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ABSTRACT

THE DESIGN, DEVELOPMENT, AND VALIDATION OF A SECRETARIAL IN-BASKET
TO EVALUATE DECISION MAKING IN THE SETTING OF WORK PRIORITIES

By

Betty Louise Schroeder

The Problem

The need exists for criterion instruments that represent situations

in which the secretary is required to use the integrated tasks involved

in the secretarial position to make decisions relevant to problems

related to the position and to determine appropriate solutions to these

problems.

In evaluating the secretarial student's achievement in making

specific types of decisions in specific situations, an evaluative

instrument is needed that involves the student in a job situation and

requires her to make appropriate decisions. This study was designed

to accomplish these four objectives:

1.

To design an evaluative instrument using the in-basket
format based on representative problems requiring the
decision-making ability of the secretary in setting
work priorities.

To develop criterion answers for THE SECRETARIAL
IN-BASKET based upon answers given by a panel of
experts.

To determine whether the instrument does, in fact,
distinguish between the performance of experienced
secretaries and the performance of potential secretaries
in terms of three types of decision making contained

in the in-basket:
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a. Quality of action responses to in-basket items

b. Quantity (number)of in-basket items attempted

c. The priority order of the in-basket items as

indicated by the subjects
4. To develop a suggested measurement schema based on the

results of field testing THE SECRETARIAL IN-BASKET with

groups of experienced secretaries and groups of potential

secretaries.

Methods and Procedures for the Study
One of the questions arising in this research study asked if in-

basket simulation can be used to evaluate the ability of an individual
to handle specific decision-making required in a particular position,
that of secretary. The design and development of THE SECRETARIAL
IN-BASKET into an instrument that could, in fact, evaluate an individ-
ual's ability to handle these kinds of decisions was dependent upon
the following operational phases: (1) Preliminary planning; (2) review
of related research and literature pertaining to design and develop-
mental theories, historical development of in-basket simulation,
analyses of the secretarial role, and research in curriculum develop-
ment; (3) the critical incident study; (4) the development of THE

SECRETARIAL IN-BASKET; (5) field testing THE SECRETARIAL IN-BASKET;

and (6) analysis of the data.

Findings of the Study
Three general areas of concentration are represented in the
findings that result from this in-basket study:

1. Findings that relate to the actual design and development
of THE SECRETARIAL IN-BASKET.

2. Findings that relate to the validation of the in-basket
simulation.

3. Findings that relate to the development of a measurement
schema for the in-basket simulation.
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Conclusions
The three basic conclusions drawn from the analyses of the data in
this experimental study emphasize the theory of decision making as it
must be combined with the career ladder concept, the importance of

quality of performance, and the need for levels of secretarial education.

Implications for the Study

Implications resulting from this in-basket research are evident
in the areas of curriculum development (both secondary and post-
secondary), research, teacher education (pre-service and in-service),
and training within industry. Instructional programs now being
developed on the secondary and post-secondary levels will require
a learning environment which teaches students how to make decisions
and then provides opportunities to practice making decisions. Teachers
must be acquainted with the career ladder concept and its relationship
to the vocational curriculum and with appropriate instructional tech-
niques and materials to enhance the instruction. There is also a need
for a coordinated effort between education and business to provide a

complete secretarial education for the secretary.
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CHAPTER I

THE PROBLEM OF THE STUDY

A. Introduction

The secretary in the business office is a file clerk .. a general
office worker .. a receptionist .. a stenographer .. an administrative
assistant .. all in one '"package.'" At one time her job might have
involved, for the most part, the taking and transcribing of dictation;
and for this her achievement of typewriting and shorthand skills and
her general understanding of office procedure may have been enough to
prepare her for the tasks she handled in her position. However,
today's business world in which automation is placing much more stress
on the secretary requires her to be responsible for more creative work,
to understand detailed instructions, and to handle more problem solving

el Py £ : A
and decision making.” The Dictionary of Occupational Titles states in

part that the secretary is a '"Girl Friday ... who relieves officials
of clerical work and minor administrative and business detail."? In
our fast-growing economy the office has become known as the center of

business activity and is known by many names and titles including

1U. S. Department of Labor, Adjustments to the Introduction of
Office Automation, Bulletin 1276 (Washington, D. C.: Government

Printing Office).

ZU. S. Department of Labor, Dictionary of Occupational Titles,
Volume II (Washington, D. C.: Government Printing Office), p. 263.







CHAPTER I

THE PROBLEM OF THE STUDY

A. Introduction

The secretary in the business office is a file clerk .. a general
office worker .. a receptionist .. a stenographer .. an administrative
assistant .. all in one '"'package.'" At one time her job might have
involved, for the most part, the taking and transcribing of dictation;
and for this her achievement of typewriting and shorthand skills and
her general understanding of office procedure may have been enough to
prepare her for the tasks she handled in her position. However,
today's business world in which automation is placing much more stress
on the secretary requires her to be responsible for more creative work,
to understand detailed instructions, and to handle more problem solving

and decision making.1 The Dictionary of Occupational Titles states in

part that the secretary is a "Girl Friday ... who relieves officials
of clerical work and minor administrative and business detail."2 In
our fast-growing economy the office has become known as the center of

business activity and is known by many names and titles including

lU. S. Department of Labor, Adjustments to the Introduction of
Office Automation, Bulletin 1276 (Washington, D. C.: Government
Printing Office).

2U. S. Department of Labor, Dictionary of Occupational Titles,
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"communication center," "information center,'" '"decision center,' and
"'records center."3 The secretary who holds a position in the modern
office must be flexible enough to perform within this type of office
environment.

Lehnert views her role as a secretary as one involving ever-
changing responsibilities and adaptation to new dimensions of her
employer's role:

... the secretary of today who only keeps records, files,

takes notes and types won't be around--or at least not

employed as a secretary--in the year 2000.

She further implies that what will be essential is a secretary who can
relate to the goals of management and ‘'who thinks, sees relationships,
and has enough practical knowledge to follow his 'chinking."5

While technological and scientific innovations have caused changes
in the office, the basic instructional program intended to prepare
individuals for office occupations has remained virtually unchanged.6
In secretarial education much of the emphasis in the preparation of
secretaries has been with the acquisition of typewriting, shorthand,

and machines skills and knowledges, sometimes to the exclusion of

3Normam F. Kallaus, '"Hardware: A New Man-Machine Interface,"
A Taxonomy of Office Activities for Business and Office Education,
Interim Report, Project No. 7-1223, Grant No. OEG-1-7-071223-513%,
Research 12 (Columbus, Ohio: The Center for Vocational and Technical
Education, July, 1968), p. 85.

4Marie Lehnert, CPS, '"P. S. for Private Secretaries,'" Volume 14,
Number 7 (Waterford, Connecticut: Bureau of Business Practice, Inc.,
April 15, 1971), p. 1.

SIbid., p. 2.

6Harry Huffman et al, A Taxonomy of Office Activities for Business
and Office Education, Interim Report, Project No. 7-1223, Grant No.
0EG-1-7-071223-5134, Research 12 (Columbus, Ohio: The Center for Voca-
tional and Technical Education, July, 1968), p. 3.







abilities in decision making that are equally important to the secre-
tary's success in handling the demands of her position. The evaluative
instruments used in secretarial education have reflected the skill-
knowledge concentrations in the preparation of the secretary, with a
need resulting for criterion instruments which provide the opportunity
for terminal evaluation of the prospective secretary's ability to cope
with specific occupational situations. For the secretarial student
with a career goal in mind, the assessment of her capability to cope
with all aspects of the secretarial position for which she is being
trained (skill-knowledge acquisition as well as the interactive and
decision-making aspects) is vital for reasons of employability.
Therefore, the means whereby this assessment takes place must be as
much as possible like the demands of the job as secretarial education

can make possible.

B. The Problem

The need exists for criterion instruments that represent situa-
tions in which the secretary is required to use the integrated tasks
involved in the secretarial position to make decisions relevant to
problems related to the position and to find appropriate solutions to
these problems.

The prospective secretary's ability to make appropriate decisions
in setting work priorities is one area in which numerous learnings are
integrated, learnings which involve skills previously acquired, busi-
ness information knowledges, organizational information, affective
qualities of the individual, to name only a few. In evaluating the

secretarial student's achievement in making specific types of decisions




in specific situations, an evaluative instrument is needed that
involves the student in a job situation and requires her to make
appropriate decisions.

This research study is designed to accomplish the four fundamental
objectives presented here:

1. To design an evaluative instrument using the in-basket
format based on representative problems requiring the
decision-making ability of the secretary in setting work
priorities as determined by a critical incident analysis
of problems submitted by randomly selected samples of
experienced secretaries (Certified Professional Secretaries
and secretaries who are members of the National Secretaries
Association (International).

2, To develop criterion answers for THE SECRETARIAL IN-BASKET
based upon answers given by a panel of experts, such
answers validated during the first field testing tryout.

3. To determine whether the instrument does, in fact, dis-
tinguish between the performance of experienced secretaries
(CPS, NSA, and Michigan Bell Telephone Company secretaries)
and the performance of potential secretaries (students
enrolled in office block programs or secretarial practice/
advanced shorthand classes in secondary schools in Michigan)
in terms of three types of decision making contained in the
in-basket:

a. Quality of action responses to in-basket items

b. Quantity (number) of in-basket items attempted

c. The priority order of the in-basket items as
indicated by the subjects

4. To develop a suggested measurement schema based on the
results of field testing THE SECRETARIAL IN-BASKET with
groups of experienced secretaries (CPS, NSA, MBT secre-
taries) and groups of potential secretaries (students in
office block programs or secretarial practice/advanced
shorthand classes).

C. Methods and Procedures for the Study

This study will encompass six operational phases in the design

2

development, and validation of an in-basket simulation that will







measure the ability of the secretary to handle specific decision making

required in the setting of work priorities required in her position.

These operational phases and a description of the procedures to be

utilized within each phase follow:

s

Preliminary Planning: Experts in the field of in-basket
Tesearch will be contacted for information on the develop-
ment of in-basket simulation. Preliminary investigation
of the possibility of selecting samples of secretaries
from the membership of the National Secretaries Association
(International) and from the Institute for Certifying
Secretaries will be made. Preliminary planning for the
inclusion of high school students in the office block
programs and in secretarial practice classes will be
conducted and investigations made into the possibility

of utilizing several high school programs or classes.

