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A8 1t will be necessary to expand and possibly nik2 changes in the

thin the next few yzurs, it

oo

business curriculum of kason ilizgh 5chool «
has becom2 nacessary to nialke a stuldy of the denands and neads on the
Business Iducation Tepartiient to determine what specific changes night
be necessary,

The main objectives of the Business ‘iucati.n Jepartment are,
(1) to provide knouledges and skills whicu will insure vocational cone
netence for all students who desire and can profit from such training,
(2) to provide t12 collere preparatory student with rore working tools
while continuing his e.lucation, (3) to contribute to the g-neral education
of stulcnts as consumers, and for their own personal use outsice their
vocations, Is the instruction and course content carrying out these
obiectives? To find an answer, the follo. ing nethous and procodures
were followed,

PBusiness Nducation majors were determined from th:e [rauuating
¢losses from 19060-1064, GHach class was then Jividad into quartiles
sccording to grada-point averace, and ti:rce Dusiness Gducation majors

Py

were picked at random from ecach quartile and pairzd with a non-Dlusiness
inucation major of likz point averase {rom the same classe ihis resulted
in 15 Business Ixiucation majors and 15 non=3usiness :Hducation najors from
enci quartile, making @ total of 120 students to whiom questionnaires were
sent, Two é'fferent letters wnd ~uestionnoires - ore sont to the two

groups, wotn groups were questionad about post-high 3chorl education,

whether or not tiicy had or had had a full-time or part-tine job, and the



[ )

.

Lkind of iob (office, distributive, trule, industrial, or other). In
addition, the Business :ducation graduates werz requested to check whether
certain duties were performaed on the job and vhathor certain maclines were
sed on the job, The non-jusiness ikiucation graduates vere ashed to check

tlie businzss courses taken and in another box, the business courscs they
would lite to have taken, The letters and quostionnairces were mailed on
Harch 3, 1965 and the returns, without a follow-up, totalled 55,8 per cent,

Of the questionnaires sent to the up er half of the clasues, 75 per
cant returned tlicirs and 36,7 per cent of the lower half of their classes
returned the questionnaircs so the responses tend to roflect the opinions
of t.e better students to a greater degrec,

Cver one third of the Mason graduates major in BDusiness Zducation,
Cf t ose w0 reshonded to the questiomnaire, all have jobs except one
student, and of these, 82.9 per cent are eployed in the greater Larsing
area, Only 14,3 per cent are ermloyed in the city of lMason,

(f the Business Slucat’on respondents, 74.3 per cent have full-tine
4

joe]

jobs and 22,5 per cent have part-time jobs, Thore are 02,3 per cent
wio are ermloved in offices, Gf these, 42,8 por cont tate siorthand,
1230 ner cent type, S6.4 per cent do some form of filing, 75 ner cent
do bookkeepine or recordkecping, Abcut 50 ner cont use Laual tyve-
vriters and 50 per cent use electric typooriters in thrir ‘obs,  bout
one third of the respomients use adding wmachines and ditto machines and
more than one third use the mineorranh machine and dircct cunpy machine,
All use the telephone,

Yost of the non-Jusiness Z'ucation rraiuates toon Typing and alnost
to thirds of those volie use of thiis shill in collz;e and for their

own personal uses, (ver one third tool ookkeoningm,



The study indicates that there is

adequate preparation in the

clerk-typist, stenographic and bookkeaping areas except for lack of

instruction in filing,
belor=average student and for boys,
L2 nlac>d on consurier education,

v

Tie findings indicate that the
nreparing tieir studonts vithin the

offered,

lere shion mor ourse offerinyg e
There 14 be ec offerings for the

In allition, more erphiasis siiould

staff is perforoing aderuately

frane ork of the courses as now
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gf teperralu-tion exnreisnsasg w21t be 'mat litely to rrturn qt:e:.t".onn:-.rf.:s".“1

