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CHAPTER I
PURPOSE, METHODS, AND MATERIALS OF THE STUDY

Within recent years a new learning device in the form of compiled
materials has been developed. These materials, while not new in them-
selves, have been gathered together and published as a workbook.
Usually a workbook is designed to accompany a particular textbook;
occesionally, it will fit any textbook.

In common with most school subjects, the teaching of Elementary
Business Training hes, in recent years, been influenced considerably
by workbooks. Because of the widespread use and recommendations made
concerning workbooks in Elementary Business Training it is considered
iaportant to develop certain criteria upon which to base their worth.
Similar criteria in the form of score cards have been devised for text-
books. Writers believe that:

", « « (the) use of (the) score cards is becoming common (in) evalu-
ating textbooks for sdoption. The selection of textbooks conati-
tutes a problem of large importance, not only because considerable
sums of money are involved, but because the textbook is, in the
hands of many teachers, a more potent influence in determining what
is taught than is the course of study which bhas been officially
adopted.®l

PURPOSE OF THE STUDY

The stated purpose of this study is to develop & score card for
rating Elementary Business Training workbooks and to apply the score

card to selected workbooks.

MATERIALS AND METHOD
The materials used for the evaluation of workbooks in Elementary

1 Carter V. Good, A. 8. Barr, Douglas E. Jeates, The Hethodology of
Fducationel Research, p. 434.



Buginess Tralning include the opinions of twenty experienced teachers
of Elementary Business Training with regerd to the importance and value
of the various factors by which a workbook mey be judged, eight work-
books, and the judgments of & committee of three concerning the extent
to =hich these workbooks meet the standards set up by the jury of 20
teachors. A score card wes developed from these opinions, asnd eight
workbooks were avellable for rating.

The workbooks selected for evaluation include &1l that have been
published as far as could be determined., They ere as follows:

1. John ¥, Brewer, Floyd Hurlbut, and Juvenila Caseman, Xorkbook
for Elements of Business Training, Ginn and Compeny, Poston, 1925.

2. FErnest H. Crabbe and Clay D. Slinker, Forkbook for Genersl
Buginess, South-Vestern Publishing Compeny, Cincimmati, 1336,

5. Hax B, Greenstein and Henry Smithline, Student's ¥orkbook,
Lyons & Carnshsn, Chicago, 1338.

‘4. Lloyd L. Jones, Everyday Problems in Our Pusiness Life, The
Gregg Publishing Cowpany, Mew York, 1936.

5. John G, Kirk, Harold B, Buckly, snd Mary A. Wsesche, Intro-
duetion to Business Torkbook, John C. ¥inston Company, Phlladel-
phia, 1935,

6. Frederick G. Nichols, ¥orkbook in Junior Business Training
for Economic Living, imerican Book Company, Cincimneti, 13938.

7. Clinton 4. Reed and V, Jawes Norgan, Business Forkbook,
ul’n snd km. New Iﬂrk’ 1955-

Be &.B.M&mmm&nL.Mm’mmma.l.
Rowe Company, Ealtimore, 1835,

The method used in this study is known sz the normative-survey

nethod,
"The normetive-survey method . . . is essentially a method of
cuantitative description of the general characteristics of the
group.

£. Ibid., p. 266.



The procedure in devising the score card consisted of the follow-
ing steps:
1. Burveying the literature.

2. Anelyzing evailable workbook: to determine their gemersl char-
acteristics.

Ze Devieing a cuestionmaire sg a result of a review of the lit-
erature and analysis of workbooks.

4, Hailing the questionnaire to a jury of selected teachers.

5. Tabulating the results and weights given the several items by
the jury.

6. Preparing the score card on the basis of the returns.

The workbooks were then rated by a committee according to the score
card.

A detailed analysis of the eight available workbooks was made to
determine the aims of suthors and publishers. These aims, together with
the opinions of teachers and the findings of experimental studies made
in the field in general by educators, were used as the bssis for the
items listed on the questionmnaire. The guestiomnaire was sent to a
aohct;d group of teachers in Elementary Business Training for their
opinions. This jury was selected on recommendation of the authors and
publishers of the eight workbooks.

The next steps in this procedure were the averaging of the zeveral
welghts, the preparation of the score card, and the application of the
score card in evalusting the workbooks.

FUNCTION OF WORKBOOKE
The word "workbook®™ as an educational term was apparently first
recognized in 1931, although the origin of the workbook dates back to
the job analysis sheet used in industrial oecupations. According to



the pamphlet, "The Major Functions of the Workbook," (author unnamed):
"The job analysis sheet made possible the formation of definite
plans and gave direction to the work. Educators applied this idea
to the work of vocstionsl education, and the success which it made

possible led to 1ts adoption in the vork of general education. Such
was the origin of the workhook."®

Definitions of & Workbook. A workbook is commonly known as a teaching
and learning device which enables the pupil to manage his own practice,
score his own progress, and diagnose his own difficulties. Elliott says
that

®Since workbooks promote mastery teaching, provide & high degree

of flexibility for the individual requirements of pupils, and lend

themselves well to the building of desirable character traits, their

use does not detract from, but, instead, definitely promotes more

effective learning.™

There sre two types of workbooks. The first type 1is a genmeral
workbook designed to accompany any textbook in the particular field
which the workbook covers. The second type represents a specific work-
book which is prepared by the suthor to sccompeny his particular text.

As Gates points out, there are so many different kinds of practice
books, drill peds, exercise sheets, and contract assignments, that the
term "workbook" has grown to have a multiplicity of meemings.® In some
cases, as in spelling or peamanship, it is merely & record book. E&ome-
times it is a group of isolated drill exercises, as in arithmetic, or
examination questions, ss in geography or history.

But the term "workbook" as used in this paper ie applied to materlals

organized primarily to aid the pupil to teach himself the basic tech-

————

% "The Msjor Functions of the Workbook,® pp. 5-6.

4 A. ¥W. Elliott, "This Workbook Craze,"™ School Executives lagazine,
51:19-20, September, 1931. :

5. Arthur I. Gates, "The Workbook in Practice," School Executives Maga-
zine, April, 1932, pp. 548-350.



nigues of a subject. These technicues or abilities are usually mentioned,
but often they are inadequately developed in the textbook.

4 Tesching Device. As a teaching device, workbooks are available for use
in practically all courses taught in secondary schools. In recent
courses of study and school purchase lists the workbook has been in-
cluded along with conventional materials of instruction. This indicates
that materials of this kind have esteblished a place among the standard
instructional aids used in schools.

Some of the common uses of workbooks are:

"(1) Save the teacher's energy; (2) foster purposeful study by the

pupil; (8) provide remedisl instruction and well-built exerecises
for assignments; (4) act as an iwmpetus for better teaching by
providing the teacher with new ideas and superior methods; (5) act
as prop for new, inexperlenced, or weak teachers; (6) relieve child
of non-instructive copying, so he can concentrate on the problem;

(7) eliminate lock-step instruction, through individualizing in-

struction, and (8) build desirable char-.gtar traits of responsibil-
ity, exactness, neatness, and ambition."

A teacher's time and energy i= saved with the proper use of work-
books. It is evident that materials included in these devices are not
mere statements of problems, but printed materials that are self-in-
structional., By these means the teacher has an opportunity to under-

stand the condition of each individual.

A Learning Device. As a learning device, the workbook iz a self-teach-
ing tool where the student performs the operstions given in any one

unit of work. There are lists of cuestlons with each phase of the mater-
ial which requires the pupil to reason out the steps that he has
performed and write them in his workbook. Each student may prosress

8 A. W. Elliott, op. Cit., ppe 10-20.



from unit to unit according to his own rate with the self-activity method
of learning.

Authors and publishers claim that the workbook is a teaching and
learning device which simplifies the work of the teacher by providing
ruestions prepared by experts, gives permanence to learning by concen-
trating on essentials, provides for motivation, encourages self-analysis,

and furnishes remedial work.7

A Testing Device., As a testing device, according to the authors of the
workbooks used in this study, the practice te:st such as the multiple
choice test is not given to test what the pupil has learned but to de-
velop the ability of selection from his own judgment. The tests are not
siven at the end of the class period; instead, the pupil works on the
practice test during the entire period or periods. He is testing hia-
sell not against his classmate, but against his own past achievements.
Publishers claim that,

"the workbook furnishes the problem and the practice test which

induces an attitude of self-reliance and initiative on the part of

the pupil. The constant repetition of activities performed by the
use of the tgri.ad devices in workbooks develops the habit of self-

dependence,"
Individual Differences. The workbook zerves as a means of instruction
and also as a means to check the pupil's attainments or deficiencies.
Then, work for specialization or remedial practices, whichever the case,
may be administered.

7 "The idajor Functions of the Workbook," pp. 16-19.
8 Ibid., ppe 10-11.



The workbook is practical and applicable to individual differences,
because each individual pupil can work actively and independently et
his own rate of speed. Authors and publishers claim that the flexibility
of the workbook mskes it possible to meet better the needs of the in-
dividual pupil, They claim further that the pupil mmast first have an
interest in the work which he is doing to successfully accomplicsh the
purpose of the problem. With the variety of devices employed in the
workbook it provides for pupils who differ in abilities.'”

REVIEW OF RELATED STUDIES

As far as can be determined, there have been no apecific studies
on the development and application of a score card in evaluating Ele-
mentary Business Training workbooks. Several studies relating to the
problem of determining the value of workbooks in semeral and workbooks
for other specific courses have been made.

An examination of thirteen courses of study shows that four recom-
mended the use of workbooks in Elementary Business Training, one sug-
gested the use of workbooks, amd eight did not mentlion the use of work-
books as indicated in Teble I.

In general, it appearc that the later courses of study recommend
the use of workbooks. The Los Angeles course of study, published in
1957, and the Texas course of study, published im 1938, do not mention
workbooks. Howeveny it is apparent that these courses of study imply
come workbook features, for the Los Angeles course of study states that

"s plan for study should be devised or library daye should be ar-

ranged for pupils to investigate and read available materisl or
seek new information . « « inasmuch as needs and interests vary

10 Ibm.. Po 19.



greatly.
TABLE 1
Courge of Study Date Workbook
1. Colorado 1932 Not mentioned
2. Florida 1935 Not mentioned
3. Los Angeles 1937 Not mentioned
4, Louisiana 1955 Hot mentioned
5« New Hampshire 19382 Not mentioned
6+ BNew York City 1953 Hot mentioned
7. HNevada 1933 Hot mentioned
8. Oregon 1838 Recommended
S« Pennsylvania 1987 Recommended
10. South Carolina 1957 Hecommended
11. South Dakota 19835 Recommended
12. Texas 1938 Not mentioned
15. Virginia 1937 Suggested

The Texas course of study recommends that:

teaching Elementary Business Trainins and utilize supplementary materials,

"The classroom should be a laboratory with ample working space where
sufficient materials are readily available.

"Hethods and procedures should include pupil activities of the prob-
lem-solving variety that are self-organized and self-executed under
Under no circumstances should the pro-

%rnte into the mere conveying of informa-

skillful teacher guidance.
cedure be allowed to
tion through recitations

It is evident that these two courses of study use the unit plan in

including some workbook features.

The Goodrich Cuestionmaire Heport. T. V. Goodrich revealed the opinions
of 2352 users of workbooks with a questionnaire report, "Is the Workbook

11 Los Angeles Course of Study, p. 4., Commercial Education Section.

12 Texas Coursze of Study, p. 3.



a Necessity or a Luxury?® According to opinions of the users of work-
books in this study, this device of teaching is not an absolute necessity,
but is valuable when carefully selected and properly administered.

According to Goodrich, the chief values of workbooks are:

1, The amount and character of drill meterial supplied.

2« Adaptation to individual instruction.

5. Adventage in making assignuents.

4. Seving of tescher's and pupils' time,

5. Use as supplementary material.

6. Various favorable pupil reactions.

7. ©Special value to new, weak, or overworked teacher.

8. Definite objectives for pupils to work toward.

9. HMotivate by giving pupil opportunity to preserve work and im-
prove own record.

10, Develop thoroughness, exactness, snd sbility to organize.
The weaknesses of workbooks are as follows:

1. Formal or trivisl character of some of the material.

2. Unsatisfactory organization, the two chief points of attack
being poor gradstion and nonconformance with certain texts or
courses of study and more or less veneral objections related to
teacher or pupil reactions.

3. Lack of flexibility.

4, Lack of extra units for bright children.