Review of Related Research and Literature: The review
will focus on these four specific areas of study to
determine relationships to the present study:

Design and developmental theories

The historical development of in-basket simulation
. Analyses of the secretarial role

Research in curriculum development for secretarial
education

a0 o

The Critical Incident Study: A study will be made of the
kinds of problems and decisions made by experienced secre-
taries in their jobs. Flanagan's critical incident tech-
nique will be modified for use in this study. Samples of
secretaries will be selected from the membership rolls of
the NSA and the Institute for Certifying Secretaries. A
classification will be made of those problems and decisions
to determine the most frequently occurring problems. These
will be included in the in-basket simulation to be developed.

The Development of the In-Basket Simulation: Based upon
the results of the critical incident study, an in-basket
simulation will be developed with at least 20 of the most
frequently occurring problem factors from the critical
incident study. The in-basket simulation will be reviewed
by experienced secretaries and business educators to check
its content and face validity. A panel of experts (experi-
enced secretaries and business educators) will be used to
determine the response patterns for the scoring procedures
for the in-basket. The in-basket will first be administered
in a preliminary tryout with secretaries.
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sheet. Within the time limit set for the in-basket it
would be impossible to have the participant actually pro-
duce typewritten problems in addition to making appropriate
work-priority decisions.

3. The in-basket itself will be based upon a time limitation
of 45 minutes. Therefore, the number of in-basket items
will be limited to 40 items, two in-basket items for each
of 20 problem categories.

4. The samples of secretaries contacted during the critical
incident study will be drawn from the membership rolls of
the Michigan Division of the National Secretaries Association
(International) and the Institute for Certifying Secretaries.
The samples of secretaries selected for field testing will
include: (a) Certified Professional Secretaries residing
in the State of Michigan, (b) secretaries who are members
of the Michigan Division of the National Secretaries Associ-
ation (International) and residing in the State of Michigan,
and (c) secretaries to divisional managers of the Michigan
Bell Telephone Company, Detroit, Michigan.

5. High school students participating in the field testing
will be from selected high schools in the State of Michigan,
selected on the basis of whether there are single-period
secretarial practice and/or advanced shorthand classes or
vocational office block programs.

6. The number of tryouts for the in-basket will be limited to
two, the first tryout followed by a revision stage.

Definition of Terms
The following definitions will be used throughout the study to

explain the given terms:

Certified Professional Secretary: an experienced secretary who

has successfully completed the standard 12-hour examination adminis-
tered by the Institute for Certifying Secretaries covering a wide
variety of topics including human relations and personal adjustment,
business law, secretarial accounting, economics, business organization,

and management . &

7Rut:h I. Anderson et al, The Administrative Secretary: Resource
(New York: McGraw-Hill Book Company, 1970), p. 19.
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Critical Incidents: those incidents from actual cases of on-the-
job behavior that determine either effective or ineffective on-the-job
behavior; the difference between success and failure in carrying out
the important components of the job.8 The critical incident procedure
developed by Flanagan consists of a set of procedures for collecting
direct observations of human behavior in such a way as to facilitate
their potential usefulness in solving practical ]:vroblems.9

Decision: a choice between two or more plausible alternatives.

Decision Making (individual): a judgment to promote the welfare

of one person, considered by himself.

Decision Making (institutional): a judgment leading to the

greatest possible attainment of institutional goals.

Decision Making in Setting Work Priorities: judgments made by

individuals in establishing the arrangement of individual tasks in the
secretarial position leading to the attainment of institutional goals.

In-Basket Simulation: an experience involving the participant in
a hypothetical work situation in which he must make decisions on a
series of business papers deposited as incoming mail in his "in-basket"
as well as a specified number of interruptions in the work day.

Michigan Bell Telephone Secretaries: secretaries to divisional

managers of Michigan Bell Telephone Company, Detroit, Michigan, who

are a part of a secretarial training program for divisional secretaries.

8Ed\vard J. Furst, Constructing Evaluation Instruments (New York:
Longmans, Green and Company, 1958), p. 22.

9John C. Flanagan, "The Critical Incident Technique," Psycho-
logical Bulletin, Volume 51, Number 4 (July, 1954), p. 327.
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NSA Secretaries: secretaries who are members of the Michigan

Division of the National Secretaries Association (International).

Secretary: an occupation concerned with carrying out administra-
tive and general office duties, taking and transcribing dictation,
maintaining files, preparing reports, opening and routing mail, making
appointments, originating memorandums and letters for her superior's
signature, and related duties and responsibilities; an occupation which
may be entry-level but may also lead to positions as social secretary,
legal secretary, medical secretary, and executive secretary.lo

Students in Office Block Program: high school students who are

seniors and enrolled in a two-hour office block program.

Students in Single-Period Classes: high school students who are

seniors and enrolled in a one-hour secretarial practice or advanced
shorthand class.

Terminal Evaluation: measurement of an individual's ability to

integrate learnings with application in a simulated but realistic on-
the-job situation in order to make appropriate decisions relating to
the position.

Work Priorities: the ranking of those tasks or responsibilities

involved in the secretarial position in the order of their importance
and/or in the order in which those tasks must be performed or respon-

sibilities assumed by the secretary.

———

10
(Hashs U. S. Office of Education, Vocational Education and Occupations
lgashmgton, D. C.: U. S. Department of Health, Education and Welfare,
69), pp. 78-79.
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D. Rationale of the Problem

Fromm, in one of his recent philosophical essays, emphasizes that
most intelligence tests measure not so much the capacity for reason and
understanding as the capacity for quick mental adaptation to a given
situation. His concern is that this type of assessment, requiring the
application of categories of comparison and quantitative measurement,
has become a common evaluative procedure rather than thorough analysis
of each given phenomenon and its respective quality:

We find today a tremendous enthusiasm for knowledge and

education but at the same time a skeptical or contemptuous

attitude toward the allegedly impractical and useless

thinking which is concerned 'only' with the truth and which

has no exchange value on the market.ll

Ewing appears to be in agreement with Fromm in regard to intelli-
gence and proficiency tests and their potentiality as evaluative tools:

The questions normally included in an intelligence test usually

involve vocabulary, sentence completion, analogies, reasoning

problems, and others that emphasize academic know-how more

than reality judgments. It is necessary to look more closely

at the performance record and count more heavily on intuitive

judgments when evaluating one's knowledge at this level.l2

Goslin states that a ''person's abilities may be assessed by vari-
ous means, the most obvious of which is his performance in the position

for which he is a candidate‘”13 Because of the increased demand for

office workers possessing quality levels of personal judgment and

1 .
Erich Fromm, '"Personality and the Market Place,' Man, Work, and

Society, ed. Sigmund Nosow and William H. Form (New York: Basic Books,
Inc.,"1962), p. 451.

2. .
David W. Ewing, The Managerial Mind (New York: The Free Press
of Glencoe, 1964), p. 133.

F pavid A. Goslin, Teachers and Testing (New York: Russell Sage
oundation, 1967), p. 3.
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responsibility, those individuals being trained and educated as secre-
taries should have the opportunity to experience situations prior to
employment like those they will find in that initial secretarial posi-
tion. Vocationally reimbursed programs funded as a result of the pas-
sage of the Vocational Education Act of 1963 and the Vocational Amend-
ments of 1968 have enabled an increasing number of students to receive
vocational education in preparation for future employment. Crawford
indicates that urgency is required in directing some attention to the
nature and demands of the offices in which future typists and secre-
taries may go.14 Stierwalt indicates that mutual agreement seems to
exist among both the businessmen and the secretaries:

. that superior secretaries not only need to be adept in the
basic skills (typewriting, shorthand, business mathematics,
filing, etc.), but they also need to be able to work things
out for themselves. A secretary is given very few instructions,
and then she works under very little supervision. Therefore,
it would seem that our curriculum in business education should
include some practice in decision making for the prospective
secretary.lS
Lanham et al noted the need for students preparing to enter office

Occupations to be acquainted with the demands of the position:
Students have too often been last to be exposed to the
specific expectations of employers for office performance.
As an instructional innovation, we propose that students,
those contemplating office employment or those committed

to prepare for office work, have access to this set of
office expectations.

4

T. James Crawford, "Typewriting and the Vocational Education Act
gf 1963," Selected Readings in Business and Office Occupations, National
-usiness Education Yearbook, No. 5 (1967), pp. 95-96.

Deci _SIrma Lee Stierwalt, '"Help Prospective Secretaries Develop
Cision-Making Ability," The Balance Sheet (May, 1969), p. 401,

New oizf’rank W. Lanham et al, Development of Performance Goals for a

o = ice ::md Business Education Learnings System, Final Project

(wl; h" Project No. 8-0414, Grant No. OEG-0-0-080414-3733 (083)
Shington, D. C.: U. S. Office of Education, 1970), p. 54.
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Oliverio suggests that realistic office tasks give students experience
in independent decision maki'ng.17 Lanham, in summing up the qualities
needed in the future office worker, stated that:

The clerical workers of tomorrow must be able to solve problems,
to think, to compute, to arrive at wise decisions, and to com-

municate thought. 18

Evaluation of Student Progress

Evaluation of learning can be achieved in a variety of ways using

published materials that are available in business education. The

following brief review of several current practices will indicate those

aspects of the evaluative process for which each testing device may be

best suited.

Skill or Performance Tests. Timed writings in typewriting are an

example of a skill or performance test used to judge the speed and/or
accuracy of an individual's ability to typewrite. This particular type
of test measures the ability of the typist to manipulate the mechanical
parts of the typewriter, resulting in a words-per-minute rating. The
dictation test in shorthand, another form of isolated performance test,
measures the student's ability to take dictation at various speeds and
is useful in the initial stages of shorthand skill development while
forcing the student to strive for faster dictation speeds. However,

the measurement or rating obtained in isolated skill tests like these

17Mary Ellen Oliverio, '"Teaching Clerical Practice Students How
to Work," Selected Readings in Business and Office Occupations,
National Business Education Yearbook, No. 5 (1967), pp. 77-78.