Mg iasgg rhatation Pojors Gf 647 cradaatas from 1900 to 1944, 17

. -~

(19,6 u2r cant) er» eousidarad Dusin2ss “Gucation nmalors, (f

thiecse,

(

125 (C3e4 mnx cent) are girls and 2 (1.6 por cont) arae boyse T2 DoyS

graluntad {0 1004 vl oers in the thir cuartile

™ distribetion of those stulonts by quartilcg ot yerors is stoon

in Table T (e 03)e  threre vore 33 (26 ver cont) din e £ivot qusetilo,
43 (33,9 »or cmnt) ave in tha seacond quertils, 33 (26 »eor cont) in the
tuie? quartile and 18 (14,1 por cant)in th2 fourd: quartile, gy roxle
mataly 00 vor cmt of the Susingss Tiucation wmajors wore in the wper
half of th-ir elass~s and 40 per coant vere in the Yo:or half of their
€l1ass26,

~

TFralogmeend Traalily nn The anlovwent braacidoon of both the s ie

neas Tducation paors ad e nponsRusiness Slucatlon wa’ors <o returnad
tiisir ~usstionnalres is ghon in Tabla (I (e 24),

Cf the Tsinesg shwation gospond mts, 7443 por et have fulle
£l Joba and T2,8 »er cont Dove nart=tiice fobsg, iMwose vith partetice
jol are working wul roine o schonl nlso, exent in one instance, and

st2 13 -orking part tooe Locaus2 ghe fg prosant,

ete

™o one (oinesa Wlucotion pradunt2 cith no lob, thoush fully
qualifial 23 8 stmorrrcher, i3 17 venrs old, so hins been unierage to
qualify for the kind of job gue @ mits, fier vowrs attondance record in
liizh 6271001 has 2159 baon a 1iabillity,.

Of the susiness "Cucotion roshondmis, £2,3 nor cont are eployed

in ofTice iohs, and 5,9 wa3r cont are in Jistrilutive (0bLse  Twse wWio

1‘,’.‘- urpevens ! Ty Tt eyt ’ TY oay T Sqeaged - Eleen Ve f ol
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o
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for “urer ITn-fripomats in
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are {n Migtritotive, arve corhing nard tias ondoroing o sl 8150,
(F the 2 (5.9 por cont) vho ara in dndustricl b, oa, & by, vas
in e third gquaortite, an! the othor, a pirl, was in Iho fourth cu reila

of thoir grasunting ¢lanses, Mizre was alsc ong Lo o owploved o3 e

nortetise neitross mnd cne eacloyal as a parietice nmuvses aid hile

Tn Talds YIT (e o8) the lozat'on «f o »lovmont of t9.2 5 -loctad
uaincss Tucotion resnoncants who pradustz from 186D o 1v.d4 §8 ghioene
Cf these, 20 (U2.9 por eont) are @ plovad in the jreater Laioing arcae
iinre sre 5443 per et vio ave o lovad Itz eity of Lanuliuge OF
t.is £ioure, 20 car eout are aswloyed Dy the tate of [ icnlyan in clvil

sarvic? fobs, v d 34,3 por et oara o lovenl by Lusioesses n Lonsing,

Cly 5 (19,3 »or coit) are @ rlovad in Moson, and 8 (L4.3 por ceat), are

ey oy In oot Lasstng it 3 oef s (o ocer eont) epivyn?t by
Picidoan State Uplveraity, Thoore is o strong tomoonoy for the vraduates

to Lol for eodoveent I this nort of L2 sorte, thn © hus2 arlae

Diohor Taucat’on The returns fron the rogoonients Sio thact slout

> . : Fod
75 ner et of the gitudontsg take son: o of sest!

Of thin finure, coout 47,7 »or cont abtond a cowpoanivy or [our-yaar

cellore or wiivyereity, Tt cas not o vuxoosa is stiedy to dlotorndne the

brediudoun of elucation Devondd Ulon st as a suwly L balng wole
Fuldaca Sopartnio g this swwor,.

Of those Dusinoss ousotion oolors ensloyal dn oitioos,

(42, =er covnt) tohe shovil ikl fraoaetiy and 4 (Ldgd »or ¢ nit) tw e
stior tfiarg) oY tere, Meya ccave 10 (I7 o cont) o o aeledd Ehat they

tracoorilen) Froo notos froooealty w3 7 (5 por cont) Lo CLcad that
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ASON PUBLIC SCHOOLS

ASON

MICHIGAN

March 3, 1965

Dear Graduate

The Business Department of your High School is reviewing
its curriculum to determine whether or not it is preparing its
graduates in the areas essential to doing a good job on the job.
In order to judge more effectively, we feel that we should check
with you since you are one of our graduates,

Please take ten minutes of your time and fill in the en-
closed questionnaire and check sheet, put it in the enclosed
envelope and return it to us, It will help a great deal in
determining whether or not changes should be made in the
curriculum, No one will know where we received the information.
Do not sign your name--that will be confidential.