5. Lack of contimuous and related maintenmance progras.

6. PFaulty enalysis of processes.

7. Attention to unrelated facts, rather than concentration on or-
ganized informstion or fundamental prineiples.

In addition to this list of weaknesses, the chief objection to
its use was found to be the cost, which is usually considered too high.
And, too, it 1s generally believed that it has a tendency to mske the
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teacher lazy because she relies on the workbook too much. Goodrich says
that, "It is, however, a tool that makes it possible for the skilled

workman to do a plece of work.'“

The Kulp Experiment. Another study which has been made in this field is
an experiment in the fourth grades of the Ithaca, New York, Public
Sehools. C. L. Kulp, Superintendent of Schools, Ithaca, New York, says
mt.
"The purpose of this study is to accurately determine which of two
types of drill material is most effective in developing skill in
Aritm%tc computation a8 measured by the publie School Achievement
Tests.®
He divided the pupils into two sections which were known as "Type A" with
one kind of material, and "Type B" with a different selection of material.
He handled the procedures and the results of the experiment so that
"ype A' material consiasts of a Student's Record and Practice Pad,
with complete directions for the use of the pad and for & record of
scores made on the tests . . «+ The scores, based upon the mumber
of examples correel, are recorded daily upon the pupil's pad.
"iType B' material consists of a pad of test and practice sheets,
and score cards which show progress by means of a graph of test re-
sulte « « «» The tests glven at frequent intervals are diagnoticed,
pointing the way to remedial instruction,"l5

"The results of this experiment indicate that practically all fourth
B grades were below the median for cities the size of Ithaca, New York."

It is suggested that an earlier introduction of practice material
or workbook drill be given. This atudy also showed that practice in
arithmetic reasoning through the medium of practice pads, which in 2
measure is workbook material, is useful in promoting this ability;

"BY type material provides this.

15 T. V. Goodrich, "Iz the Workbook a Necessity or a Luxury?" The
School Executives Magszine, November, 1921, pp. 358-561.

14 C. L. Kulp, "A Study of the Relative Effectiveness of Two Types of

Standard Arithmetic Practice laterisls," Journsl of Educational Research,
December, 1850, pp. 581-87.

15 1Ibid., pp. 381-87.
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The Hurd Experiment. In 1930-1881, A. W. Hurd conducted experiments us-
ing control and experimental groups in fourteen high schools. The pur-
pose of Hurd's study was to compare a conventional, textbook-recitation
plan of instruction in high school physics with a special work sheet
plan, Objective tests were used to measure pupll achievement. The same
teacher taught all classes in the same school.

The work sheet plan was favored in ten schools while the textbook-
recitation plan was favored in four schools, Hurd says that, "IL is
evident that the work sheet plan is vasluable and preferable to the text—
book-recitation plan,® S

The Adsms Analysis. Another study made in this field is An Avslysis of
Algebra Workbooks, in which Imogene Adsms examined the contents of nine

algebra workbooks to determine the emount of drill msterial included
under varilous toplce recommended for a first year course. Adams says:
®"Certain phases of the subject having peculiar soeial utility--the graph,
the formmla, and the ecuation—received attention in the workbaoks,".7
The chief aims of the nine first-year algebra workbooks are:

1. To measure pupil achisvement.

2. To furnish drill meterials.

%+ To supplement the text.

4. Care for individual differences.

5. Record teacher's progress.

6. Furnish time limit.

7. Diagnose pupil weaknesses.

16 A. W, Hurd, "The textbook Versus Work Sheets in Instruction,”
Lducation Adninistration and Supervision, December, 1331, p. €65.

17 Imogene Adams, "An Analysis of Algebra Workbooks," Jourmal of Edu-
cational Research, May, 1953, pp. 116-131,



8. Conserve pupil and teacher time.

5. Develop accuracy.
10, Stisulate interest.

11, Correct difficulty of pupil.
12. Provide material for class period.
15. Furnish reviews,l®

There were eight other aims which Adans did not list because they

were considered as minor aims, and becsuse the authors did not all

place the same stress on each aim, Adams says that

fworkbooks rightly used, seem to have & legitimate place in algebra
instruction. This use, however, will vary with the individual tesacher

and class. Wrongly or unskillfully used, they represent simply
another educational nostrum, the use which msy do more harm than soo&g

18.

19

Ibid.. ppa 113—181.
Ibid.



CHAPTER IX

THE DEVELOPMENT OF A SCORE CARD FOR ELEMENTARY
BUSINESS TRAININC WORKBOOKS

Pifferent techniques may be used in preparing a score card to rate
books. The technigue used in this study is known as the "jury technique,"
described as follows:

®An investigator secures the cooperatiom of a number of persons, re-
ferred to as 'judges,! who rank or rate in some other way the ob-
jects with which he is concerned. The process is commonly referred
to as the 'jury technique,' since it involves the pooled judgments
of a muber of persong.®
The items considered essential or desirable in the combined judgments of
- the jury are used sz the basic features of a score card.

The score card developed in this study has a total of 1000 pointe
apportioned to four main divisions according to their judged importance.
Each division is broken down into several items with the mumber of points
for each item indicated. The usual procedure is for the members of the
Jury to assign weights to each of several items according to some sug-
gested scale.

Following 2 survey of the literature, a careful analysis was made
of the eight workbooks--ell that have been published as far as could be
determined, These workbooks are as follows:

l. John H, Brewer, Floyd Hurlbut, and Juvenila Caseman, Workbook
for Elements of Business Training, Gimn and Company, Boxtom, 1935.

2+ Ernest H. Crabbe and Clay D. Slinker, Workbook for Genersl
Business, South-Western Publishing Company, Cincimnati, 1936,

5. HNax B, Greenstein end Henry Smithline, Student's Workbook,
Lyons & Carnehan, Chicago, 1936.

1 Good, Berr, and Scates, op. cit., p. 413,
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4. Lloyd L. Jones, Everyday Problems in Our Business Life, The
Gregg Publishing Company, New York, 1936.

5. John G, Kirk, Harold B, Buckly, and Mery A. ¥eesche, Introduction
to Business Workbook, The John C. Winston Company, Philadelphie, 1935.

6. PFrederick G. Nichols, Workbook in Junior Business Training for
Economic Living, American Book Company, Cincinnati, 1936.

7. Clinton A. Reed, and V. James Horgan, Pusiness Workbook, Allyn
and Bacon, New York, 1936.

8. 4. B. ZuTavern and iartin L. Pearson, The Pilot, The H. M. Rowe
Company, Chicago, 19%5.

A two-fold compilation of materials included in the workbooks was
made; firet, a comparative analysis of the content was made as shown in
Table II; and second, an analysis of the stated aims and objectives as
shown in Table III.

CONTENT AND MATERIALS OF WORKBOOKS

Table II shows, in order of frecuency, the inclusion of various
materials in the eight workbooks used in this study. This tabulation is
made in accordance with items included in the proposed course of study
for Oklahoma highschools in the course entitled, Everydsy Pusiness, the
equivalent of Elementary Business Training as used in this study. Only
one feature, budget keeping, was included in all of the eight workbooks;
seven of the eight workbooks included exercises, problems, &nd/or ma-
terials on the following toplcs: filing, other records, mail, buying,
selling, personal traits and attitudes, benking, 1life insurance, legal
relationships, and occupations. The emiSgion of these ten items was in
a single workbook, the organization and content of which differed mater-
ially from the other workbooks. If this woricbool were excluded, 11 topiecs
would have included in all,

8ix of the eight workbooks contained exercises, problems, and/or



TABLE IX

Content and Materials of Eight Elementary Business
Training ¥orkbooks

Selling

Personal traits and sttitudes
Banking

Life Insurance

Legal Relationships
Occupations

Thrift and planning
Telephone

Telegraph

Letter ¥riting

Freight

Mail (parcel post)
Express

Train

Bus

Auto

Property Insurance
Choosing a job
Applying for a position
Vocabulary study
Borrowing and lending money
Investing money
Business organization
Money Orders

Guidance

Safety in travel

Other means of travel
Testing

Reviev Project

Business activities in school
Advertising

Taxes

MMMk OO NNNINNNINSN 0



TABLE III

States Objectives of Eight Elementsry Pusiness

Training Vorkbooks

Stated Objectives

§

16

To provide for pupil sctivity

To make provision for individual problems

To provide business forms

To motivate pupils to increzsed learning sctivity
To help the teacher with additional aids

To provide for individual instruction

To eliminate waste of teacher and pupil tinme

To give opportunity for pemmanship practice

To give directions for pupil activities

To provide for class discussion

To develop the ability to do accurate, neat work
To provide check-sheets

To suppleaent the text

To provide research projects (community and library)
To provide for review activities

To provide problems for personal use

To develop reasoning, honesty, and carefulness

To provide exploratory activities
To test ability to follow directions

To aid in guidance

To provide correlated arithmetic problems
To provide a study guide

To provide a record of scores lor each study
To form correet habits of study

To provide daily work

To aid in skill building

HMHEMHEEMMNMMNDPDOUOIONA AT D
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other materisls on 14 additionsl topics. Thms, three-fourths of the work-
bookz were essentially similsr in their content snl ssterials., Frecuency
of other topics may be seen in the table., ¥No listing vas sttempted for
topics contained im u single workbook.

STATED ORJECTIVES

The stated objectives of the eight sorkbooks, ranged in order of
their frecuency, zre shown im Table III, ¥No single objective was listed
in al)l eight workbooks. Six of the eight workbooks agree on the follow-
ing three objeciives:

l. To provide for pupil sctivity

2. To meke provision for individusl probless

Z. To provide business forms
Five workbooksz agree on the following aimo:

l. To give opportunity for pemmanship practice

2. To eliminate waste of teacher and pupil time

%+ To provide for individusl instruction

4. To help the teacher with additional aids

5« To motivate pupils to incressed lesrning sctivity
The other objectives are listed Yy belf or fever of the workbooks as
indiczted in the table.

PHEPARATION OF PRELIMINAXY ITEMS
In prepsring the check 1ist for subalssion to the jury, the dsta
secured from ihe amalysis of workhook content snd workbook sbjectives,
together with the experience of others in the prepsretion of textbook
score cards in other Tlelds, wss considered. 4 list of seventy-nine
itema was compiled to include every possible feature, desiredle or
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and improvement. A copy of the guestiomnaire as finally sent to the jury
is shown as Form I.

SELECTION OF THE JURY

On the assumption thsat, in the absence of objective data, exper-
ienced teachers of Elementary Business Training who had used workbook
materials would know what features in a workbook are of greatest ime
portance, a jury of such teachers was selected. The publishers of the
eight workbooks were informed of the project and each was recuested to
suggest {ive experienced teachers of Elementary Business Training who,
in their judgment, would be qualified to serve as a member of the jury.
It was assumed that the publishers or, in some cases, the authors them-
selves to whom theé requests were referred would not recommend teachers
who were mot successful in the use of their materials, and who would
therefore be properly gualified as specialists. Only six of the authors
or publishers replied and made recommendations. Letters were sent to
each of the thirty teachers recommended, explaining the project and re-
question their cooperation. Twenty-five agreed to serve as members of

the jury.

The questionnaire was then sent to each of these twenty-five teachers.

Twenty returned it. All replies were usable and checked in accordance
with the instructions. Few additions were made to the original list
of fifty features.

TABULATIONS OF JUDGMENTE OF TEE JURY
Of the twenty replies to the questiommaire which were received, sll
were usable and every item on every questionnaire was rated in accordance
with directions. Only four items in addition to those listed on the

prosactere,
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undesirable, which have been or may be included in = workbook. This
1list was later condensed to fifty by combining similer items.

These fifty items were then classified into four main divisions as
follows;

I. Formet and Mechenical Features

II. Organization, Content, and Haterials
III. Provision for Individual Differences
IV. Reviewing and Testing

Provision was made for a questionnaire so that members of the jury
could indicate whether each of these fifty 1tems was, in their judgment
and rom their own experience with workbooks, essential, desirable, of
little or no velue, or undesirable. In order to provide for the weight-
ing of the several items, az well as for the designation of their de-
sirability, provision was made for members of the jury tc rate the :ever-
al features on the blanmk with regard to the degree of desirability. :
For cnupl;, if a given feature was belleved to be essential, the juror
was asked to designate the degree to which it was essential by writing
in the number 7, 8, or 9; S being high. Similarly, the degree of de~
girability was designated by mumbers 4, 5, or €., If an item was deemed
to be of little or no value its rating was determined by mumbers 1, 2,
or 5., If an item was belisved to be undesirable for workbook purposes,
it was rated zero. Imstructions were given that no items be checked in
more than one column,

In addition to the fifty items listed, provision was mede for mem-
bers of the jury to include any additional features which they believed
should be in a workbook. Before the guestiomnaire was sent to members
of the jury, it was submitted to three persoms for approvel, suggestion,



questionnsire were suggested. These were similar to items alresdy
listed on the cuestionnalre,

The next step then, was to request the members of the jury to weight,
on the basis of 100 polnts, the relative importence of the four main div-
isions. This procedure is at variance with the procedure that some other
compilers of score cards have followed. Gft-n.th. main divisions are
rated first.” The main divisions were rated last in this study because
of some apparent over-lapping between features included in the several
groups. An opportunity was given members of the jury to express them-
selves in regard to classification. 3o suggested changes were made.