18Framk W. Lanham, "Electronics and the General Clerical Program,"
Business Education Forum, Volume 16 (February, 1962), p. 4.
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represents achievement at only certain levels of the learning process
and gives little or no indication of the student's capability of
transferring these skills into performance in an actual work setting.

Business Information and Related Knowledge Tests. Basic knowledge

tests measure one thing in particular: the ability of the student to
memorize the general business information needed in preparation for
problem solving. Business terminology, organizational data, and infor-
mation needed in order to understand specific aspects of the business
world are included in business information tests. Such tests may be
used as pretests to provide a check on information already attained by
the student or perhaps as self-check activities whereby an individual
student can check his competency in a given area of interest. Initial
cognitive learning in skills and secretarial procedures may involve
learning such fundamental knowledges as names of machine parts, proce-
dures in determining vertical and horizontal measurements, and amount
and/or type of spacing required for specific kinds of problems. Tests
of this nature are strictly informational, and little or no immediate
attempt is made in the test to apply these knowledges to an actual
business situat:ion.19

Self-Evaluative Instruments. Questionnaires, surveys, and check-

lists designed for self-evaluation by the students are helpful in
determining personal qualities possessed by the students as well as
their attitudes toward their occupational goals. However, the legiti-
macy of such measurements in the final analysis of the student's

capability of handling the work load on the job is questionable.
) 19Mathilde Hardaway, Testing and Evaluation in Business Education,
Thl;‘d Edition (Cincinnati:  South-Western Publishing Company, 1966),

p. 301,
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Production Tests. A series of problems pertaining to a specific

unit of study and completed by the student under time pressure is known
as a production test. These problems may also be integrated so that
there is a variety in the types of problems involved in one such test,

such as tabulation problems, business letters, memoranda, statistical

problems, thus giving the students the opportunity to solve several
kinds of problems in one testing situation. However, these production
tests usually do not require decision making in the setting of work

priorities. The problems may be completed in the same order in which

they are presented on the test; no problem is any more important than
any other problem in setting priorities. Another means for handling

the problems is to 'batch process'" the tasks into groups of similar

tasks to avoid several '"'setting-up'' time losses. The students will be
judged on how much production is completed in a given amount of time.
An added emphasis on production tests for prospective office
workers has been noticeable in recent years, perhaps as a result of
typewriting research which indicates increased transfer of learning
when instruction stresses the production typewriting method rather
than the straight-copy typewriting method.20 Hardaway emphasizes that
the production test may have the disadvantage of including only a
restricted sampling of applications, thus making the test 'unreliable
from the standpoint of subject coverage and relative time devoted to

; . e 21
nontyping vs. typing activities."

2 -
0T. James Crawford, Production Typewriting, Monograph 97

(Cincinnati: South-Western Publishing Company, 1960), p. 20.

21Hardalway, op. cit., p. 277.
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Practice Sets. The practice set focuses on a series of problems
related to a hypothetical work situation and incorporated into a par-
ticular unit of study. Problems included in the set are solved in the
order in which they are presented, and there is seldom any time pres-
sure as in the production test. The practice set may require several
hours, days, or weeks to complete; and, therefore, terminal evaluation
of the student's progress may depend upon what he has accomplished
throughout the entire practice set. Witherow developed a practice set

designed for secretarial students, The Secretary on the Job, which

offers a variety of office tasks (taking dictation, transcribing,
business letter writing, arranging reservations, handling the mail)

in a 28-unit pmgr:-un.22 Although production gives the student practice
in solving problems, there is little or no need for the student to make
any decisions in regard to work priorities.

Situation Tests. Fundamentally, the situation test evaluates
typical performance on the job and is a standard work sample test.z3
The test is usually designed in such a way that the test items are
situations based upon those typical job activities the student would
face if he were involved in a particular job situation. The situation

test permits evaluation of three aspects of typical perfox’mance:24

zzuary Witherow, The Secretary on the Job (New York: McGraw-
Hill Book Company, 1967).

zskobert L. Weislogal, 'Development of Situational Tests for
Military Personnel," Personnel Psychology, Volume 7 (1954), p. 493.

21bid., p. 494.
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Possession of the necessary skills.

1.
2. Recognition of the need to apply these skills at the
appropriate time.

3. Motivation or willingness to apply the skills.

Situation tests have been used to a limited extent in office education,
but with the need to measure more complex qualities of office employees
this testing format may become more meaningful in diagnosing and evalu-
ating the performance of an individual in an occupational setting.
Evaluation is a fundamental part of the learning process because
it represents the means by which progress in learning is determined.
The evaluative process, however, will be helpful only "if goals are

realistic, if the evaluation tools used are appropriate, and if inter-

pretation of the evidence is sound."25

The Application of Simulation in the Evaluative Process

One of the emerging strategies in education appropriate for
applied research and development is simulation. Evaluation of learner

behavior may be attained through (a) an observation of actual on-the-
job performance or (b) an observation of simulated on-the-job perfor-
When the conditions of actual performance cannot be present,

mance.
the technique of simulation may be used to create a representative

situation. Researchers have found simulation a useful technique in

Studying behavior in a diversification of activities, such as:

Reactions to bureaucratic authority (Evan and Zelditch, 1961).

1.
2. Performance of school administrators (Hemphill, Griffiths
and Frederiksen, 1962).

National Education Association, Toward Better Evaluation of
Council on Instruction, National

IIs.earnil_mg (Washington, D. C.:
ducation Association, 1962), p. 1.
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3. Inter-nation relations (Guetzkow, 1959).

4, Business decision-making (Cohen, Cyert, Dill, Kuehn, Miller,
Van Wormer and Winters, 1960).

5. Operation of an air defense direction center (Chapman,

Kennedy, Newell and Biel, 1962).

When the ''real-life' model is not available for representation,

simulation provides the tool whereby the learner's potential for
'handling applied problems made up of many interacting variables may be

measured. As a strategy in the development of particular applications

of basic research, simulation permits the researcher to take into

account intangibles of human motivation, decision making, and physical

surroundings and stimuli. Here are but a few of the definitions

applied to the word '"simulation':
1. Simulation is a means of pooling many skills and information
in an orderly way.?

Simulation is a representation of both the ''real-life" 27
qualities from the general setting and from the content.

3. Simulation is actual performance of executive skills in a
hypothetical situation.?28 :

Simulation is a teaching process which uses the basic

4.
functions, eauipment, and interactions which occur in a
real office.?9

5. Simulation is operationally defined as a dramatic activity,

condition, or process that involves manipulative transaction

26,.. .
6N1cholas A. Fattu and Stanley Elam, Simulation Models for
Education (Bloomington: Phi Delta Kappa, 1965), p. 18.
Donald W. Fiske, "Why Do We Use Situational Performance Tests?"
Personnel Psychology, Volume 7 (1954), p. 465.

28 L
Paul S. Greenlaw, "The In-Basket as a Training Instrument,"
Marketing Keys to Profits in the 1960's (Chicago: American Marketing

Association, 1960), p. 452.

2 . .
) 9Garth A. Hanson and H. Robert Stocker, 'Mobile Simulation in
Office Education," Business Education Forum (October, 1968), p. 18.







or the interaction of abstracted elements of real-life
with a moFive to induc§ a %\enomenal experience or state
that replicates real-life.

Because of innovations in the development of instructional systems
in secretarial education, such as media development and utilization,
block-time programming, and individualization of instruction, evalu-
ative techniques utilizing simulated experiences are gaining prominence
in secretarial education. Evaluation most often takes place in a class-
room setting; therefore, students may be expected to perform tasks in
simulated situations. Few evaluative instruments are available which
correlate the utilization of instructional simulation with instruments
to evaluate the student's attainment of the instructional objective.
Instructional laboratory programs have been developed which present
instructional sequences geared toward the career goal of the student.
Every instructional sequence, whether simulated, individualized, or
programmed through some other means, requires terminal evaluation by
means of specific performance tests or situation tests appropriate to
the instructional objectives.“

Instructional modules designed for student attainment of basic
competencies needed for entry-level occupational requirements are
based on a ''pretest-instruction-posttest'' approach wherein the state-
ment of the instructional objectives for the module sets the pace for

the learning sequence. The pretest evaluates the student's achievement

SOOnlotosho Ogunniyi, '"The Methodology of Educational Simulation
and Design of a Simulated Instructional Model for Occupational Educa-
tion." Unpublished Ph. D. dissertation, Michigan State University,
1969, p. 12.

{ibid. jrp 1166
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prior to the module of instruction, and a criterion test is adminis-

tered at the completion of the instructional sequence to measure

acquisition of learnings during the module.
In the simulated office laboratory, students may spend full days
completing the tasks that are deemed typical in the business office for
a particular level of work.32 Teachers involved in the preparation of
secretaries realize that the standards for evaluating prospective steno-
graphers and secretaries at or near the end of their training programs
should be as much like the job situations in which they will be working
The simulated office expe-

as is possible to achieve in a classroom.

rience may involve the simulation of tasks, positions, personnel, pro-
The result is a

cedures, environment, or combinations of these.

simulated "input-production-output'' process keyed into the educational

setting representing an interactive decision-making process among
The decisions made by the participants become

several participants.
interrelated in order to accomplish the goal of the activity in the

The simulated office experience is

most rapid and accurate manner.
perhaps as close to the actual office setting as an instruction or

activity in an office education laboratory can be.

An evaluative instrument is merely a tool in the evaluative

process; it is an aid to evaluation and possibly in observing students
The

more efficiently in order to make more reliable comparisons.
T g
32 bttt 4 s o 5
Mary Ellen Oliverio, '"Projections for the Future,' Business
Education: An Evaluative Inventory, National Business Education
Yearbook, No. 6 (1968), p. 126-

—220%.