We would appreciate your returning the questionnaire
by March 15 so that we may act on the results as soon as

possible.
Cordially yours
,,4:{ o M ;UCR(.-/70~>~4'7k¢/
Business Education Department
ec

P. S. Remember, if you don't fill it out now, you may forget
it later.
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Please list below any additional education you have had since leaving this school.

Institute

City and State Course of Study (Minor, if any)

If you were ever employed or if you are employed now, will you give us the following

information: Part time Full time
Employer or Firm City and State urren S b
Is this job in: (please check one) Office Distributive Industrial ___

Trade ____ Other ___ (please explain)

Please check the following duties performed as to their frequency, using the follow-

ing: F—Frequently
Do you:
take shorthand
transcribe from notes
Do you type:
business forms
treiness letters
statistical information
straight copies
legal papers
manuscripts
ditto
mimeo
others (please explain)

S—Seldom
F S N
]
]

I[_

|

Do you file:
alphabetically
geographically
numerically
others (please list)

Do you:
receive callers
make appointments
act as a cashier
do stock work
wait on customers

In what way could your business training
in high school have been more helpful

to you?

If you have any additional comments

please write on the back,

N—Never

Do you keep records
Are you a bookkeeper
Jjournal
ledger
combination journal
Do you:
write checks
prepare customer
statements
prepare payroll
keep personnel records
others (please list)

-

—_—

|
P

Do you operate a:
manual typewriter
electric typewriter
ditto machine
mimeograph
key-driven calculator
rotary calculator
primting calculator
ten-key adding machine
full-key adding machine
direct copy machine
transcribiry machine
addressograph
bookkeeping machine
billing machine
cash register
key punch
telephone
switchboard
others (please list)

T
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APPENDIX IIX

ASON PUBLIC SCHOOLS

A\SON

MICHIGAN

March 3, 1965

Dear Graduate

The Business Department of your High School is reviewing
its curriculum to determine whether or not it can do more for
the college prep student in aiding him to make his college
courses easier, and to give him more tools to work with while
he is zetting his education beyond high school. In order to
Judge more effectively, we feel that we should check with you
since you are a graduate of Mason.

Please take ten minutes of your time and fill in the
enclosed questionnaire and check sheet, put it in the enclosed
envelope and return it to us. Your help is needed in our
effortd to determine whether or not changes should be made
in the curriculum., No one will know where we received the
information, Do not sign your name--that will be confidential.

We would appreciate your returning the questionnaire
by March 15 so that we can act on the results as soon as
possible,

Cordially yours

[
7 L7 Cl "’J{(/rk,/:.\’»— S
Business Education Department

ec

P. S. Remember, if you don't fill it out now, you may forget
it later.
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Ycar graduated APPENDIX III

Please list below any additional education you havec had since leaving this school,

Institute City and State Course of Study (Minor, if any)

If you were ever employed or if you are employcd now, will you give us the
following information: Part time Full time

Employer or Firm City and State Current or Last Job

Is this job in: (please check one) Office Distributive __ Industrial
Trade Other (please explain)

Which of the following courses did ; Which of the following courses do you
you take in high school? (please check) : wish you had taken in high school?

General Business (please check)

Shorthand II
Office Machines
Office Practice
Business English
(Other)

(Please explain)

Office Machines
Office Practice
Business English

Typing I . General Business
Typing II - Typing I
Intermediate Typing _ Typing II
Bookkeeping _ ! Intermediate Typing
Shorthand I - Bookkeeping
Shorthand IT ___ Shorthand I

If you took shorthand, do you
take lecture notes in shorthand?

If you took typing, do you type
the papers required for your
courses?

Do you type papers for others?

Additional comments: In what way could additional business
courses have been helpful to you?
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