It was bellieved that a more intelligent weighting of the main div.
isions would be made if the items included in esch division were defin-
itely known. Of the 20 requests which were sent out for weighting the
main divisions, 18 were returned. These were averaged, and it wss found
thst the jury had decided that the weights of the main divisions should
be as follows: (on the basis of 1000 points)

Format and Mechanical Features 189 points
Organization, Content, snd Haterials 500 points
Provision for Individusl Differences 178 points
Provision for Feviewing and Testing 182 points

1000 points

The mean raw score for esch feature was then computed by multiply-
ing the number of individual judgments, which geve each festure the sase
numerical rating, snd Jividing the sum by the number of judgments—

twenty.

2 Ibid.
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This procedure may be illustrated as followss

FORM II
Total Score for ¥orkbook Feature "Directions In Use Of
Workbook As a Whole®™ and the Average Degree of

Desirability Welghting

Feature Essential: Desirable: Little or: Undesir-: Wt.:
H : no value:r able i Ave:
Pirections inuse of _8, 8, 7 ¢ 6, 5, ¢ 3 5, 2,1 3 0 ¢ 3
Yorkbook as a Whole 3 3 3 3 : 3 H 4 H H H
sds xR s Sz 1x B¢ 22 ls )l 1 1 2 5813

3 H H

Four jurors listed this feature as essentiasl with a rating of 9; two in-
dicated it to be essential with a rating of 8; two still considered the
feature essential but gave it a rating of 7. Similarly, three jurors be-
lieved this feature to be desirable and gave it a rating of 6; one gave
it a rating of 5; three, believing the feature to be desirable, gave it
a rating of 4; two thought the feature was of little or no value, end gave
it a rating of 3; one each gave a rating of 2 or 1. Omne juror believed
this feature to be undesirable. The weighted average of these judgments
was 5.5. Similar procedure was followed in securing the mean welghted
gcore of each item. The details of these data are shown in the appensix.
It was arbitrarily decided to exclude all features with a mean rat-
ing of less than 4; that is, those items, the mean weight of which,
indicated they were undesirable o-x_;ﬁ?_f little or no value, Only four such
features were excluded on this basis: Punched note book holes; Extra
blank paper; No correlation “t.h texthook; and Statement of problems makes

reference to textbook umnecesusery. The score card as completed, therefore,
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contains only 46 items. The welghted means of the several features are
shown in Form III.

The next step in the preparation of the score card was to determine
the relative weight of each of the several items in relstion to the total
points allotted by the jury to each of the main divisions. This was done
in accordance with the following formula:

E i T v A i e
Substituting the figures of the illustration on page 25 to show the opera-
tion of this formula it would appesr zs follows:

116.5 x 500 = 25.%55.
The welghted average for feature number ¥ in Main Division II was 5.5;
the sum of the weighted averages im Group II was 118.3; the points al-
lotted to Hain Division II by the jury was 500, Thus the number of points
allotted to feature mumber & is 25,

Form III shows the completed score csrd with the perfect score al-
lotted by the jury in accordance with the procedure developed for each

main division and each feature in each main division.

SUMMARY AND CONCLUSIONS
Compilation was made of all features which appeared in Flementary
Business Training workbooks and other desirable features as determined
from an extensive survey of literature, in order to develop a preliminary
cuestionnaire to be used as a basis for developing the score card for the
evaluation of Elementary Business Training workbooks.
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FORM III
SCORE CARD FOR RATING ELENMENTARY BUSINESS
_TEAINING VORKBOOKS
Directions for the use of the score card:

A peparate score card should be used for esach workbook. Eech work-
book is to be reted on the basls of & perfect score listed in the column
headed perfect score. If in the judgment of the rater this
festure could not he improved upon or iz as mear perfect se conditions
will permit, the item should be given a perfect score. I the feature
ie eatirely miscsing in the workbook or is included in such a way &s would
be detrimental to the learninz sctivity of the pupil, the item should
be rated zero. Any other score between the two extremes of zero and
perfect may be allotted to sach feature in accordance with the judg-
ment and experience of the rater. Vhen the rating is completed, the
scores should be added to [ind the total for the workbook, for each
section, and for workbook as a whole.

PERFECT = SCORE
FE/TURES —LECORE  ALIOWED

I, Format and Yechanics! Features
l. Recency of publication 14

2. Table of contents 12
5. Good cuality of unglazed paper

that tekes ink well 14 S
4. Clear, resdsble type 17 B
5. Printed on cne side of
paper only 10 Y
6. Opens {1zt 1z W
7. Perforated sheets 11 e
8+ Provision for neme and date
on each exercise 13 W
9. Time saving devices for
teacher and pupil 1s A
10. Envelope in which to file
peges 11 SEE

1l. Impresasivenmess of Lhe make-up
of the workbook az a whole 11 2 I
TOTAL 138



I1. Qrzanization, Content, and Materiasls

la

Lo

Se

4.

S5a

Be

7.

10.

16,

17.

18.

Exercises arranged and mumbered to
correlate with the text

Pirections in use of workbooks as
a whole

Complete instructions for each
exercise

Exercises in accord with present
experiences of the pupils

Additional problems other then
those in text

Thought and discussion, as well as
objective guestions

Variation of' exercises to aveid
repetition

Adequate and proper drill work

Provision for class and group
work a8 wsll as individual work

Realistic businesge forms
Exploratory and pre-test materials

Recognition and use types of
vocabulary study

Plans for business trips and
check lists

Deviees for Motivation of legible
handwriting

Application of one principle at a
tine

Encourages neatness

Emphasis on social as well as
individualistic values

Torkbook understandable to high
school pupils

Total

Perfect Seore

Score

27

25

24

26

b

z6

27

28
32

Allowed

26



III. Erovision for Ipdividual Differences

1.
2e
Se

4.
5.
Ge
7

e

10.

Individual progress charts

Suggestions for =tudy

Problems on varying (4,8,C) levels
of achievement

Perszonality blanks for self-analysis
Periodic personality check lists
Functional guidance activities

Inclusion of new experience other
than those in the book

Provision for ctudent initiative

Error analysis of fundamental
processes

Selected references in addition
Total

IV. EHeviewing and Testing

1.

Ze

Se

4.

Be

Self-adaministering tests
Follow-up exercises after testing

Encouragement of and emphasis on cor-
rect spelling and grammatical con-
struction

Arithmetical application of ma-
terials

Opportunity to use and develop
judgment

Perfect
Score

18
18

18
17
18

17

18

28

18
i
179

20

24

28

26

28

Score
Allowed



V.

6. Exercises requiring knowledge gained
from class discussions

7. Summarizing problems which cover
several units

Total

Total

28

29

27
182

1000 points



The 79 different items were condensed into 50 and classified under
four main headings such ass
I. TFour Hechanical Features
II, Organization, Content, and Materials
III. Provisions for Individual Differences
IV. Provisions for Heviewing and Testing
This tentative guestionnaire was submitted to three people for
refinement, suggestion, and preliminary use. The suggestions made were
followed and the guestionnaire was revised and sent to a jury of 20
teachers, experienced in the use of workbooks, which had been selected
on the recommendation of six publishers and authors of Elementary Pusi-
nesg Training workbooks.
dembers of the jury were asked to rate the 50 items in the gques-
tionnaire mumerically according to their judgment as to whether each of
the items was essential, desirable, of little or no value, or undesirable
for workbook purposes.
ilembers of the jury were also asked to rate the four main divisions
on the basis of 100 points each., The mean number of points (on the basis
of 1000 points) as rated by the jury:
o ?3” Mechanical Festures 139 points
II. Organization, Content, and Materials 500 points
III. Provision for Individual Differences 172 points
IV. Provision for Reviewing and Testing 182 points
Total 1000 points
A weighted mean was then computed for each of the 50 features in-
cluded in the guestionnaire, Tour of these features were found to be
undesirable or of little or no value in accordance with these weighted



aversges. ihese four items were then dlscarded and the score card

was finelly developed containing 46 1tems. The number of poinis, on
the basie of a totel of 1000, to be allotted to esech of the 46 features
vas then computed according to the following lormmlss

Y, I-Inn f = Feature
2—;‘-—*»,, - Poinbe, D u Hotn Diviston) =’
D

¥ith the sdditiom of directions as to how to use the score card,
it waz completed showing the perfect score for csch of the 46 features
and each of the four main divisions,

The epplication of the score card to the eight workbooks is shown

in the next chapter.



CHAPTER III
APPLICATION OF THE SCORE CARD

The purpose of this chapter is to apply the score card developed
in Chapter II to the rating of the eight workbooks in Elementary Busi-
ness Training. The rating was done jointly by & commitiee of three
experienced commercial teachers, none of whow had used any of the work-
books rated. It wvas believed that this type of committee would not
show a biased opinion toward any single workbook, snd that the judgments
consequently would be more objective. The rating was done by the com-
mittee as a whole and the score given each feature in each workbook is
a joint score arrived at by discussion and joint consideration.

The workbooks were rated one at a2 time on all 46 features, The

individusl workbook ratings may be found in the appendix.

FORMAT ARD MECHANICAL FEATURES

The comparative rating on the format and mechanical features of the
workbooks is shown in Table IV ., It should be noted that the workbooks
are coded., The first colusn shows the perfect score for a feature.

Feature 1, Becency of Publication, was given the maximum score of 14.
Five of the workbooks were considered perfect in this respect. The other
three were given ratings of 12 points each., The criterion of recency of
publication is within the lzst two years. Two points were deducted from
the perfect score for sach year under the two-year period.

A perfect score for Table of Contents was ten points. Workbook G
had no table of contents, and consecuently was rated zere; four workbooks

had contents which the rating committee deemed a perfect “score.



[+1 9

TABLE IV
Rating of Eight Forkbooks on the Format and
Mechanical Peatures

Torkbook Pos- Workbook Scores
Features il A B . P X L% %

1. Recency of publication 14 12 14 14 12 14 14 14 12

2. Table of contents 10 2D M 8 8238 0 9
5. Good gquality of unglazed

paper 14 14 14 14 14 14 14 14 14
4, Clear, readable type 17 AoA I X N X I W
5« Printed on one side of

paver only 10 e @l . 528§ B
8., Opens flat 13 F HE-W T -5 8 8 &
7. Perforated sheets 11 -+ SO Ol e ol | R - Y

8. Provision for name and
date of each exercise 13 Z28 1% 1% 38 1% T 18

9. Time saving devices for
teacher and pupil 15 12 12 12 12f 12 10 10 10

10. Envelope in which to
file pages 11 g 8 . 9. 8¢ -8 0

11, Impressiveness of the
make-up of the work-
book as a whole 11 1 8% 19 15 @ 158 10 8

Totals 139 105 105 112 108 113 113 93 106
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All workbook:= were given perfect scores of 14 on the ﬁﬂi fi%\:}rg?q

Good Cuality of Unglazed Paper. In the committee's judgment, there was
no difference in the cuality of paper used.

Likewise, perfect scores of 17 were given all workbooks on the feature,
Clear, leadable Iype.

The maximum score of ten points on the feature, Printed on One Side
of the Page Only, was, in the opinion of the committee, sttained by only
one workbook, Workboock F., Workbooks A and B were given zero points. Some
vorkbooks were printed partially on one side and partially on both sides
of the paper, amd it wes the judgment of the committee that scores should
be allotted to such workbooks in proportion to the degree to which they
met the criterion. No workbook was constructed so that it Open(ed) Flat.
With a perfect score of 13 points, the rating of the workbooks varies
from five points, given five workbooks, to tem points, ziven workbook C,
which most mearly met the standard. _

Without exception, all workbooks had Perforated Sheets, and were given
the total possible score of 11 points.