3,

zAlfz‘ed Patrick, "Strengths of the Past and Present," Business
An Evaluative Inventory, National Business Education

Education:
Yearbook, No. 6 (1968), p. 11.
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National Education Association emphasizes that tools of evaluation have
become increasingly sensitive but that "there remain many intangible
but highly important educational outcomes that are not 'measureable’

or for which available tools are still inrprecise."34

In-Basket Simulation as an Evaluative Tool

As a special form of simulation, the in-basket presents a tech-
nique for simulating a wide variety of real-life problems requiring
decision making. Emphasis on a particular office position and level
of responsibility enable the in-basket to be a test of analytical
ability, knowledge of business principles, and decision-making skill
for the employee who is solely responsible for the performance of spe-
cific job tasks as contrasted with interactive behaviors essential in
other components of the job. The in-basket may usually be utilized
within relatively short periods of time and has, as its main purposes,
the following:35

1. To illustrate specific points covered in a presentation

or lecture.

2. To enable the learner to test ideas and principles presented.

3. To help the learner gain insight through self-discovery into

his way of handling administrative matters.

4. To arouse the learner's interest in a subject to be presented.

5. To reform the learner's ideas about the management function.

6. To be a test of what has been learned.

The merit of in-basket simulation is still being tested in indus-

try as well as education in order that its usefulness as a tool for

34National Education Association, op. cit., p. 4.

SsAllen A. Zoll, III, The In-Basket Kit: Materials for the
Creation and Use of In-Basket Materials (Reading: Addison-Wesley

shing Company, 1971), pp. 3-4.
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research, training, and selection may more closely be delineated.
Frederiksen, Jensen and Bean:ons6 used an in-basket test as an elaborate
realistic situational test in an attempt to simulate certain aspects of
an administrator's paperwork. The subject was not asked to play the
role of an administrator but instead to behave as though he were actu-
ally the incumbent of the new job. In-basket tests are well adapted to
certain kinds of experimental applications, specifically those that can
be manipulated by varying the background information presented before
the test begins. The researcher can vary the organization experimen-
tally in many ways, including changing the organizational structure of
the company, changing personalities of the subject's superiors and peers,
or changing the purposes of nature of the organization. Researchers
view the following as possible merits of in-basket simulation:

1. The in-basket allows for potential problems to which some
subjects react but others do not; the order in which the
problems are handled is not specified by the developer.37

2. The in-basket provides for use of situational variety in
the selection of items and in developing items with more
than one facet.

3. The in-basket has the potential to measure recall and
insight, not mere recognition of problems.

4, Because the in-basket provides the vehicle for individu-
ality and originality, it requires analytical and critical
thinking, logical reasoning, and problem solving by the
subject.

36Noz'mfan Frederiksen, Ollie Jensen, and Albert E. Beaton,

Organizational Climates and Administrative Performance (Princeton:
Eaﬁcnuonal Testing Service, 1968), p. 9.
37l.ee S. Shulman, Michael J. Loupe, and Richard M. Piper, Studies

of the Inquiry Process (East Lansing: Michigan State University, 1968) ,
p. 31.
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5. The in-basket tests the individual's ability to judge
correctly a situation involving a selected range of
problems.

6. The in-basket measures the individual's willingness to
make decisions and the resultant ability to make actual
decisions.

7. 1If the problems posed in the in-basket are realistic to
the subject, the in-basket involves and interests learners.
in a situation resembling reality. :

8. Either during the in-basket or immediately following the
exercise, feedback is provided explaining the consequences
of action taken by the subject.

9. The in-basket is capable of eliciting typical performance
in a situation without the need to deceive the subjects.

10. The in-basket permits the assignment of subjects to experi-
mental treatments according to plan and the placement of
all subjects in identical problem situations that are both
complex and realistic.

Selection of an appropriate design of an in-basket simulation
involves determination of the degree to which interaction need be only
with papers or recording tape, determination of the need to individu-
alize the in-basket for a particular purpose, and the compression of
time in putting the student into a reality situation. Basic in-basket
design is derived from one of these three organizational alternatives:

1. The Solitaire Format: The subject is confronted with an

imaginary environment by committing himself, individually

and in writing, to specific courses of action without the
interference or interaction of others.

3 .
8Allen A. Zoll, III, Dynamic Management Education, Second

Edition (Reading: Addison-Wesley Publishing Company, 1969), p. 133,

*Ibid.

40
Frederiksen et al, loc. cit.

41
Frederiksen et al, op. cit., p. 11.
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2. The Small-Group Format: Interaction with other persons,
usually two to five in number, is required with actions
taken dependent on the actions taken by the others. This
format is used primarily for the assessment of human
relations skills.

3. The Group or Team Format: Each group of players is involved
in team-like competition. If the team approach is used,
each team may represent one company; and the actions taken
are a venture of the team, not the individual player.

Lopez describes the in-basket as a ''situational technique' used

to simulate the tasks an office employee would be confronted with
during a given time period.42 Since the in-basket was first developed
by the Educational Testing Service (ETS) in 1957, it has gained consid-
erable popularity as a technique for research, training, and selection.
The in-basket has been used by business, industry, and education in an
effort to simulate the '"'real world" in hypothetical situations, perhaps
in an attempt to educate an individual into the reality of the business
world, to view an individual as a future employee, or to experiment

with the technique in various research efforts.

42Felix M. Lopez, Jr., Evaluating Executive Decision Making:

The In-Basket Technique, AMA Research Study;75 (American Management
Association, Inc., 1966), p. 17.
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CHAPTER II

DESIGN THEORY FOR IN-BASKET SIMULATION

A. Introduction to the Review

The foci of the review of related research and literature are

related to four specific areas of study in order to adequately evaluate

the information and data obtained with their degree of relationship to

this study:

1.

Design and Developmental Theories: Selected reviews of
research and literature pertinent to the development of
in-basket simulation; design and developmental theory
from areas of education, tests and measurements, psychol-
ogy, philosophy, and other areas of concentration.

The Historical Development of In-Basket Simulation: The
use of in-basket simulation in research, management train-
ing, and secretarial education as an instructional,
training, and/or testing procedure.

Analyses of the Secretarial Role: Research pertaining to
the role of the secretary and delineation of personal
traits, duties, responsibilities, behaviors, and/or tasks
performed.

Research in Curriculum Development: Application of
instructional models, implications for instructional
materials and evaluative instruments in the development
of secretarial training programs.

West's review of three general phenomena appearing in research and

literature pertaining to the entire field of business education bears

direct resemblance to the foregoing review phases:1

1Leonard J. West, '""Research on Teaching Business and Commercial

Subjects,'" Research Report 71-1, Research and Evaluation Unit, Division

of Teacher Education, The City University of New York (January, 1971),

P. 3.
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1. The necessary sensitivity to occupational trends and fore-
casts and to the impact of technology on office occupations.
2. Concern with the development of character and personality
traits thought to be associated with obtaining and retain-

ing a job.

3. The development of instructional materials in programmed
form.

Because of the particularistic nature of the related research and
literature, three chapters will be devoted to the presentation. Part 1
in this chapter highlights the design and developmental theories perti-
nent to in-basket simulation. Chapter III highlights the historical
development of in-basket simulation and presents the fundamental ways
in which the in-basket has been used in research and training. Research
on analyses of the secretarial role and implications for curriculum

development in secretarial education is the focus of Chapter IV.

B. Design Theory for In-Basket Simulation

The soundness of methods and proposed techniques utilized in the
development of evaluative instruments has not always been tested.
However, special consideration for these and other theories for devel-
oping simulations must be in the forefront when planning the develop-
ment of innovative and meaningful tests for eventual classroom use.
Research related to the design of simulations reveals that propositions
expounded by leading theorists in areas of education, psychology, phi-
losophy, and other concentrations create a unique orientation for this
study.

Little has been written on the methodology of designing in-basket

Simulation.2 However, a number of proponents of educational simulation

2 . . .
Ogunniyi, op. cit., p. 80.
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have devised theories which should be examined for their applicability
to the development and design of in-basket simulation. These basic
theories may be grouped within the following categories:

1. Basic approaches to test development

2. Developmental theories for in-basket simulation

3. Measurement of individual performance in in-basket

simulation

Those aspects of in-basket design which reflect specific philo-
sophical, psychological, or sociological premises are merely highlighted
in this chapter because it is felt that, though a number of theories
have degrees of relationship to the study, the isolation of only those
elements of theoretical bases definitely pertaining to the study should

be presented. Therefore, the incorporation of the fundamental bases

for these theories are presented as documented in the literature.

Basic Approaches to Test Development

In developing testing devices to be used in evaluation of an
individual subject's performance, one must consider the components of
the basic approaches to test development. Evaluative instruments have
been developed as a result of these two basic approaches:

1. The Classical Psychometrical Approach: Utilized in

eliciting tests of maximum performance in specific
skill-knowledge concentrations.

2. The Rational Hypothesis Approach: Utilized in pro-
ducing tests of typical performance in situations
representing real-life phenomena.

The Classical Psychometrical Approach. One of the characteristic

features of the classical psychometrical approach is its measurement of

the maximum performance of the subject in a specific skill or knowledge.3

3Anne Anastasi, Psychological Testing, Second Edition (New York:
The Macmillan Company, 1961), p. 34.
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A testing device utilizing this approach will encourage the subject to
earn the best score he possibly can. In evaluating the subject's
attainment of a specific skill or knowledge, a criterion measure is
used to represent a hypothetical true score, this measure derived from
expert judgment of the test administrator or from a referrent source.
No single external criterion is used as a guide to appropriate measure-
ment of the subject's achievement. The approach, when used in the
development of evaluative instruments, produces tests of aptitudes and
abilities designed to determine whether the individual knows a particu-
lar bit of information or whether he can apply a specific skill.4

Test items for such measurement are usually derived from documented
sources or expert judgment and culminate in a variety of formats (true-
false, multiple-choice, fill-in-the-blanks, matching). Ebel indicates
that most classroom tests must be prepared by the instructor since
there may be few standardized tests of achievement available appropri-
ate to specific content alreas:5

Some textbook publishers furnish tests to accompany their

texts. These can be helpful, but too often the items

included have not been carefully prepared or reviewed

critically by other experts in educational measurement
or in the subject field itself.

Ebel emphasizes that the combination of (a) experts in test construc-
tion working closely with (b) expert teachers of the subjects involved
usually result in excellent evaluative instruments. Substantial costs

in the development of external tests and the problems of matching the

_ 4J. C. Flanagan, "Some Considerations in the Development of
Situation Tests," Personnel Psychology (1954), p. 461.

