100% by sending

I shall sppreciaste yowr assistance.

Sincerely yours,

5

|

i
¢



Second Follow-Up Letter

Dear H

Last month I sent the enclosed check list to the
business teachers in North Central Association schools
and requested a reply. Perhaps you did not receive it for
I have not received yowr reply. Therefore, I am sending
one to you personally.

Buginess teachers do so many things to help their
students, but no record has been made of the mractices
followeds This is an attempt to record practices that
will help others,

As a favor to me, would you please take a few minutes
to £ill in the enclosed check list and return it to me.
I shall certainly apmreciate this favor, Please call on
me whenever I can he of assistance %o you.

Sincerely yours,

Enclosures
Check List
Self-addressed Stamped Envelope
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