¥ith the exception of workbook G, all workbooks msde Provision for
the Hame and Date on Esch Exercise and were given perfect scores of 13
points.

Although judged essential by the jury and given a maximum of 15
points, not & single workbook, in the opinion of the commitiee, deserved
this score on feature 9O, Time Saving Devices for Tescher and Pupil Time.
Five workbooks were given scores of 12, Three were given scores .°-f ten
on this easential feature. %5 -

Pesture 10, Envelove in ¥ileh to File Paes, give a possfble 4core
b2 11 pitnde 1y Ve it S IRy At e AEE wakhs, T wbkie
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therefore was zeroc.

The final feature, Lupressiveness of Hake-up of the Forkbook 25 &
¥hole, was allotted a maximum of 11 points. All but one workbook was
rated satisfactory in this respect; however omly onme workbook, A, was
given a perfect score.

A perfect score for Format and Mechanical Features is 139 points.
The maximum scores secured were 115 by workbooks E and F. Workbook C
-hl.s 112 points. The poorest scores totaled 83 and 94 by workbooks G

and D, respectively.

ORGANIZATION, CONTENT, AND MATERIALS

The ratings of the 18 features included under Organization, Content,
and Materials are shown in Table V.

The first feature, Exercises Arrenzed and Numbered to Correlate sith
the Text, was ctven & meximum score of 27 poimts. Only workbooks D and
H were not perfectly correlated, in the judgment of the committee., The
other six workbooks were given perfect scores.

A perfect score on Dlrections in Use of Workbook as & Whole was 25
points. The rating committee could see but little difference in seven
of the workbooks with respect to this feature, giving all except work-
book A scores of 20. Workbook A was rated slightly superior to the other
workbooks in this feature.

411 workbooks were satisfactory, but not perfect in the third

feature, Complete Instructions for Each Ixercise. A perfect score was
31, but the points given esch workbook varied from 25 to 28, thus in-

dicating that there was no essentizl difference in the workbooks with

regpect to this feature.



Exercises in Accord with Present Experiences of the Pupils,
rated high in most of the workbooks. With a maximum score of 24 points,
the ratings of the several workbooks varied from 18 to 21 with half of
the workbooks being rated 20.

A1l but workbook F rated high in the fifth feature, Additional
Problems Other Thap Those in the text. Workbook 4 was given a perfect
score of 27 points in this feature, and all of the other workbooks with
the exception of workbook ¥ were given scores of £5 or 26.

Forkbook A was rated the maximum score of 26 points on the sixth
feature, Thought snd Discussion as well as Objective fuestions. ¥ork-
book D was second with a score of 22, All of the other workbookz were
ziven scores of 20.

Workbook A also deserved, in the judgment of the committee, a per-
fect score of 28 in the seventh feature, Variation of Exercises to Avoid
Repetition. There was little to choose between any of the workbooks,
however, as the scores varied only from 25 to 27 points.

No workbook deserved the maximum score of 23 points in eighth
feature, Adequate and Proper Drill Work; the high score of 27 points was
given workbook B, although, with the exception of workbook F with 2 score
of 20 points, the other workbooks were only two or three points below
workbook B,

Workbook G received a perfect score of 28 pointe in ite Provision
for Class snd Group Wor: as well ss for Individusl ¥ork. Three workbooks,
B, C, and E were given the low scores of 22 points.

Aecording to the committee, improvement needs to be made in all work-
books in the matter of providing more [ealistic Business Forms. With a
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TABLE 'V

Rating of Eight Workbooks on the Organization,

Content, and Msterials

= — o

Forkbook Pos- Vorkbook  Scores
Features sivls A B € P R F* G 1

1. Exercise lm.ngd nunbered

o Gorrelate Wbl the text 27 R7 27 .27 25 27 27 27 25
2. Directions in use of workbook

as & whole 25 22 20 20 20 20 20 20 20
5. Complete instructions for each

exercise : 81 27 28 25 28 27 25 26 28
4, BExercises in accord with present

experiences of the pupils 24 20 20 21 19 18 206 20 18
5. Additional problems other than
: those in text 27 27 25 25 26 25 20 ¥ 25
6. Thought and discussion, as well

as objective cuestions €8 26 20 20 22 20 20 20 20
7. Variation of exercises to avoid

repetition 26 28 27 25 25 25 25 26 25
8. Adequate and proper drill work 29 25 27 24 25 25 20 26 25
9. Provision for class and group

work as well as individual work 28 25 22 28 25 24 25 28 22
10. Eealistic business forms 34 5 30 25 %0 28 25 %0 28
11. Explorastory and pre-test mater-

ials 27 20 25 20 25 22 2@ W 20
12. Recognition and use types of

vocabulary check lists 26 20 15 20 O 25 O 20 22
18. Plans for business trips and

check lists 26 20 15 20 O 23 0 20 =2
14, Devices for motivating legille

handwriting & O 0 30 22 22 20 5 O
15. & cation of one prinei at

.leﬁ. = e 28 B85 20 20 20 20 20 20 20



TABLE ¥ (Contimued)

Forkbook Posg- Vorkbook Scores
Features s 4. % T ®» * ? & »x
16, Encourazes ne:ztness 32 25 % 50 0 28 28 10 20

17. Emphesis on social as well as

individuslistic values 50 30 28 25 25 27 20 20 @25

19. Workbook understandable to :
high school pupils .55 285 B8 55 58 B0 30 35 85
Totals 500 395 407 294 372 428 387 378 B78B

possible score of 34, three workbooks B, D, and G shared high score of
30 points. Low score of 25 was given workbooks i, C, and F,

With respect to Explanstory and Pre-Test Materials, workbooks B,
end D with scores of 25 points came closest to the maximum of 27. The
least satisfactory workbooks in this respect were &, C, G, and H with
low scores of 20 points.

The rating on Recosnition and Use Types of Vocabulary Check Lists was
erratics. ‘Two workbooks, D and F lacked this feature entirely. A high
gcore was given to workbook E with 23 points out of & possible 26,

The least satisfactory feature in this entire division was Provision
for Plans and Check Lists for Businesg Irips. Only two workbooks, B
and E, made any provision whatsoever for this feature. They were rated
ten and 15 points, respectively, out of & possible &1 pointa,

Three workbooks, A, D, and H, made no provision for the l4th feature,
Devices for Hotivating Legible Handwriting; scores of workbooks G and
C were five and ten points, respectively. The highest score was ziven

to workbook D which received 24 out of & meximum of 27 points.



Workbook A received a perfect score of 28 for Application of Une
Principle &t a Time. The other workhbooks were all listed at 20 points.

For the feature, Epcouraging Neatness, no workbook received the maxi-
~ mum score of 32 points. Forkbooks B and ¢ each received 30 points. This
feature was entirely lacking in workbook D, and workbook G was sllotted
only 10 points.

© In the featurs, Buphasis on Social as well as Individuslistic Values,
workbook A was worth, in the judement of the committee, the perfect score
of 50 points. The other workbook: ranged downward to a low of 20 points
which was given workbooks ¥ and G.

Workbooks C, G, and H could not be improved upon, in the committee's
judgment, as far as being Understandsble to Hish Sehool Pupils. These
workbooks secured the meximum of 35 points. The low score of 25 points
was given to workbook A.

Workbook E, which did not rate a perfect score nor a zero score in
any feature, secured the largest number of points in this maln divisionm,
426 out of a possible 500, Ite closest competitor for the total score
was workbook B with a total of 407 points, Other scores ranged from 395
for workbook 2 to 387 points for workbook F,

PROVISION FOR INDIVIDUAL DIFFERENCES

The comuittee ratings of the several works in their Provision for
Individual Differemces sre tabulated in Table VI.

Feature 1, Individusl Progress Charts, was allotted a maximus score
of 18 pointe. Workbook D is the only workbook which, according to the
rating committee, was entitled to this score. Five workbook:s contained
no individual progress charts, and hence were rated zero.



TABLE VI

Rating of Eight Workbooks on the Provision

for Individual Differences

Workbook Pos- Forkbook Scores
Features #ibls 4 B € P 8 ?» & ©H
1. Individual progress charts - 0.9 08 12 9.3 ©
2. ©Suggestions for study 19 15 16 10 15 15 18 18 218
%. Preoblems on verying (4,B,C)
levels of eschievement 15 15 10 15 15 15 15 15 15
4. Personality blanks for self-
analysis X .3 D B YW o .8 @
5. Periodic personality check
1lists k158 D 93 & O O €
8. Functional guidance activi-
ties 17 15 18 12 1§ 4 S5 1 X0
7. Inclusion of new experiences
other than those in the book 18 18 15 14 15 15 12 15 10
8. Provision for student initia-
tive i 25 22 20 20 20 20 20 18 20
2. Error analysis of fundsment-
al processes 18 15 12 15 12 12 14 15 10
10. BSelected references in sddi-
tion to the text A5_0 10 12 10 12 10 0 10

Totals

179 150 98 98 153 125 92 104 93
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Nineteen points was the perfect score for feature 2, Suggestions
for Study. Although all workbooks contained some study suggestions, no
workbook, in the judgment of the committee, deserved a perfect score.
Workbooks G and H were rated best of the eight and were given 18 points
each, Vorkbook C, the poorest of the group, was given only ten points.

Table Viindicates that there are ten workbook feztures on Part III
for individual differences. Workbooks &, B, C, F, and E do not have
individual progress charts, and workbooks D, E, and G have a veriance of
6 points on this feature. Features 2 and 7 have a variance of eight
points; features 5 and 9 have a veariance of five points, while feature 6
has a variance of nine points, number 8, six points, and number 10, 12
points. Feature 4 has a range from zero to 17 points; feature 5 has a
range from zero to 16 points, while feature 1C has a range from zero to
12 points.

Workbook D has the highest score in Table VIwith a totel of 158
points. Workbook & ranks second with a total of 180 points, and workbook
E ranks $hird with a total of 12% polnts. W¥orkbooks F, G, and H have &
variance of 12 points, and workbooks B and C each has a total scors of
98 points.

Seven of the workbooks were judged equal with respect to their pro-
vision for Problems of Varying Levels of Achievement, and were given 15
points; the perfect score is 18 points. Workbook B was judged inferior
to the other workbools with respect to this feature.

Only two workbooks contained Personality Blanks for Self Anslysis.
¥orkbook D was civen & perfeet score of 17 points, and workbook 4, 15
pointa.

Five of the workbooks contained mo Periodic Personality Check Lists,.
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Workbook E had such cheek lists, but was given only 8 points out of &
possible 16. Workbook D was given a perfect score, and workbook 4, 15
points.

It would seem from the ratings on features 4 and 5 that provision
for Personality inslveis and Crowth which was desmed by the jury to be
desirable is not so considered by the publishers and suthors of most
workbooks.

With a perfect score of 17 polnts, Pumctionsl Cuidance Activities
were given satisfactory attention by all workbooks with the exception of
workbook F which was given a score of {ive points. None deserved a per-
fect seore, although three workbooks, 4, B, and D were entitled to scores
of 15 points.

411 workbooks included Activities and Experiences Other Tham Those
in the Textbook in varying, though satisfactory, degrees. Workbook 4
was the only one allotted the maximum score of 18 points. Four work-
booke were given scores of 15 points., The lowest score was made by work-
book H with ten points.

With the exception of workbook G, all workbooks made sstisfactory
provision for Student Initiative. None, however, deserved a perfect
score of 2% points. Workbook & was deemed the best in this respect, and
but few differences could be found in the other six workhooks.

411 workbooks made some provision for Error Analysis of Fundamental
Processes. None deserved, in the judgment of the coumititee, a perflect
zscore of 18 points, although workbooks A, C, and G were given 15 points,
and workbooks De B, snd E were given ecual rating on this festure.

Fifteen points waes the perfect score for the last feature in this

division, Selected Heferences in jddition to the Text. Workbooks 4 and G
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contained no references except to the textbook itself, WForkbooks C and
¥ were more satisfactory. The other workbooks were given allotted scores
of 12 points each.

Torkbook D was rated the highest of all the workbooks with respect
to the Provision for Individual Differences. Its score was 153 cut of
a2 possible 179 pointa. This was 23 points higher than workbook A,
which was second. Thus it appears that workbook D is clearly superior
to the other workbooks with respect to providing for individusl pupil
differences., Workbooks F and H were rated the lowest with scores of 92

and 9% points respectively. WVorkbooks B and C tied with 98 points.