SRobert L. Ebel, Measuring Educational Achievement (Englewood
Cliffs: Prentice-Hall, Inc., 1965), pp. 8-9.
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content of the test to the material emphasized in the classroom corre-
late to the necessity for teacher-made tests.6 Test items prepared
with specific skills and knowledges incorporated may have little or no
interrelationship of content within the testing format. The classical
psychometrical approach has been used extensively in designing and
developing skill tests and specific informational tests in many subject
areas. In testing formats where there is a right or wrong answer (true-
false, multiple-choice) or where there is a style format to follow
(problem solving), the classical psychometrical approach appears to
offer a developmental design that will identify only specific skills
and knowledges to be measured.

The Rational Hypothesis Approach. The principal aim of a testing

device based upon the rational hypothesis approach is to identify spe-
cific behaviors relevant to the variables being measured before the
problem situations are developed.7 This approach evaluates total per-
formance in a social situation and attributes the variance obtained to
a number of traits, not just one pure trait.8 The assumption is made
that a given phenomenon or situation includes a complex variety of
behaviors such as those involved in a real-life situation. The test
seeks to compare the relative effectiveness of the subject's involve-
ment in task and directionality of effort with an accepted contemporary

. . 9 . . .
external criterion.” This external criterion, gauged as the common

®Ibid., p. 9.

7Flanagan, "Some Considerations in the Development of Situation
Tests," p. 463.

8Fiske, loc. cit.

9. .
Ibld’ ’ po 467-
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standard for the measurement of achievement, is often derived as a
result of the method used in developing the test content.

Scientific methods of data gathering for use in the development
of instructional materials and correlated evaluative instruments may
involve (a) observational techniques, (b) questioning techniques, and
(c) measurement techniques.10 Heimerl and Halldorson emphasize that
observation is the most basic measuring device available to the experi-
menter, whether he himself is the observer-recorder or has another
individual perform in this capacity. One of the problems existing with
this type of observational analysis is possible distortion of the data
influenced by the personal values of the observer. The halo effect and
the generosity error are examples of such distortion.11 Incidents from
actual cases of on-the-job behavior may be obtained using Flanagan's
critical incident techrxiq_ue12 that determine either effective or inef-
fective on-the-job behavior. Such critical incidents identify the
difference between success and failure in completing given aspects of
the job. Flanagan's procedure for critical incidents consists of a set
of techniques for collecting direct observations of human behavior in
such a way as to facilitate their potential usefulness in solving
practical problems. Because the critical incident technique utilizes

observations recorded by the job incumbent, it has the advantage of

10
Calfrey C. Calhoun and Mildred Hillestad (ed.), Contributions
of Research to Business Education, National Business Education Year-
book, No. 9 (1971), pp. 304-310.

..
Ibid., pp. 304-305.

2
Flanagan, "The Critical Incident Technique."
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impersonal interaction and allows the respondent to select incidents of
significance. Other types of observational techniques involve patterns
developed within the categories of these basic questions:13

1. Is the observation known or unknown to the subjects?

2. Is the observer a participant or a nonparticipant?

3. Is the view of the situation direct or indirect?

Interviews, questionnaires, or self-inventories are three ways of
obtaining information from questioning. The basic design of the inter-
view (structured, nonstructured, single, multiple) will reflect both
verbal and nonverbal clarification of a situation. Oppenheim compares
the interview technique with mailed and group administered question-
naires.14 Questionnaires are particularly advantageous whenever the
sample size is large enough to make it uneconomical for reasons of time
or funds to observe or interview every subject. A self-inventory, some-
times referred to as a life history inventory, has been used frequently
by the Armed Forces and the National Aeronautics and Space Administra-
tion to select individuals for flight training and scientists.15

Measurement techniques utilized in the affective domain are not as
numerous. The Thurstone method of equal-appearing intervals, the Likert

scale, and the Guttman Scale-Analysis are three techniques for attitu-

. 16 . . . .
dinal measurement. Osgood's semantic differential scale is used to

13Calhoun and Hillestad, loc. cit., p. 305.

14A. N. Oppenheim, Questionnaire Design and Attitude Measurement

(New York: Basic Books, 1966), pp. 30-35.

15C. W. Taylor and R. L. Ellison, "Predicting Creative Performance
from Multiple Measures,' Widening Horizons in Creativity (New York:
John Wiley & Sons, 1964).

16

Calhoun and Hillestad, loc. cit., p. 308.
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determine a semantic distance between groups and individuals and between
attitudinal referents within groups and individuals.17 Stephenson dis-
cusses the importance of the Q-technique in ordering items or concepts.18

Flanagan indicates that the subject's response in situational test-
ing will demonstrate what he actually does (typical performance) or
will do in future situations, not what he thinks might be done.19 Such
tests of typical performance may be work-sample tests, situation tests,
or simulations representing phenomena found in the actual business
world. A test based upon the rational hypothesis approach is dependent
upon three criteria--its capacity to represent a situation, the involve-
ment of the subject in the situation, and the directionality of effort--
taken together to arrive at a relative effectiveness measure.

A summarization of the descriptive elements of these two approaches
and the theoretical structure peculiar to each is shown in Illustration

1 on the following page.

Developmental Theories for In-Basket Simulation

An in-basket simulation is basically sociological in nature as it
relates a subject's performance in a given situational role, a situation
dependent upon interpersonal relationships and behaviors in a particular
business setting. However, other disciplines may also be influential

when the subject responds to certain stimuli presented in realistic

17C. Osgood et al, The Measurement of Meaning (Urbana: University
of Illinois Press, 1957).

18W. Stephenson, The Study of Behavior: Q-Technique and Its
Methodology (Chicago: University of Chicago Press, 1953).

19Flanagan, "Some Considerations in the Development of Situation
Tests," p. 462.
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circumstances (psychology) or when the simulation must represent the

"real" business world (philosophy). A brief review of philosophical,

psychological, and sociological premises underlying the development of
in-basket simulation will provide a basic understanding for the founda-

tion upon which THE SECRETARIAL IN-BASKET was later developed.

A Philosophical Basis for In-Basket Simulation. Proponents of

philosophically based theory believe that in-basket simulation must

represent as closely as possible a situational excerpt from the real

world. Gagng believes that

.. the practice of essential motor skills, of procedures, of
decisions that put 'knowledge' into practical action can be
most effectively carried out in a situation which represents

the real situation.
Ghiselli emphasizes the quality of the theoretical model as a stand-in

or representation of some phenomenon. Because simulation requires

actual performance of business skills incorporated into a hypothetical

situation, it represents one means whereby ''the gap between the conven-

tional classroom and a real business office can be bridged." Poland

and Haines believe that in instructional applications

.. a simulated office environment should enhance students'
competencies to use knowledges and skills through application
in a work situation closely resembling that which they will

find in employment.23

2 .
. ORobert Glaser, Training Research and Education (New York: John
Wiley § Sons, Inc., 1962), p. 241.

2 .
1Edwin E. Ghiselli, Theory of Psychological Measurement (New
York: McGraw-Hill Book Company, 1964), p. 4.

22 .
Hanson and Stocker, loc. cit.

23
Robert Poland and Peter Haines, A Study of a Block Time Schedule
for Teaching Vocational Office Practice, Final Report, Project No. 201,
Grant No. OEG-3-7-070211-2679 (East Lansing: Michigan State University,

1969); p. 12,
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Simulation may be an effective vehicle whereby an individual prac-

tices a complete task instead of disconnected parts. Two elements of

simulation, the degree of abstraction and the time element, show ten-

dency of the presence of philosophical premises. Moss identifies five

degrees of abstraction contained within each of four criteria of

simulation (the number of elements reproduced, centrality of elements,
fidelity of reproduction, replicability):24
1. The process, situation, or activity on which the model

is based.
2. A replication of the initial process or situation.

3. A control laboratory type of model capable of being

replicated.
4. A synthetic abstraction of essential elements.

5. A closed analytical model.
Moss suggests that two of these five degrees of abstraction (the
process on which the model is based, a replication of the initial

process or situation) have as their focal point the real world. The

time element, usually compressed in in-basket simulation, is a factor

which is manipulated in such a way that certain central features of

the real world represented are simulated in less than real-world time.%”
Ogunniyi theorizes that the main philosophical rationale of simu-

lation for instruction seems to be based upon the premise that

Educational simulation .. simultaneously links the student
with the outside world through the realistic participatory

learning experiences in the classroom.

24
Fattu and Elam, loc. cit., p. 19.

25 . .

Lee F. Anderson et al, A Comparison of Simulation, Case Studies,
and Problem Papers in Teaching Decision Making (Evanston: Northwestern
University, 1964), p. 35.

26 . .
Ogunniyi, op. cit., p. 23.
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Boas and Brameld both have depicted theories of culture that border

on philosophical-anthropological approaches. A look at the cultural

environment and the theory of cultural relativism formulated by Franz
Boas27 indicates that it is the individual who must seek change and who
must not expect the culture to change. Man is the product of his cul-
ture, and no single education suitable to man per se is available.
Only a range of educational systems would be appropriate to men of
different cultures--individual differences, to put it another way.

This theory is the basis for progressive education which centers on the

"clusters" of problems confronting young people in periods of transi-

. 28 Sy S 1qs . .
tion. Flexibility and willingness to experiment are the basic neces-

sities for the progressive educational system. Brameld's cultural

integration theory harmonizes knowledge, values, practices, and beliefs
into new designs for learning. New curricular designs depend upon the
observable relations of real people living in real cultures. These

theories emphasize that a particular school subject is of worth to the

student only if it will enhance that student's life. Time itself makes

one subject particularly rclevant or provides the circumstances to

replace it with another.
Such theories of culture expressed by cultural relativists, cul-

tural integrationists, and progressivists affect the student's oppor-

tunity to experience behavior required in specific occupations. If

An Introduction

27
George F. Kneller, Educational Anthropology:
(New York: John Wiley § Sons, Inc., 1965), p. 3l.

28
George D. Spindler, Education and Culture--Anthropological
L\BRI;Q_Q:h_es_ (New York: Holt, Rinehart and Winston, 1965), p. 105.