REVIEWING AND TESTIRG

The ratings of the eight workbooks om the division, Heviewin: -nd
Testing, is shown in Table VII. In the first feature, ?mviggn for Self
Administerine Tests, only one workbook, G, was given the maximum score
of 20 points. Three other workbooks, C, D, and H, were given scores of
19 points. Low scores in this feature went to workbooks A and B with 14
and 15 points, respectively. ‘

In the judgment of the committee, no workbook deserved the maximum
score of 24 on Follow-up Exercises After Testing. All workbooks con-
tained some of this material, the best ones, according to the committee
rating, were D and H, with scores of 21 out of & possible 24 points.

The least satisfactory workbook in this feature was ¥, which was given
only six points.

According to the committee rating, three workbooks, A, D, and H,
made no provision for Encouragement of and Enphasis on Correct Spelling

and Cramsstical Construction. The best workbook was C, which was given
25 points out of a possible 28, All other workbook:s were allotted 20



TABLE VII

Bating of Eight Workbooks on
Reviewing and Testing

¥orkbook Pos- ¥orkbook Scores
Features sikls A P © ®» R T & 3
1. Self-administering tests 20 14 17 18 19 17 15 20 19

2. PFollow-up exercises after
testing 24 16 18 16 21 19 6 16 2

5. Encouragement of and em—
phasis on correct epell-
ing and grammstical con-
struction £8 O 20 25 O 20 20 20 O

4. Arithmetical application
of materisls 26 26 22 6 25 24 16 11 22

5. Opportunity to use and
develop judgment 28 28 25 25 £5 25 25 25 %6

6. Exercises requiring know-
ledge gained from class
discussions 20 25 20 20 25 25 25 20 2%

7. Summarizing problems
which cover several

units 27 25 g5 20 85 25 20 85 25
Totals .182 109 145 131 140 155 127 137 157



pointe each.

Workbook A wae judged to be as nearly perfect as possible in
Arithmetical Application of Haterials. It received a perfect score of
26, It was followed closely by workbook D with 25 points. The least
satisfactory workbooks with respect to this feature were workbooks F,

G, and C, with scores of 16, 11, and zix respectively.

411 workbooks provided Jpportunity to Use and Develop Judoment to
a satisfactory degree, according to the rating of the committee; work-
book A& was glven a perfect score, a maximum score of 28 points. MNo dif-
ference wes seen in the other workbooks; they were all rated 25 points.

In Exercises fecuiring Knowledre Gained from Class Discussions, the
comaittee believed there was roou for luprovement. It could see no
difference in workbooks 4, D, E, F, and H in this respect, allotting all
five of these workbooks 25 points out of a possgible 20,

In the final feature, Summarizing Problems which C ver Several Units,
six of the eight workbook:s were deemed to he of egual value, and were
given 25 out of & possible 27 points, Workbooks € and P were the least
satisfactory, and vere given Z0 points.

¥ith a possible score of 155 out of a posgsible 182 points, workbook
£ was deemed to be superior to other workbooks with respeet to reviewing
and testing. It was followed by workbooks B and D with 145 and 140
points, respectively. Workbook A with 109 points is clearly last in
this division, having 18 points less than the next hizhest workbook.

Eight workbooks in Elementary Business Training were rated by a com-
mittee of three commerce teachers using the score card developed in the

preceding chapter.



¥ith respect to Format and Mechanical Features, there was not a
great deal of variation in the several workbooks. Only 20 points separa-
ted workbook G, 3% points, which was the lowest, from workbooks E and
F with 118 pointe, the highest. The next to the lowest workbooks were
4 and B each with 105 pointe, being seperated from the workbooks with the
highest points only by eight points. Thus, with the exception of work-
book G, which had 66.9 per cent of the possible points. There was not
much difference between the desirebility of the workbooks with respect to
Mlechanical Features.

Workboo: E wes clearly superior in Orgsnizetion, Content, and Me-
terials. With a score of 426 points out of the possible 500, its near-
est competitor was workbook B with 407 points. Workbook E, which shered
first honors with workbook E on Format and MHechenical Features, ranked
last in Organization, Content, and Materials with a score of 367 points,
73.4 per cent of the maximum.

In Provision for Individusl Differences, workbook I was distinctly
gsuperior to all other workbooks. The committee gave this workbook 153
points, 85.5 per cent of the possible 179, Workbook i was second with
130 points, 72.6 per cent. The lowest scores were siven to workbooks
F and H with 92 and 95 points, respectively, only slightly wore than half
the possible number of points. In the estimation of the rating committee
this division was generally the leact satisfactory of any of the divisions.

In Reviewing and Testing, workbook E again ranked highest. It was
gziven 155 points out of the maximum of 182, This was 85.2 per cent of
the total. Lowest rating was given workbook A with 109 points, 59.9
per cent of the total, which was clearly the least satisfactory of the
workbooke in this respect. The next to the lowest score was given work-
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Forkbook C ranked fifth, It was good as workbooks E and F in For-
mat and Hechanical Features, receiving a score of 112, whereas the first
rank received only 113 poinits. It ranked low in its Provision for In-
dividual Differences, and was fourth and sixth, respectively, in Orgeniza-
tion, Content, and Materials, snd in Teviewing =nd Testing.

Sixth place was essigned to workbook M, W¥ith workbook G it ranked
£ifth place in Organization, Content, and Materials, and fourth place
in Peviewinz and Testing. Its rank in Format and Mechanical Features
wag averaze, and it was only one point above the lowest zcore in its
Provision for Individual Differences.

¥ith a score of 71%, workbook G ranked seventh., It was clearly the
leaat desireble inm Format and Mechanical Festures, and ranked low in all
other respects,

Yorkbook F wes rated laet with a total score of €39 pointe out of a
possible 1000 points; although ranking first along ~ith workbook E in
Format and Mechanical Features, it ranked last in Organization, Content,
and Materiels and in its Provision for Individusl Differences. It was
geventh in Reviewiny and Testing. This workbook seemed to be organized
on & basis entirely different from the others which may account for ita
low rating.

Little essential difference could he lound in Format and Mechanical
Peatures of all workbooks with the exception of workbook G which omitted
two features entirely and was rated very low in three other features.

¥ith respect to Organization, Content, and Materials, workbool E
was clearly superior to the other workbooks. As between workbooks D,

P, G, and H, there was but little essential difference., A1l of these
workbooks were considered to be less desirable with respect to Organization,



TABLE IX
Totzl Points for Each Main Division and
for Each Yorkbook

m—
—

Workbooks Division I Division II Division III Division IV Total

Points

MAXTHUM 159 800 173 182 1000
l. Forkbook E 118 428 123 155 817
2. TYorkbook D 108 372 158 140 778
6. Workbook B 108 407 S 145 755
4. Workbook A 105 535 180 109 759
5. Forkbook C 112 394 28 151 785
6. Workbook H 106 378 98 157 714
7. ¥orkbook G 98 378 104 157 712

8. Workbook F 113 367 a2 127 699

Content, and Materials than the other workbooks.

In its Provision for Individual Differences, workbook D was clearly
superior to the other workbooks. There was little to choose between
workbooks B, C, F, G, and H in this respect. All of these workbooks
ranked relatively low and decidedly lower than either workbooks A or E
which ranked second and third, respectively. lore features were entirely
lacking in this division than in any other division.

¥ith the exception of workbook A, which was rated much below the
other workbooks in Reviewing and Testing, all workbooks seemed to be
fairly satisfactory. The difference of 28 points between workbook E,
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with the top score of 155, and workbook F, seventh in the list with 127
pointa, indicates that of these seven workbooks one is not decidedly
superior in this feature to another.

Summary
The score card developed in Chapter II was applied to eight workbooks

in Elementary Business Training. The rating was made by a joint committee
of three commercial teachers, inexperienced in teaching Elementary Busi-
ness Training.

Each of the 46 workbook features included in the score card was
considered and discussed by the committee. Division I, Format and Me-
chanical Features, was applied first, and each of the 1l features was
considered and discussed one at & time. A rating was then given each
item.

Division II, Organization, Content, and Materials, was considered
next., This division consisted of 18 features. Divisions III and IV,
Provisiong for Individual Differences with ten features and Reviewing
and Testing with seven features, were rated in their respective order.

The eight workbooks, A, B, C, D, E, F, G, and H, were rated one at
a time with total scores 739, 755, 735, 775, 817, 699, 712, and 714

points, respectively. A separate score card was used for each workbook.
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Tabulation and computation of the returns from questionnaire resulted
in the elimination of four features and in the re-arrangement of none in-
to other divisions. The score card itself was then devised, assigning val-
ues to each of the 46 items in accordance with the average weight of each
item in relation to the total value of each main division under which the
item was classified in accordance with the following formula:

e (M = Mean, W = Weight, f = Feature,
MPp P = Points, D = Main Div:l.sion)
ZlWp
A committee of three teachers, none of whom was a member of the jury

applied the score card, which had been devised, to each of the eight work-
books. :

With a total possible score of 1000 points, the range was from 817
points for workbook E to 689 for workbook F. Workbook E had 44 points
more than workbook D, second in rank, with 778 points. These 44 points
were the largest muber of polnts separating the ranking of any two con—
secutive workbooks. Thus, workbook E seems to be superior to the other
workbooks in meeting the criteria set up by the score card. Workbook F
was rated last, and workbook G ranked' seventh with only 13 more points than
workbook F. Workbook E ranked first in three of the four main divisions,
only in its Provision for Individual Differences was it not deemed to be
the best workbook. It ranked third in this respect. Strangely enough,
it shared first place in Format and Mechanical Features with workbook F,
which ranked last in Organization, Content, and Materials.

Generally speaking, the workbooks rated relatively higher in Format
and Mechaniczl Features than in eny other main division. Only 20 points
separated the highest and the lowest ranking workbooks in Format and Me-
chanical Features. Workbook D was superior to all other workbooks with
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respect to its Provisions for Individual Differences. It was rated 153
points out of a possible 179 points. Workbooks T and H were poorest
in respect to Individual Differences with total ratings of 92 and 93
points, respectively.

In provision for Reviewing and Testing, most of the workbooks were
relatively satisfactory, although workbook A with 109 points was clearly
the least desirable in this respect, next to the lowest score,

Thus, it seemed that the best workbook is superior on three of the
four main divisions, and that the poorest workbook was lowest in two of
the four and next to the lowest in a third division. The differences
in total scores of the other six workbooks are negligible, although in
certain features there is clearly a difference betteeﬁ them,

The value of this score eard lies in providing persons who are de-
sirous of selecting Elementary Pusiness Training workbooks with ob-
jective criteria by which to rate the workbooks under consideration. It
may be that the values assigned to the various features may not coincide
with the objectives of individual teachers or the school. Indeed, the
varying importance attached to the features by different members of the
jury is indicative of a divergence of opinion on several points. Al-
though the score card apparently includes all important features, as
evidenced by the lack of further suggestions from members of the jury,
nevertheless it is believed that an objective method of selecting work-
book materials is superior to the subjective judgment of a single in-
dividual, which is based upon mere examination and observation.

The rating of the several workbooks would undoubtedly have been
different if it had been undertaken by a different committee, for the

scores assigned to each feature are admittedly subjective, even though
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it was 3 reting arrived at after joint considerstion by the members of
the committee, Therefore, any teachers desiring to select Elsmentary
Business Training workbooks apply the scors card themselves to the work-

books rather than depend upon the rating as reported in this study.



May 13, 1938

Dear

I am makinz an analytical study of workbooks in Junior Business Training
which I hope will be helpful to you ss well as to others who teach this

course. A select group of teachers has been chosen to act 2s a jury in

checking a short guestionneire.

lr, Jobn G. Kirk, Director of Commercial Education, Philadelphia, has
suggeated that you, as a teacher of Junior Pusiness Training, would
poseibly like to profit from this study be serving =s a member of the

Jury.

Ehould you desire to assist in this study, please sign and return the
enclosed card., A copy of the cuestionnaire will be malled to you im-
mediately upon receipt of the card.

Then I have completed my study, I shall be pleased to send you & ve-
port of my findings.

Very truly yours,

Ivy LaCour Hoody
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Losr

I an working on 4 problem frow which T hope to determine the stotus of
workbooks in Junior Pusiness Training. I plan to sshk a limlted mubey
of tescher: to act ag a jury to help set up & eriterion for s score card
from which %o judge these workbookss

Lay I bave the names and addresses of Tive teachers whom you consider
successinl in tesching Junior Business Trsining and who use your worke-
hooke?

I as ugking zn samlytical study of workbooks and workbook seterizls and
should like to have teachers? oplnions of this device of deaching.

Very truly yours,

Tvy Lalour Hoody



May 5, 1938

Gentlemens

I an making an analytical study of workbooks and related materisls for
use in Junior Business Training. I should like very much to ealist the
cooperation of publishers in order to make the study as comprehensive as
possible.

May I have sample coples of workbooks and workbook materiasls which you
publish for Junior Business Training, together with deseriptive litera-
ture or advertising materiels used in connection with these publications.
These materials will be returned to you at the completion of the study
if you wish them returned.

Very truly yours,

Ivy LaCour iloody
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JURY

Ray Abrams, Maybin School, 158 Calliope Street, New Orleans, La.

liaxry Je. Allen, Jones Junior High School, inn & leaphls Streets,
Philsdelphia, Pa.

H. J, Beach, Lincoln Junior High School, Dayton, Ohio
Sister Bringsjord, Peldwin High School, Baldwin, New York
James Burt, High School, Santa Cruz, California
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Gertrude Collins, Penn Treaty Jumior High School, Philadelphia, Pa.

Joseph Debrum, High School, Redwood City, Californie

Limnea M. Daniels, Randolph Centrel School, Randolph, W. Y.
Harriet G. Tenkyck, Altawont High School, Altemont, ¥. Y,
Thomas I'. Fite-fugh, Holmes High School, Covinmgton, Xy.
Frances lreemsn, Flm Street, Stillwater, Oklshoma

W. M. Gates, High School, Phoeniz, Arizons

Vineta Hollaway, Babylon High School, Bsbylon, N. Y.

Lillian N. Horne, John Harshall High School, Cleveland, Chio
Fred Kane, Harding Junior High School, Philadelphia, Pe.

Edne Kellers, Irving Junior High School, Salt Lake City, Utah
Nellie E, Mulligan, Salem High School, Salem, Hassachusetts
Lucy E. Rider, Oley Junior High School, Buntington, ¥. Va.
Barnet Shear, FitzSimons Jumior High School, Philadelphia, Pa.
George L. Taylor, Harrisom High School, Harrison, N. .

RATING COMMITTEE
Ivy LaCour lioody, 415 Duck Street, Stillwater, Oklahoms
John W, Rodgers, Hugo, Oklahoma

Lillie Sprague, Texarkana, Texas



July 15, 1938

Dear

In the construction of the score card for rating Elementary Businese
Training workbooks, it seems advisable to secure the judgment of the
Jury concerning the relative value of the four main divisions of the

score card.

¥ill you please, by return wsil, indicate on the attached card your
rating? Use a total of 100 points, and indicate the value, in your
Jjudgment, which should be assigned to each of the sections.

Sincerely yours

Ivy LaCour Hoody

1/15/88
1, Format and Mechanical Features
Z. Organization, Content, end Mesteriale
3. Provisions for Individual Differences
4. FReviewing snd Testing

Total

(Signed)

Value

NN

100 pointe
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WEIGHTED AVERAGE FOR EACH FEATURE OF THE WORKBOOK

Features Weighted Average
1. Format and lechanical Features:

l. Recency of Publication 7.2
2. Table of Contents 5.1
5. Good quality of unglazed paper that

takes ink well 7.2
4. Clear, readable type 8.5
5. Printed on one side of paper only 5.2
6. Opens flat 6.5
7. Perforated sheets 6.1
8. Punched notebook holes 3.8

9. Provision for name and date on each
exercise 65

10, Time saving devices for teacher and

pupil 77
11. Extra blank paper 3.8
12. Envelope in which to file papers 5.5

15. Impressiveness of the make-up of the
workbook as a whole

Total 71l.4

2. Organization, Content, and Materials:

l. Exercises arranged and numbered to correlate

with the text 6.8
2. No correlation with text book 0.4
5. Directions in use of workbook as a whole 545
4, Complete instructions for each exercise 7.2

5. Statement of problems makes reference to
textbook unnecessary 545

6. Exercises in accordance with present experiences
of the pupils 5.6
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Features Weighted Average
7. Additional problems other than those in text 6.4
8. Thought and discussion, as well as objective,
guestions 6.9
9. Variation of exercises to avoid repetition 6.6
10. Adeguate and proper drill work 6.9
11. Provision for class and group work as well as
individual work 6.6
12, Realistic business forms 8.1
15, Exploratory and pre-test materials 6.2
14. FRecognition and use types of vocabulary study 6.1
15. Plans for business trips and vocabulary check
lists 4.7
16. Devices for motivating legible handwriting 6.1
17. Application of one prineiple at a time 5.4
18. Encourage neatness 7.5
19. Emphasis on social as well as individualistic
records 7.2
20. Workbook understandable to high school pupils 8.5
Total 118.3
5. Provision for Individual Differences:
1., Individual progress charts 545
2. OSuggestions for study 5.8
%. Problems on varying (4, B, C) levels of
achievement 5.7
4, Personality blanks for self-analysis 58
5. Periodic personality check lists 5.0
6. Functional guidance activities 5.4
7. Inclusion of new experience other than those
in the workbook 5.7
8. Provision for student initiative 8.7
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Features Weighted Average
9. ZError anaslysis of fundamental processes 5.6
10, Selected references in addition to the text 4.7
Total 55.4

4, Reviewing and Testing:

1, Self-administering tests 5.2
2. Follow-up exercises after testing 6.1
3. Encouragement of and emphasis on correct spelling

end pgrammatical construction 7.1
4., Arithmetical application of materials 6.6
5. Opportunity to use and develop judgment 7.2
6. Exercises recuiring knowledge gained from

class discussions Tel
7. Summarizing problems which cover several units 6.9

Total i 468.2



INSTRUCTIONS FOR USE OF THE CHECK-LIST 62

Following is a list of items and characteristics found in Elementary Business Training Workbooks. You are

requested to note in the designated column whether you consider each of these items as essential, desirable, of

little value, or undesirable in such workbooks. The degree of desirability, etc., may be noted by a numerical
volues Numbers 7, 8 or 9 should be used in the column headed Yessential"; numbers 4, 5 or 6 in the "desirable"

column; |y 2 or 3 in the column headed “of little or no value"; and 0 in the "undesirable" column. No item

e e fetrnrro e
T —

should be checked in more than one column. In determining in which column an item should be included it might be

well to usk "ls (for example) a table of contents essential, desirable, of little value, or undesirable in an

Elumentary Business Training Workbook?" Space is provided for you to include any other items you wish,
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2
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SCORE CARD FOR RATING ELFMENTARY BUSINESS

TRAINING WORKDOOIS

Directions for the use of the score card:

A separate score card should be used for each workbook. Each
workbook is to be rated on the basis of a perfect score listed in the
column headed perfect score. If in the judgment of the rater this
particular feature could not be improved upon or is as near perfect
as conditions will permit, the item should be given a perfect score.
If the feature is entirely missing in the workbook or is included in
such a way as would be detrimental to the learning activity of the
pupil, the item should be rated zero. Any other score between the
two extremes of zero and perfect may be allotted to each feature in
accordance with the judgment and experiencc of the rater. When the
rating is completed, the scores should be added to find the total for
the workbook, for each section, and for the workbook as a whole.

Name of workbook rated ___ Workbook A

Perfect Score
Features Score Allowed
or
Maximum
I. Format and Mechanical Features Score
1. Recency of publication 14 32
2. Table of contents 10 10
3. Good quality of unglazed paper that ;
takes ink well 14 14
4. Clear, readable type 17 17
5. Printed on one side of paper only 10 Q
6. Opens flat 13 2
7. Perforated shects 11 - 1
8. Provision for name and date on each
exercise 13 o i 5
9. Time-saving devices for teacher and
pupil T 5 —
10. Envelore in which to file pages 11 0
11. Impressiveness of the make-up of the
workbook as a whole 11 11

Total 139 105



I1.

Orza nigzation, Content, and laterials
l. Ixercises arranged and numbered to
correlate with the text
2« Directions in use of workbook as
a whole
3. Complete instructions for each
exercise
4, Exercises in accord with present
experiences of the pupils
5+ Additional problems other than
those in the text
6, Thought and discussion, as well as
objective, questions
T« Varietion of exercises to avoid
repition
8. Adequate and proper drill work
9+ Provision for class and group work
as well as individual work
10¢ Realistic business forms
11, Exploratory and pre-test materials
12, Recognition and use types of
vocabulary study
13, Plans for business trips and check
lists
l4. Devices for motivating legible
handvrriting
15, Application of one principle at a
time
15+ Encourages neatness
17, Emphasis on social as well as
individualistic values
18, Tlorkbook understandable to high

school pupils

Total

Perfect
Score
or
Maximum
Seore

29

23

30

24

27

29

29

28
34

26

26

Score

Allowed

20
—&7

26

23
25

30

25
395



Perfect Score

Secore Allowed
. or
ITI. Provision for Individual Differcnces Maximum
Score
1. Individual progress charts 18 0
‘2. Suggestions for study 19 15
3. Problems on verying (A, B, C) levels of
achievement 18 - It 1
4. Personality blanks for self-analysis 4 19
5. Periodic personality check lists 16 15
6. Functional guidance activities 17 19
7. Inclusion of new experiences other than
those in the book 18 18
8. Provision for student initiative 23 22
9. Error analysis of fundamental processes 18 15
10. Selected references in addition to the
Text 15 0
Total 179 130

IV. Reviewing and Testing

1, Self-administering tests 20 14
2, Follow-up exercises after testing 2/ 16
3. Encouragement of and emphasis on cor-

rect spelling and grammatical con-

struction 28 0
4. Arithmetical application of materials 26 26
5. Opportunity to use and develop judgment 28 28
6. Exercises requiring knowledge gained from

class discussions 29 25
7. Summarizing problems which cover

several units 27 25

Total 182 109

. Total 1000 789



SCORE CARD FOR RATING ELEMENTARY BUSINESS

TRAINING WORKEOOLS

Directions for the use of the score card:

A separate score card should be used for each workbook. Each
workbook ig to be rated on the basis of a perfect score listed in the
colum headed perfect score. If in the judgment of the rater this
particular feature could not be improved upon or is as near perfect
as conditions will permit, the item should be given a perfect score.
If the feature is entirely missing in the workbook or is included in
such a way as would be detrimental to the learning activity of the
pupil, the item should be rated zero. Any other score between the
two extremes of zero and perfect may be ellotted to each feature in
accordance with the judgment and experiencc of the rater. When the
rating is completed, the scores should be added to find the total for
the workbook, for each section, and for the workbook as a whole.

Name of workbook rated Workbook B
Perfect Score
Features Score Allowed
or
Maximum
I. Format and ilechanical Features Seore
1. Recency of publication 14 14
2. Table of contents 10 AR
3. Good quality of unglazed paper that
takes ink well 14 14
4. Clear, readable type 17 17
5. Printed on one side of paper only 10 0
6. Opens flat 13 9
7. Perforated shects 11 11
8, Provision for name and date on each
exercise 13 13
9. Time~saving devices for teacher and
pupil 15 12
10. Envelore in which to file pages 11 p— )
11. Impressiveness of the make-up of the
workbook as a whole 11 9

Total 139 108



Perfect Score

Score Allowed
or
IT1, Orga nization, Content, and llaterials Maximum
Score
l, Ixercises arranged and numbered to
correlate with the text 29 27
2., Directions in use of workbook as 23 20
a. whole
3. Complete instructions for each
exercise 30 28
4, Exercises in accord with present
experiences of the pupils 24 20
5. Additional problems other than
those in the text 27 25
6s Thought and discussion, as well as
objective, questions 29 20
7. Varietion of exercises to avoid
repition 28 27
8. Adequate and proper drill work 29 27
9. Provision for class and group work
as well as individual work 28 22
10. Realistic business forms 34 30
11, Exploratory and pre-test materials 26 25
12, Recognition and use types of
vocabulary study 26 15
13, Plans for business trips and check
lists 20 10
14, Devices for motivating legible
handwriting 26 0
15, Application of one principle at a
time 23 20
16, Encourages neatness 32 30
17, ZEmphasis on social as well as
individualistic values 30 28
18, Tlorkbook understandable to high
school pupils 36 33

Total 500 407



-

Perfect Score

Score Allowed
o or
III. Provision for Individual Differcnces ngim‘um
core
1. Individual progress charts 18 Q
'2. Suggestions for study 19 16
3. Problems on varying (A, B, C) lcvels of
achievement 18 10
4. Personality blanks for self-analysis 17 0
5. Periodic personelity check lists 16 0
6. Functional guidance activitics 17 15
7. Inclusion of new experiences other than
those in the book 18 15
8. Provision for student initiative 23 20
9. Error analysis of fundamental processes 18 12
10, Selected references in addition to the
Text 15 10
Total 179 98

IV. Reviewing and Testing
1. Self-administering tests 20 17
2. Follow-up exercises after testing 24 16

3. Encouragement of and emphasis on cor-
rect gpelling and grammatical con-

struction I 28 20
4. Arithmetical application of materials 26 22
5. Opportunity to use and develop judgment 23 29

6. Exercises requiring knowledge geined from
class discussions 29 20

7. Summarizing problems which cover

several units 29 25
Total 182 145

7. Total 1000 755



SCORE CARD FOR RATING ELEKENTARY BUSIRESS

TPAINING WORKDOOIS

Directions for the use of the score card:

A separate score card should be used for each workbook. Each

. workbook is to be rated on the basis of & perfect score listed in the
column headed perfect score. If in the judgment of the rater this
particular feature could not be improved upon or is as near perfect
as conditions will permit, the item should be given a perfect score.
If the feature is entirely missing in the workbook or is included in
such a way as would be detrimental to the learning activity of the
pupil, the item should be rated zero. Any other score between the
two extremes of zero and perfect may be allotted to each feature in
accordance with the judgment and experiencec of the rater. When the
rating is completed, the scores should be added to find the total for
the workbook, for each scction, and for the workbook as a whole.