29 .
Ibid., p. 106.
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related vocational curricula involve learning activities which resemble
and/or complement actual on-the-job experience, the student will make
the transition into the business community as an employee in a much
smoother way.

A Psychological Basis for In-Basket Simulation. Skinner's imme-

diate reinforcement theory30 is perhaps one of the most easily identi-
fiable theories present in a simulated environment. When the subject
is faced with a stimulus from the real-world situation, he will respond
according to regulatory stimuli he has previously experienced. Twelker
advocates a stimulus-response-feedback theory31 which encourages appro-
priate and relative feedback to provide the subject with evaluation of
responses. Simulations are largely student feedback rather than
instructor feedback, especially when debriefing sessions are held
immediately following the simulated experience. Anderson et al iden-
tify five criteria related to the stimulus-response theories: interest,
feedback, explicitness, facts, and principles.32 Two of these are
clearly psychological in nature: feedback (appropriate and meaningful
evaluation of performance) and explicitness (the capability of the sub-
ject in identifying problematic elements in an analytical or technical
sense). Ogunniyi concludes that the stimulus-response theory is basic
to all simulation designs with these five criteria illustrative of that

design:33

30Virgil M. Howes, Individualization of Instruction (New York:
The Macmillan Company, 1970), p. 83.

31Ogunniyi, op. cit., p. 63.

32
Lee F. Anderson et al, op. cit., p. 12.

33Ogunniyi, loc. cit., p. 66.
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1. A stimulus situation

2. A response situation

3. A consequence situation representing the interaction of
the stimulus and response

A feedback sequence
A control and evaluation sequence

w A~

Thorndike's identical-elements theory signifies that those elements

present in the original learning situation must also be present in the

new learning if transfer is to occur:

.. for transfer of learning to take place from one situation
to another, the organism must recognize something similar but
not necessarily identical in the new situation that was also

present in the original learning situation.
Hilgard and Bower regard the subject's reaction to a new situation

beneficial because of the identity of this new situation, in part,

with an older situation previously experienced by the subject. The

principle of analogy often described as assimilation is also applicable

in this type of experience. Kohler has suggested that, if the rele-

vant objects were clearly presented, problem solving may be accomplished
insightfully when the subject sees the relationships between the items.37
In theorizing the value of transfer of training in simulation, Cronbach

supports the theory that in applicational transfer of training the

effect is more immediate than gains in aptitude as a result of the

34H. J. Klausmeier, Learning and Human Abilities (New York:
Academic Press, 1963), p. 361.

S1bid., p. 353.

3
6E. R. Hilgard and G. H. Bower, Theories of Learning (New York:
Appleton-Century-Crofts, 1966), pp. 44-45.

37 .
Sarnoff A. Mednick, Learning (Englewood Cliffs: Prentice-Hall,

Inc., 1964), pp. 11-12.
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. 38 s -
experience. Positive transfer of training may also be enhanced when

two factors are present in a simulation:

1. Relevance of task to real office demands.
2. Situational equivalence (extent to which the simulation
equivalence in the learning situation is or appears real

to the learner).
Fattu and Elam propose a focus strategy of concept attainment they call

"scanning strategy.' This strategy presents the subject with a positive

instance of the concept being studied. He then examines all of the

attributes of this instance as well as a second instance to see if it
is identical to the first. With additional instances, the subject gains
additional understanding of the concept. This theory, if put into an

appropriate application, may enhance a theory of transfer of training.

Klausmeier summarily reports that the idea that an organism can
learn to make any response of which it is capable to any stimuli which
it is able to discriminate is central to explanations of acquisition
and transfer in the learning theories of Skinner and Hull. Gagne/
believes that each variety of learning begins with a different state
(or condition) and this leads to a different capability for performanc:e.42

Therefore, one would expect two different subjects to perform differently

3
8Lee J. Cronbach, "Evaluation for Course Improvement,' Current
Research on Instruction, ed. Richard C. Anderson et al (Englewood

Cliffs: Prentice-Hall, Inc., 1969), p. 371.

39

Poland and Haines, loc. cit., p. 13.
40

Fattu and Elam, loc. cit., pp. 14-15.

41
Klausmeier, loc. cit.

42 .
Robert M. Gagne’, The Conditions of Learning (New York: Holt,

Rinehart and Winston, Inc., 1965), p. 59.
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in a given situation. Bruner acknowledges the importance of knowledge
acquisition in this way:

Knowledge one has acquired without sufficient structure to
tie it together is knowledge that is likely to be forgotten.

Motivational theory, as it may be applied to simulation, provides the
basis for applying whatever the subject learns, knows, practices, and
executes in terms of an actual task situation.

Ogunniyi highlights three points he considers the pivot of simu-
lations based on psychological rationale:44

1. A theory of learning for the design

2. Simulation representation

3. Adequacy of representation
As far as the theory of learning may be depicted, he states that simu-
lations have been developed based on the principles of both the stimulus-
response theories and cognitive theories. However, two major issues of
psychological importance relate to the second point, simulation repre-
sentation. Both the medium of representation and the objective of
representation are of vital importance in the design of a simulation.
The adequacy of representation refers to the degree to which the medium

of representation guarantees the occurrence of the expected behavior.

A Sociological Basis for In-Basket Simulation. Sociological

theories based upon group interaction have specific concern for the
range of social groups and the effect of such interaction on group
members. Some group interactions arise out of a work situation. There-

fore, sociological theory involves a study of those social roles which

43Jerome S. Bruner, The Process of Education (Cambridge: Harvard
University Press, 1960), p. 31.

44Ogunniyi, loc. cit., pp. 57-58.
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arise from the classification of people by the work that they do. Work

is likely to be measured in terms of the performer rather than of the
performance. Human relations in the working situation have become a
significant determinant of output ever since the Hawthorne study more

than 20 years ago.45 As a result, industrial sociologists are able to

define with some degree of accuracy behavior in the work situation.

Nosow and Form state that social and cultural climates create conditions

which affect individuals in patterned ways:

Theory holds that, given a certain social milieu, persons
playing various culturally defined roles will take on cer-
tain personality attributes ... particular types of social
climates found in occupational life contribute to certain

behavioral outcomes both on the job and in the wider
community.46

From the group interaction perspective, it is vital to examine the
theory of social interaction in interpersonal relationships. Because
individuals differ in the way they perceive events and rationalize them,
any one person will show a consistent pattern of interpretation of a
whole series of events. Heider in his theory of interperson percep-
tion47 postulates that ''people tend to personify effects of events."
This means that people will judge the observed act according to their
emotional feeling toward the origin of the act. The origin, in this

explanation, is some person or personlike force.

45
Theodore Caplow, The Sociology of Work (New York: McGraw-Hill
Book Company, 1964), p- 6.

46, .
Sigmund Nosow and William H. Form, Man, Work, and Society
(New York: Basic Books, Inc., 1962), p. 441.

47
_Helen I. Snyder, Contemporary Educational Psychology (New York:
John Wiley § Sons, Inc., 1968), p. 206.
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This theory stems from gestalt psychology, which emphasizes that
the response of an organism to a situation is a complete and unanalyz-
able whole rather than a sum of the responses to specific elements in
the situation. The observer of the act, in Heider's theory, will always
try to achieve a balanced perception; that is, if the perceiver likes
the person and approves of his act, his perception is '"balanced.'" It
may also be balanced if he dislikes the person and disapproves the act,
or vice versa.48 In this theory, the person and his act are viewed as
a whole unit by the perceiver and judged by the perceiver in terms of
his own attitudes and feelings about the unit.

Three design components complement the sociological nature of
in-basket simulation:

1. The situation exemplified in the simulation

2. The roles which are simulated within the situation

3. The environment consisting of other people and groups

within the organization

Because there must be a model that epitomizes the roles simulated, a
functional approach may be necessary so that the role elements included
in the simulation design may be based on the functional requirements of
the position. The situation may represent an identical one found in

the everyday activity of the job that is being simulated. Another focus
of the in-basket simulation is on the individual role when the response
or planned action may be influenced by other individuals or groups of
people in the organization or within the social environment. Those in

research have been attempting to develop role competence through role

simulation, with the major purpose one of assessing performance that is

B1pid., p. 207.
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characteristic of the incumbent of a given occupational position.
Moore suggests that the way to test the degree of realism of the

environment is to use real-life practitioners as participants in the

simulation.49

Cbmbs50 values recognition of the importance of developing inde-
pendently strong people in a society that is rapidly becoming more
complex and less absolute, more relative, more ambiguous, and less

structured. Ever stronger people must develop if they are going to

be able to function effectively in this type of society.

An Integrative Theory of Educational Simulation. Ogunniyi pro-

poses the integration of four schools of simulation rationale (philo-

sophical, psychological, sociological, and mechanistic) into a theo-

retical approach to educational simulation. Philosophical, psychological,

and sociological bases have already been cited in the previous sections

of this chapter. Ogunniyi's theoretical principles for the design of

educational simulation51 have merit in designing specific types of

simulations such as in-basket simulation. The following summation of
these six basic principles are proposed in the Ogunniyi study:

1. Nature of Simulation: There is general agreement that
simulation is a model of reality and not reality itself.

2. Fidelity of Simulation Model: The simulation model may
possess physical or psychological fidelity. Physical
fidelity is the representation of essential elements of
a real-1ife model accurately reflecting the important

49
Charles G. Moore, "Simulation of Organizational Decision-Making:
A Su.rvey," Simulation in the Study of Politics (Chicago: Markham
Publishing Company, 1968), p. 195.

50
Howes, loc. cit., p. 87.

51
Ogunniyi, op. cit., pp. 91-98.
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characteristics of the real situation being simulated.
Psychological fidelity is a mental process which leaves
an individual with a feeling of '"realness."

Simulation and Game: In simulation the actual presence
of individuals other than the participant is not neces-
sary. The behavior of the components is taken as given
in the simulated situation. A game, however, is a means
of providing clinical experience about a model's behavior
and requires interaction between people, people and
machines, or people and the environment.

Objectives of Educational Simulation: An important stage
in the design of educational simulation is the specifica-
tion of the learning objectives that the simulation will
provide. In determining the parameters of the objectives
of any simulation, attention needs to be given to specific
aspects of the real-life model.

Representations in Simulation Designs: The nature of the
model and the objectives of the simulation dictate the
choice of symbolic representation of the model. The
simulation design may integrate several media for pur-
poses of a good design.

Steps in Designing Educational Simulation: There is no
evidence in the literature to reflect the existence of
any clear-cut systematic guidelines for designing and
validating educational simulations.

Ogunniyi also proposed that all educational simulations answer the

following six design questions and form the basis for simulation design

evaluative criteria: 22

1. Does the design represent a real-life model? What kind--
special or general?

2. Does the design serve specified functions? Whit‘:h? )

3. Does the design employ suitable synthetic or ammatedAmedm
for representation and integration of selected operational
situations that characterize the model? Which? y

4. Does the design provide the sequential context of real-life
active or interactive processes within the system model?
In what way?

5. Does the design provide appropriate feedbacks to the learner
in terms of stated learning experiences simulated? How?

6. Does the design provide for evaluation and control of learn-
ing that it offers in terms of the real-life model?

D —
52

Ibid., pp. 100-101.
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A theoretical conclusion of primary significance to the present
study relates simulation to the evaluative process:

The evaluation of any simulated instruction needs to be a
simulated evaluation. That is to say, the evaluation of

the knowledge that has come out of the simulated learning

must be realistically evaluated in terms of real-life 53
standards. This is often overlooked in simulated instruction.

Mechanistic theory is often seen by researchers as the '"tie' nec-
essary to draw aspects of philosophical, psychological, and sociological
theories together in a common bond and explain the elements of control
theory. With computers or less sophisticated mechanical devices to
assist with control, the researcher has the opportunity to stage the
simulation so that each of the following elements are present in the
design:

1. Compression of time when only a single training objective

is being evaluated.

2. Limitation of time in which a given individual or group

of individuals is permitted to perform, thus encouraging
prompt decision making.

3. Individualization of the experience for the participant

by bringing him in contact with people, processes, or
situations.

4 and Shulman55 used staging procedures involving mechanistic

S
Kersh
devices in their simulation research. Observation of behavior in real
life does not permit the researcher to control conditions or events in

such a way as to permit him to attribute variation in performance to

S31pid., p. 113.

54Bert Y. Kersh, Classroom Simulation: A New Dimension in Teacher
Education, Project No. 886, U. S. Office of Education, NDEA Title VII
(Monmouth: Teaching Research Division, Oregon State System of Higher
Education, June, 1963).

55Shulman, Loupe, and Piper, op. cit.
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situational conditions. Utilization of the mechanistic theory gives
him the ability to assign subjects to treatments according to a pre-
arranged plan. Consequently, he can correlate behavior with situations

to determine those factors attributable to situational changes.56

Measurement of Individual Performance in In-Basket Simulation

Evaluation is used in order to make decisions about an individual's

57
performance:
1. Identifying the needs of the individual in order to plan
his instructional program.
2. Judging the merit of the individual for purposes of
selection and grouping.
3. Acquainting the individual with his own progress and
deficiencies.
Horst58 indicates the achievement (proficiency) domain of the evaluative
process dominates the measurement of what the individual has actually
learned. He endorses the job sample test as a vehicle in the accurate
measurement of achievement and proficiency in given vocational traits.
Lindeman describes evaluation as more inclusive than measurement. When
individual student scores are compared with other scores in the group

and are judged to be satisfactory or unsatisfactory, then an evaluation

has taken place.59 Questions such as these arise during the evaluative

process:

56Frederiksen, Jensen, and Beaton, loc. cit.
57
Cronbach, loc. cit., p. 362.

8 C
Paul Horst, Psychological Measurement and Prediction (Belmont:
Wadsworth Publishing Company, Inc., 1966), p. 29.

59 . ‘
Richard H. Lindeman, Educational Measurement (Glenview: Scott,
Foresman and Company, 1967), p. 12.
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1. How does actual measurement occur?

2. How is a '"score'" obtained?

3. What meaning is attached to a ''score'?
In a testing situation, the single independent variable is the individ-
ual being tested; and observations are made upon a small but carefully
chosen sample of an individual's behavior. Hemphill gg_gléo purport a
theory which accounts for differences in administrative behavior in
terms of variations in decision-making behavior utilizing a set of con-
cepts which include decision making, organization, perception, communi-
cation, and processing. Zoll states that in training programs the most
frequently used method of evaluation measures changes in skills (the
ability to perform some act) and changes in specific knowledge (ideas
about something). However, he feels that three other types of behav-
ioral changes should also be measured as a part of the terminal evalu-
ation plan:61

1. Changes in attitudes

2. Changes in awareness of self
3. Changes in motivation to perform

Factors in Measurement of Individual Differences

Standardization, test reliability, and test validity are three
factors involved in the measurement of individual differences. Because

of their importance in the development of all evaluative instruments, a

60John K. Hemphill, Daniel E. Griffiths, and Norman Frederiksen,
Administrative Performance and Personality: A Study of the Principal
in a Simulated Elementary School (New York: Teachers College, Columbia
University, 1962), p. 6.

61Zoll, Dynamic Management Education, p. 1.
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brief explanation is vital in delineating how each is involved in the

design and development of in-basket simulations.

Standardization. In the development of evaluative instruments,

exactness in research procedures will result in the establishment of a
criterion. Every detail of the testing situation must be identical for
all subjects tested if any form of standardization is to occur. Several
rules of procedure have been adopted by researchers:62

1. Each subject will be given identical materials to those
given to another subject.

Exact time limits must be established.

3. Instructions must be presented to subjects in identical
fashion.

4. Preliminary information and demonstrations must be pre-
sented in exactly the same way to all subjects.

S. Methods for handling subjects' questions during the
administration of the test must be identical.

6. Each subject's score is evaluated only by comparing it

with the scores obtained by other subjects.

[\8]

Standardization implies uniformity of procedure in test construc-
tion, test administration, and scoring procedures. Test construction
must be in accord with detailed specifications and items selected on
the basis of appropriateness of difficulty and discriminating power.
Uniformity in test administration requires that all subjects confront
identical materials, time elements, and evaluative techniques. With no
predetermined 'pass' or ''fail' score, the individual subject's responses
are compared only with others taking an identical test. The development
of standard scoring procedures for in-basket simulation was a prime con-

cern for Hemphill et al in their research of administrative decision-

. 6 .
making. 3 Both the content of the performance (what is done) and the

62
Anastasi, op. cit., pp. 23-24.

63
Hemphill et al, op. cit., pp. 86-87.
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style of the performance (how it is done) are incorporated into the
scoring categories for the Hemphill in-basket, indicating an analytical
approach to the evaluation of responses.64 Weislogal developed a set
of guidelines for constructing and scoring situational tests in which
the evaluation was observer-based:65
1. Problems should be structured so that each subject faces
the same critical situation. The same need for action

must be present for all participants.

2. Items within a problem should be arranged in the probable
order of their occurrence.

3. The use of scoring techniques based upon objective criteria
for checking specific behaviors should minimize the need
for judgmental decisions on the part of the observers.

4. Scoring is perhaps easiest when behaviors can be identified
on a continuum of effective performance vs. ineffective
performance.

Standardization of an evaluative process enables the researcher to
define behavioral change in terms of a norm-reference (the norm of a
group as the standard of evaluation) or a criterion-reference (the

. 6
accepted market-place standard of evaluation). 6

Test Reliability. As one of three criteria found useful by

Lindeman in judging the quality of a measurement device, reliability
represents the consistency with which a test measures what it is
intended to measure.67 Will the same person under similar conditions

obtain approximately the same score when taking the test at a different

64 .
Ibid., p. 87.
65, . .
Weislogal, loc. cit., pp. 496-497.

66 . .
.. E. Lowell Kelly, "The Place of Situation Tests in Evaluating
Clinical Psychologists,' Personnel Psychology, 1954, No. 7), p. 485,

67, .
7Llndeman, op. cit., p. 43.
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time? Are the situations selected an appropriate representation of the
"typical" situations for which the individual's performance is to be
predicted? Item content, difficulty of items, and discriminatory power
of items are factors used in determining the consistency of test mea-
surement from one time to another. Test reliability refers to the
extent to which individual differences in test scores are attributable
to chance errors of measurement and the extent to which they are attrib-
utable to true differences in the characteristics under consideration.68

Shulman identifies reliability and internal validity as synonymous terms:

"When one is assessing a test's reliability, he is measuring its internal
validity."5°
Humphreys indicates that one of the steps in test construction is
to write the most reliable items one possibly can for the function to
be measured. A high degree of test reliability can be achieved by
narrowing the focus of the test and attaining high homogeneity. Test
reliability, then, is a function of both item reliability and homo-
geneity.70 Hemphill et al concluded that the meaning of a category

in-basket score would not change significantly with changes in the

particular set of items from which it was obtained. However, reli-

ability estimates in their study reflected three sources of unreliability:71

68
Anastasi, op. cit., p. 106.

9Lee S. Shulman, "Reconstruction of Educational Research," Review
of Educational Research, Volume 40, Number 3 (June, 1970), p. 379.

7OLloyd G. Humphreys, "The Normal Curve and the Attenuation
Paradox in Test Theory," Principles of Educational and Psychological
Measurement: A Book of Selected Readings (Chicago: Rand McNally §
Company, 1967), p. 37.

7
1Hemphill, op. cit., p. 125.
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1. The reliability of the scorer would be attenuated by any
lack of agreement among the eight scorers as to how the
scoring categories applied to the responses of the
principals.

2. The unreliability introduced by inconsistencies in the
subjects' behaviors from item to item in the in-basket
was noticeable.

3. Any general difference between the odd- and even-numbered
sets of items would reduce the reliability of the cate-
gory scores.