Name of workbook rated VWorkbook C
Perfect Score
Features Score Allowed
or
Maximum
1. Format and Mechanicel Features Seore

1. Recency of publication 14

2. Table of contents 10

3. Good quality of unglazed paper that

takes ink well 14

4. Clear, readable type 17

5. Printed on one side of paper only 10

6. Opens flat 13

7. Perforated shects 7 4

8. Provision for name and date on each
exercise 19

9. Time-saving devices for teacher and
pupil 15

10. Envelore in which to file pages 11

11. Impressiveness of the make-up of the
workbook as a whole 3

bk kE EELEE BE

Total 139 112



Perfect Score 7
Score Allowed

Orza nization, Content, and Materials MaaSesm

Jewre
1, Dxercises arranged and numbered to
correlate with the text 29 ay
2. Directions in use of workbook as 23 e}
a whole
3+ Complete instructions for each
xercise 30 .
4, Exercises in accord with present
experiences of the pupils 24 g
5. Additional problems other than
those in the text 27 £5
8, Thought and discussion, as well as
objective, questions 29 ﬂ
7« Varietion of exercises to avoid ;
repition 28 _BB
8. Adequate and proper drill work - 29 a
9. Provision for class and group work
as well as individual work 28 &
104 Realistic business forms 34 =9
1l. Exploratory and pre-test materials 26 20
12. Recognition and use types of
vocabulary study 26 &80
13, Plans for business trips and check
lists 20 0
14, Devices for motivating legible 10
handvrriting 26
15, Application of one principle at a .8}
time 23
16« Encourages neatness 32
17. Emphasis on social as well as b5
individualistic values 30
18, Tlorkbook understandable to high i+
school pupils 36

Total 500



ll
.2.

3.

Perfect
Score
. or
III. Provision for Individual Differcncos Maximum
Socore
Individual progress charts 18
Suggestions for study 19
Problems on verying (A, B, C) levels of
achievement 18
Personality blanks for self-analysis 17
Periodic personality check lists 16
Functional guidance activitics 17
Inclusion of new experiences other than
those in the book 18
Provision for student initiative 23

Error analysis of fundamental processes 18

Selected references in addition to the
Text 15
Total 179

IV, Reviewing and Testing

Self-administering tests 20
Follow-up exercises after testing 24
Encouragement of and cmphasis on cor-

rect spelling and grammatical con-

struction 28

Arithmetical application of materials 26

Opportunity to use and develop judgment 28
Exercises requiring lknowledge gained from
class discussions 29
Summarizing problems which cover

several units 2f
Total 182

7. Total 1000

Score
Allowed
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SCORE CARD FOR EATING ELFMENTARY BUSINESS

TRFAINING WORKEOOLS

Directions for the use of the score card:

A separate score card should be used for each workbook. Each
workbook is to be rated on the basis of & perfect score listed in the
column headed perfect score. If in the judgment of the rater this
particular feature could not be improved upon or is as near perfect
as conditions will permit, the item should be given a perfect score.
If the feature is entirely missing in the workbook or is included in
such a way as would be detrimental to the learning activity of the
pupil, the item should be rated zero. Any other score between the
two extremes of zecro and perfect may be allotted to each feature in
accordance with the judgment and experiencc of the rater. When the
rating is completed, the scores should be added to find the total for
the workbook, for each section, and for the workbook as a whole.

Name of workbook rated Workbook D

Perfect Score
Features _Score Allowed
or
Maximum
I. Format and Mechonical Features Score
1. Recency of publication 14 12
2. Table of contents 10 8
3. Good quality of unglazed paper that
takes ink well 14 14
4. Clear, readable type 17 17
5. Printed on one side of paper only 10 4
6. Opens flat 13 7
7. Perforated sheects 11 o
8. Provision for name and date on each
exercise 13 g &
9. Time-saving devices for teacher and
pupil 15 _12
10. Envelore in which to file pages 11 0
11. Impressiveness of the make-up of the
workbook as a whole : e 8 s 1

Total 139 108



I,

Orza nization, Content, and liaterials
1, Ixercises arranged and numbered to
correlate with the text
2. Directions in use oif workbook as
a whole
3+ Complete instructions for each
exercise
4, Exercises in accord with present
experiences of the pupils
5. Additional problems other than
those in the text
&+ Thought and discussion, as well as
objective, questions
7« Verietion of exercises to avoid
repition
B8 Adequate and proper drill work
9. Provision for class and group work
as well as individual work
10« Realistic business forms
11, IExploratory and pre=test materials
12. Recognitior and use types of
vocabulary study
13, Plans for business trips and check
lisgts
14, Devices for motivating legible
handvrriting
15, Application of one principle at a
time
18, Encourages neatness
17. Emphasis on social as well as
individualistic values
18, Tlorkbook understandable to high

school pupils

Total

Perfect
Score

or
Maximum
Score

29

23

30

24

27

28

29

28

26

26

20

26

30

36

500

Score

Allowed
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Perfect Score
-Seore Allowed
5 or
III. Provision for Individual Differcncos Maximum
Score
1. Individual progress charts 18 18
'2. Suggestions for study 19 15
3. Problems on varying (A, B, C) levels of
achievement 18 15
4. Personality blanks for self-analysis 7 17
5. Periodic personality check lists 16 16
6. Functional guidance activities 17 _ 15
7. Inclusion of new experiences other than
those in the book 18 o
8. Provision for student initiative 23 20
9. Error analysis of fundamental processes 18 12
10. Selected references in addition to the
Text 15 10
Total 179 153
IV. Reviewing and Testing
1. Self-administering tests 20 19
2. Follow-up exercises after testing 24 ___E}
3. Encouragement of and emphasis on cor-
rect spelling and grammatic&l con-
struction 28 0
L. Arithmetical application of materials 26 25
5. Opportunity to use and develop judgment 28 25
6. Exercises requiring knowledge gained from
class discussions 29 ___3_§
7. Summarizing problems which cover
several units o ___ 2%
Totel 182 140

7, Total 1000 773



SCORE CARD FOR RATING ELEMENTARY BUSINESS

TRAINING WORKDOOLS

Directions for the use of the score card:

A separate score card should be used for each workbook. Each
workbook is to be rated on the basis of & perfect score listed in the
column headed perfect score. If in the judgment of the rater this
particular feature could not be improved upon or is as near perfect
as conditions will permit, the item should be given a perfect score.
If the feature is entirely missing in the workbook or is included in
such a way as would be detrimental to the learning activity of the
pupil, the item should be rated zero. Any other score between the
two extremes of zero and perfect may be allotted to each feature in
accordance with the judgment and experiencc of the rater. When the
rating is completed, the scores should be added to find the total for
the workbook, for each section, and for the workbook as a whole.

Name of workbook rated Workbook E
Perfect Score
Features Score Allowed
or
Maximum
I. Format and Mechanical Features Soore
1. Recency of publication 1/ 14
2. Table of contents 10 8
3. Good quality of unglazed paper that
takes ink well 14 14
4. Clear, readable type 17 17
5. Printed on one side of paper only 10 10
6. Opens flat 13 95
7. Perforated shects 11 11
8. Provision for name and date on each
exercise 13 13
9. Time-saving devices for teacher and
pupil 15 _ 12
10. Envelore in vhich to file pages 11 0
11. Impressiveness of the make-up of the
workbook as a whole o 9

Total 139 113



11,

Orga nization, Content, and Materials
1, DIxercises arranged and numbered to
correlate with the text
2. Directions in use of' workbook as
a whole
3. Complete instructions for each
exerciso
4. Exercises in accord with present
experiences of the pupils
5. Additional problems other than
those in the text
6+ Thought and discussion, as well as
objective, questions
7. Varistion of exercises to avoid
repition
8. Adequate and proper drill work
9« Provislion for class and group work
as well as individual work
10, Realistic business forms
11, Exploratory and pre=test materials
12« Recognition and use types of
vocabulary study
13. Plans for business trips and check
lists
14, Devices for motivating legible
handwriting
15, Application of one principle at a
time
15, Encourages neatness
17, Emphasis on social as well as
individualistic values
18, Tlorkbook understandable to high

school pupils

Total

Perfect

Score

Score
29

23

30

24

27

29

28

29

28
34

26

26

26

23

30

36

500

Score

Allowed
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Perfect
Seore
& or
III. Provision for Individual Differcncos Maximum
Score
1. Individual progress charts 18
‘2. Suggestions for study 19
3. Problems on varying (A, B, C) levels of
achievement 18
4. Personality blanks for self-analysis 17
5, Periodic personality check lists 16
6, Functional guidance activitics 7
7. Inclusion of new experiences other than
those in the book 12
8. Provision for student initiative 23

9. Error analysis of fundamental processes 18

10. Selected references in addition to the

Text 15
Total 179

IV. Reviewing and Testing

1. Self-administering tests 20
2. Follow-up exercises after testing 24
3. Encouragement of and emphasis on cor-
rect spelling and grammatical con-
struction 28
4. Arithmetical application ‘of materials 26
5. Opportunity to use and develop judgment 28

6. Exercises requiring knowledge gained from
class discussions 29

7. Summarizing problems which cover

several units 27
Totzl 182
V. Total 1000

L okbE RLLIskE

12

bbb Lk &

:

155
817



SCORE CARD FOR ERATING ELFMENTARY BUSINESS

TRAINING WORKBOOKS

Directions for the use of the score card:

A separate score card should be used for each workbook. Each
workbook is to be rated on the basis of & perfect score listed in the
column headed perfect score. If in the judgment of the rater this
particular feature could not be improved upon or is as near perfect
as conditions will permit, the item should be given a perfect score.
If the feature is entirely missing in the workbook or is included in
such a way as would be detrimental to the learning activity of the
pupil, the item should be rated zero. Any other score between the
two extremes of zero and perfect may be allotted to each feature in
accordance with the judgment and experience of the rater. When the
rating is completed, the scores should be added to find the total for
the workbook, for each section, and for the workbook as a whole.

Name of workbook rated Workbook F

Perfect Score
Features Score Allowed
or
Maximum
I. Format and Mechanical Features : Score

1. Recency of publication 14 14
2. Table of contents 10 10

3. Good quality of unglazed paper that
takes ink well 12 14
4. Clear, readable type 17 17
5. Printed on one side of paper only 10 10
6. Opens flat 13 8
7. Perforated shects 11 11

8. Provision for name and date on each
exercise 13 13

9. Time-saving devices for teacher and
pupil 15 10
10. Envelore in which to file pages 11 0

11. Impressiveness of the make-up of the
workbook zs a whole Ll o

Total 139 113



I1.

Orza nization, Content, and lMaterials
1, Ixercises arranged and numbered to
correlate with the text
2. Directions in use of workbook as
a whole
3. Complete instructions for each
exerciso
4, Exercises in accord with present
experiences of the pupils
5. Additional problems other than
those in the text
6. Thought and discussion, as well as
objective, questions
7« Varietion of exercises to avoid
repition
8. Adequate and proper drill work
9. Provision for class and group work
as well as individual work
10, Realistic business forms
11, Exploratory and pre~-test materials
12, fecognitior and use types of
vocabulary study
13, Plans for business trips and check
lists
14, Devices for motivating legible
handvrriting
15, Applicoation of one principle at a
time
13+ Encourages neatness
17, DEmphasis on social as well as
individualistic values
18, Tlorkbook understandable to high

school pupils

Total

Perfect
Score

ar
Maximum
Soore

29

23

30

24

27

29

28

29

28
34

26

26

26

3

32

30

Score

Allowed
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Perfect Score

Score Allowed
o or
IIT1. Provision for Individual Differcnces Maximum
Score
1. Individual progress charts 18 0
'2. Suggestions for study 19 16
3. Problems on varying (A, B, C) levels of
achievement 18 i
4. Personality blanks for self-analysis 17 0
5. Periodic personality check lists 16 0
6, Functional guidance activities 17 5]
7. Inclusion of new experiences other than
those in the book 18 12
8. Provision for student initiative 23 20
9. Error analysis of fundamental processes 18 14

10. Selected references in addition to the

Text 1'2' 10
Total 179 92

IV. Reviewing and Testing

1. Self-administering tests 20 15
2. Follow-up exercises after testing 24 6
3. Encouragement of and emphasis on cor-

rect gpelling and grammatical con-

struction 28 20
L. Arithmetical application of materials 26 16
5. Opportunity to use and develop judgment 28 25
6. Exercises requiring knowledge gained from

class discussions 29 25
7. Summarizing problems which cover

several units 27 20

Totel 182 127

7, Total 1000 699



SCORE CARD FOR RATING ELEMENTARY BUSINESS

TPAINING WORKEOOKS

Directions for the use of the score card:

A separate score card should be used for each workbook. Each
workbook is to be rated on the basis of a perfect score listed in the
column headed perfect score. If in the judgment of the rater this
particular feature could not be improved upon or is as near perfect
as conditions will permit, the item should be given a perfect score.
If the feature is entirely missing in the workbook or is included in
such a way as would be detrimental to the learning activity of the
pupil, the item should be rated zero. Any other score between the
two extremes of zcro and perfect may be allotted to each feature in
accordance with the judgment and experiencec of the rater. When the
rating is completed, the scores should be added to find the total for
the workbook, for each section, and for the workbook as a whole.

Name of workbook rated Wor kbook G
Perfect Score
Features Score Allowed
or
Maximum
I. Format and Mechenicel Featurcs Score
1. Recency of publication 14 14
2. Table of contents 10 0
3. Good quality of unglazed paper that
takes ink well 14 14
4. Clear, readable type 17 Ay
5. Printed on one side of paper only 10 5
6. Opens flat 13 5
7. Perforated shects 11 b |
8. Provision for name and date on each
exercise 13 ._7_
9. Time-saving devices for teacher and
pupil 15 10
10. Envelore in which to file pages X1 o
11. Impressiveness of the make-up of the
workbook as a whole 11 _Efl_

Total 139 93



I1.

Perfect Score

Score . Allowed
Orza nization, Content, and liaterials Vs ximam
Seore
1, Dxercises arranged and numbered to
correlato with the text 29 27
2. Directions in use of workbook as 23 20
a whole
3. Complete instructions for each
exercise 30 26
4, Exercises in accord with present
experiences of the pupils 24 20
5. Additional problems other than 25
those in the text 27
6s Thought and discussion, as well as 20
objective, questions 29
7. Varietion of exercises to avoid 26
repition 28 .
8. Adequate and proper drill work 29 26
9. Provision for class and group work
as well as individual work 28 28
10, Realistic business forms 34 30
1l, Exploratory and pre-test materials 26 20
12, Recognition and use types of
vocabulary study 26 20
13, Plans for business trips and check 0
lists 20
14, Devices for motivating legible
handvrriting 26 5
15, Application of one principle at a ;
time o 80
15, Encourages neatness 32 10
17. Emphasis on social as well as
individualistic values 30 20
13, Tlorkbook understandable to high
school pupils 36 5
Total 500 a8




Perfect Score
_Score Allowed
= or
III. Provision for Individunl Differcnces Maximum
Seore
1. Individual progress charts 18 15
‘2. Suggestions for study 19 18
3. Problems on varying (A, B, C) levels of
achievement 18 15
4. Personality blanks for self-analysis 17 0
5. Periodic personality check lists 16 0
6. Functional guidance activities 17 10
7. Inclusion of new experiences other than
those in the book 13 . ]
8. Provision for student initiative 23 16
9. Error analysis of fundamental processes 18 15
10. Selected references in addition to the
Text o % ., |
Total 179 104

IV, Reviewing and Testing

1. Self-administering tests 20 20
2. Follow-up exercises after testing 24 16

3. Encouragement of and emphasis on cor-
rect spelling and grammatical con-

gtruction 28 _20
4. Arithmetical application of materials 26 11
5. Opportunity to use and develop judgment 28 25

6. Exercises requiring knowledge gained from
class discussions 29 20

7. Summarizing problems which cover
several units 27 25

Total 182 137

7. Total 1000 712



SCORE CARD FOR EKATING ELEKENTARY BUSINESS

TRAINING WORKEOOKS

Directions for the use of the score card:

A separate score card should be used for each workbook. Each
workbook is to be rated on the basis of a perfect score listed in the
column headed perfect score. If in the judgment of the rater this
particular feature could not be improved upon or is as near perfect
as conditions will permit, the item should be given a perfect score.
If the feature is entirely missing in the workbook or is included in
such a way as would be detrimental to the learning activity of the
pupil, the item should be rated zero. Any other score between the
two extremes of zero and perfect may be allotted to each feature in
accordance with the judgment and experiencc of the rater. When the
rating is completed, the scores should be added to find the total for
the workbook, for ecach section, and for the workbook as a whole.

Name of workbook rated Workhook H
Perfect Score
Features Score Allowed
or
Maximum
I. Format and Mechenical Features Score
1. Recency of publication 14 12
9
2. Table of contents 10
3. Good quality of unglazed paper that
takes ink well 14 14
4. Clear, readable type 17 19
5. Printed on one side of paper only 10 6
6. Opens flat 13 el
7. Perforated shects 11 i 1
8. Provision for name and date on each
exercise 13 13
9. Time-saving devices for teacher and
pupil 15 - 1 - |
10. Envelore in which to file pages 1] 0
11. Impressiveness of the make-up of the
workbook as a whole 11 9

Total 139 106



II,

Orza nization, Content, and liaterials

1.

2e

7

B

9.

10,
11.

12.

13,

14,

Ixercises arranged and numbered to
correlate with the text

Directions in use oif workbook as
a whole

Complete instructions for each
exercise

Exercises in accord with present
experiences of the pupils

Additional problems other than
tlhiose in the text

Thought and discussion, as well as
objective, questions

Vericstion of exercises to avoid
repition

Adequate and proper drill work

Provision for class and groupn work
as well as individual work

Realistic business forms
Exploratory and pre-test materials

Recognition and use types of
vecabulary study

Plans for business trips and check
lists

Devices for motivating legible
handvrriting

Application of one principle at a
time

Encourages neatness

Emphasis on social as well as
individualistic wvalues

Tlorkbook understandable to high

school pupils

Total

Perfect

Score

Seore

29

23

30

24

27

28

29

28
34

26

26

20

26

32

30

Score

Allowed
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FPerfact

Deore
.- or
III. Provision for Individual Differcncos Maximum
Score
1. Individual progress charts 18
‘2. Suggestions for study 19
3. Problems on varying (4, B, C) levels of
achievement 18
4. Personality blanks for self-asnalysis 17
5. Periodic personality check lists 16
6. Functional guidance activities 17
7. Inclusion of new experiences other than
those in the book 18
8. Provision for student initiative 23
9. Error analysis of fundamental processes 18
10. Selected references in addition to the
Text —15_
Total 179

IV. Reviewing and Testing

o

ll
2s

Self-administering tests 20

Follow-up exercigses after testing 24

. Encouragement of and emphasis on cor-

rect spelling and grammatical con-
struction 28

Arithmetical application of materials 26

. Opportunity to use and develop judgment 28

Exercises requiring knowledge geined from

class discussions 29
Summarizing problems which cover

several units il
Total 182

Total 1000

Score
Allowed

19
20

22
25

25

25
137
714



Following is a list of items and characteristics found in Elementary Business Training Workbooks. You are .

requested to note in the designated column whether you consider each of these items as essential, desirable, of
little value, or undesirable in such workbooks. The degree of desirability, etc., may be noted by a numerical
value, MNumbors 7, 8 or 9 should be used in the column headed Messential"; numbers 4, 5 or 6 in the Mdesirable!

colunn; 1, 2 or 3 in the column headed Wof little or no value"; and 0 in the "undesirable" column, No item

should be checked in more than one column. In determining in which column an item should be included it might be

wall to usk Mls (for example) @ table of contents essential, desirable, of little value, or undesirable in an

Elusentary Business Training Workbook?" Space is provided for you to include any other items you wish.

i b

A FEATURES YOUR QPINION
= -
=
- ° L £
3 - o3 :
/ S = s s
0 o - =
& a a= 5
Ui v P ey S S % St Y Y -
I+ Format and Mechanical Egatures g
l. Recency of publication t g 3 :
2. Table of contents z 2 H :
3. Good quality of unglazed puper that takes
ink well : ) 3 -
4« Clear, readable type : -] H H
5« Printed on one side of paper only t L H 3
6. Opens flat ] H 3 :
7+ Perforated sheets 2 z : g
3. Punched notebook holes t ) H H
9, Provision for name and dute on ecch :
exercise 1 H : Ed
10. Time saving devices for teacher and
pupi | i : i
11s Extra blank paper H x 3 3
12, Envelope in which to file papers H 2 3 :
13. lapressiveness of the moke-up of the
workbook as 2 whole L] 2 i H
14 Other ' 3 3 H
] 3 | g
: i 4 3
- Ccaunizetion, Gontent, sod Materisls
|+ Exercises arranged and numbered to
correlate with the text ! 3 3 3 ol
2. o correlation with textbook ] S 3 H
3. Pirections in use of workbook as
o whole : 2 : £
4, Complete instructions for ecach exercise ] : 2 3
=
5. Stotement of problems makes reference -
to textbook unnecessary 2 2 1 H
5, Exercises ir accord with present
experiences of the pupils 2, e $ H
7« ndditicnal problems other than theose
in text : -3 3 :
8. Thought and discussion, as well as
objective, questions t z : i
9. Variztion of exercises to avoid
repetition * 3 : 2
!0s idequate and proper drill work ] 3 3 S
Ils Provision for class and group work
as well as individual work : 2 3 :
12, Rezlistic business forms H =l 3 3

13. Exploratory and pre=test materials

e
jor
joe

oo

I4. Recognition and use types of
vocabulary study :

v
ad
2]




15,

18,
19.

20.

21.

Il
2.
3.

l+.
5.
6'

8

.

ls
2'

3.

EEATURES

Plans for business trips and
vocabulary check lists

Devices for motivating legible
handwriting

Application of one principle at
a2 time

YOUR OPINION o
s 2 ® €
e 0 3 w
T c 2 = @
5 "—" ::kb- _g
g 3 T - 5
w (=] - =
'___21__&1 : 4 6, 5; U $ 3. 9. H 0

-

' wr : .

Encourages neatness : H 3 H

Emphasis on social as well as

individualistic values L z £ [

Workbook understandable to high

school pupils 3 g : H

Other : : : e
$ 2 2 $
| [ $ H

ill. Provision for Individual Differences

Individual Progress Charts H ) ] g

Suggestions for study e : : 3

Problems on varying (A, B, C) levels

of achievement ] 2 1 z

Personality blanks for self-alalysis : i3 i H

Periodic personclity check lists t 3 B 2

Functional guidance activities £ g z 3

Inclusion of new experience other

than those in the book t H : H

Provision for student initiative t : : z

Error anzlysis of fundamental

processes : 3 H H

Selected references in addition

toc the text ' : : z :

Other : H H H
1 2 : 1
: 2 ? £

Reviewing and Testing

Setf-adninistering tests H S § : -

Follow-up exercises after testing : H : H

Encouragement of and emphasize on

correct spelling and grammatical

construction t H H z

Arithmetical application of 8

meterials t [ B : =

Opportunity to use and develop judgment 1 g 3 H

Exe~cises requiring knowledge gained

from class discussions : : 2 %

Summacizing problems which cover several

urite : : 2

Debey T ] 3 H

- 2 H 3 :
: 3 3 2
t ) ) 3
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