Flanagan characterizes one of the shortcomings of the situational test-
ing approach to evaluation as time required to obtain a reliable score.
The many chance factors that enter into behaviors represented in situ-
ational testing indicate that a relatively long period of time may be
. . s 72 .
required to obtain reliability. At least five methods have been used
for obtaining the independent measures necessary for estimating test
reliability. These methods yield reader reliability, test-retest,
equivalent forms, split halves, Kuder-Richardson, or analysis of vari-
ance coefficients.73 Typically, improved test reliability is obtained
. s s 7
many times because of other test and group characteristics: 4
1. A longer test may be more reliable than a shorter test.
2. A test composed of more homogeneous items may be more
reliable than a more heterogeneous test.
3. A test composed of more discriminating items may be
more reliable than a test composed of less discrimi-
nating items.
4. A test whose items are of middle difficulty may be more

reliable than a test composed mainly of quite difficult
or quite easy items.

2F1anagan, "Some Considerations in the Development of Situation
Tests," p. 463,

73Ebel, op. cit., p. 312.

7
‘Ibid., p. 336.
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5. A group having a wide range of ability may be more

reliable than a group of more homogeneous ability.

6. A speeded test may be more reliable than one in which

all subjects can complete the test in the time avail-
able.

Test reliability, then, is dependent upon the consistency with
which a subject will respond to similar environmental situations in a
similar manner. In checking for reliability, the researcher's concern
is that the same individual under similar conditions would obtain
approximately the same score when taking the test at a different time.
In order for a test to be reliable, there must be consistency of mea-
surement from one time to another.

Test Validity. What the test measures and how well it measures
that content are the two aims of test validity. An evaluative instru-
ment is designed to measure how well the subject has mastered a specific
skill or knowledge (or accumulations of skills and knowledges). The
existence of valid concepts within the testing structure is essential
in order for understanding of the test results, analysis of data, or
efforts to change behavior to take place. Ebel regards three elements
in determining the quality of a measurement procedure:7s
1. The importance of the inferences that can be made from

the test scores.

2. The meaningfulness of the test scores.
3. The convenience of the test in use.
Four types of validity have operational value in the development

of in-basket simulation: content validity, construct validity, con-

current validity, and predictive validity. One other type of validity,
PR RN e

75Robert L. Ebel, '"Must All Tests Be Valid?" Principles of

Educational and Psychological Measurement: A Book of Selec%
(Chicago: Rand McNally & Company, 1967), p. 230.




senlidity, is reall)
it the test superf;
¢ 1o bear 3 common-¢
Zpriate items and t
s that there is obv:
Tiaation of the four
i imortance in the
1. Content Validis
Tesponses to ti

than upon the :

expert review ¢
specialist wit!

Construct Vali
about the achi
t0 which the t
tnait. 79

Concurrent
mance and an a
relation betwe
Beasure obtain
tion by method

Predictive Val
paicting Some
the dimensions
future job per
St b
Puastasi, op. ci
hic., p. 136
Mtindenen,
“gbususi.

‘oLindenn.

s’-\m\susi. loc. ¢
Qw., p. 138.

Siopez, loc. cit.




face validity, is really a part of content validity because it refers

to what the test superficially measures.76

52

face" to bear a common-sense relationship to the total universe of

appropriate items and to the objective of the test.

cates that there is obvious foundation in real-life situations.

explanation of the four basic types of validity will assist in relating

their importance in the development of in-basket simulation:

1.

Content Validity: The relevance of the individual's test
responses to the behavior area under consideration_rather
than upon the apparent relevance of item content;’7 the
expert review of the instrument by a subject-matter
specialist with the expertise of the test-designer.

Construct Validity: The extent to which g test tells
about the achievement of the individual;7 the extent
to which the test measures a theoretical construct or
trait.’9

Concurrent Validity: Relationship between test perfor-

mance and an accepted contemporary criterion;80 the
relation between test scores and indices of criterion
measure obtained at approximately the same time (valida-
tion by method of contrasted groups).81

Predictive Validity: The effectiveness of the test in

predicting some future outcome;82 the significance of
the dimensions of in-basket performance compared with
future job performance.

76Anastasi, op. cit., p. 138.

"71bid., p. 136.

78Lindeman, op. cit., p. 137.
79

Anastasi, loc. cit., p. 145.

80Lindeman, op. cit., p. 37.
81

8

Anastasi, loc. cit., p. 141.

%Ibid., p. 138.

83Lopez, loc. cit.
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The validity of situational tests is proportional to the corre-
spondence between performance on the test and performance on the job.
After an in-basket test has been validated, one may proceed to estab-
lish relationships between other variables and performance in a simu-
lated situation without the necessity for costly procedures for measur-
ing real on-the-job behavior.84 Fiske believes that the low validities
found in some past studies of situational testing may be the result of
these two def:lciencies:85

1, The pertinent trait may have been inaccurately identified.

2. A discrepancy existed between the relative effectiveness
elicited first in the situational tests and later in the
actual job.

In order for an in-basket simulation to be a valid representation, it
must not only appear to measure the traits essential for adequate on-
the-job performance but it must also prove that a relationship exists
between these traits and on-the-job performance. The predictive ability
of an in-basket simulation is one of the purposes in utilizing this form
of testing in specific training programs. The establishment of validity
measures requires the utilization of both criterion groups and experi-
mental groups in order to establish appropriate relationships between

performances, both on the test and on the job.

C. Summary

Basic theories relevant to the design and development of in-basket

simulation require the integration of sound and innovative concepts from
Selis foan oAk e
84 L R
W. Ray Cross, "Relationships Between Elementary School Principals'
In-Basket Performance and Their On-the-Job Behavior," The Journal of

Educational Research, Volume 63, Number 1 (September, 1969), p. 26.

8
5Fiske, loc. cit., p. 469.
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the real business world with meaningful and relevant methods of instruc-
tion in the classroom environment. The design theories presented in
this chapter represent given aspects of philosophical, psychological,
or sociological premises in their relationships to approaches to test
development, development of actual in-basket simulation, and measurement
of individual performance in such in-basket simulations. Those theoreti-
cal principles which provide a basis for the development of THE SECRE-
TARIAL IN-BASKET in this study and which lead to the empirical methodology
presented in the procedures for the study are summarized here to provide
direct input for the design of the in-basket simulation:

1. Basic Approach to Test Development: The rational hypo-

thesis approach provides the basic approach to the

development of in-basket simulation because it produces
tests of typical performance in real-life situations.

2. Philosophical Theory for In-Basket Development: In-
basket simulation must represent as closely as possible
a situational excerpt from the real world in its attempt
to bridge the gap between the business world and the
conventional classroom.

3. Psychological Theory for In-Basket Development: The
stimulus-response-feedback theory and the identical
elements theory are prominent in the development of
in-basket simulation in order that transfer of training
occurs and motivation for learning enhanced.

4. Sociological Theory for In-Basket Development: The
development of an in-basket simulation authenticating
a given occupational role requires a study of the
social role arising from the job classification under
study with specific relevance to the human relations
required in the work to be performed on the job.

5. Integrated Theory for In-Basket Development: An
integrated approach to in-basket simulation appears
essential in order to tie the foregoing philosophical,
psychological, and sociological elements to the
mechanistic theory essential for control in design.

6. Measurement of Individual Performance: Accurate

measurement of what the individual has learned (specific
skills and knowledges, behavioral changes in attitude,




anreness of
eraluating an

performance i

Standardizati
the testing s
tested if any

Jaintenance o
The consisten
Beasures what
10 another.

Establishnent
Simlation (c
is proportion
performance o

Tese theoretical
50 the developmen
‘inle published on th
“x, this summation p
Ficples that are ap
= ad should provid

s of in-basket s




awareness of self, and motivation) is essential in
evaluating and making decisions about that individual's
performance in the test.

7. Standardization of Testing Procedures: Every detail of
the testing situation must be identical for all subjects
tested if any form of standardization is to occur.

8. Maintenance of Test Reliability: Test reliability is
the consistency with which the in-basket simulation
measures what it is intended to measure from one time
to another.

9. Establishment of Test Validity: The validity of in-basket
simulation (content, construct, concurrent, and predictive)
is proportional to the degree of correspondence between
performance on the in-basket and performance on the job.

These theoretical principles form the basis for the methodology
used in the development of THE SECRETARIAL IN-BASKET. There has been
little published on the actual design of in-basket simulation; there-
fore, this summation provides a rather comprehensive analysis of those
principles that are applicable to the development of in-basket simula-
tion and should provide an informational base for the operational

aspects of in-basket simulation for others.
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CHAPTER III

HISTORICAL DEVELOPMENT OF IN-BASKET SIMULATION

In-basket simulation has been used in research, management train-
ing, and secretarial education as an instructional, training, and/or
testing procedure. A brief look at the historical development of in-
basket simulation in these areas indicates the growing interest in the
use of the in-basket technique, especially since the 1950's. The
acceptance of the in-basket technique in such fields as teacher educa-
tion, medical education, and management training and development has
been dependent in a large part on the interest shown by researchers

and developers in devising procedural designs for in-basket simulations.

A. The In-Basket in Research

Norman Frederiksen of the Educational Testing Service (ETS) is
credited with being the originator of the in-basket test and its use
in training evaluation. ETS has been involved in the development of
in-baskets and research pertaining to the use of in-baskets since the
Air Force in-baskets were developed in 1957. Subsequent research in
executive behavior (Frederiksen, 1962); school administration (Hemphill,
Griffiths and Frederiksen, 1962); and organizational climates (Frederiksen,
Jensen and Beaton, 1968) have resulted in major ETS studies involving the
in-basket as the research instrument for comparing simulated behavior

with on-the-job behavior.

56
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In-basket research conducted at Michigan State University has
focused in the area of teacher education where the in-basket test was
used in the study of teacher behavior (Shulman, Loupe and Piper, 1968)
and in the study of student behavior (Poland and Haines, 1970). 1In
medical education the in-basket technique has been used in the study
of patient management (Rimoldi, 1963; Helfer and Slater; McGuire, 1967;
Elstein, 1971). Brief reviews of these research investigations will

emphasize the growing importance of the in-basket as a research tool.

The Air Force Study

The Officer Education Research Laboratory of the Air Force Personnel
and Training Research Center contracted with ETS to study the desired
outcomes of training in the Command and Staff School of the Air University
in 1957.1 A careful study of the curriculum of the Command and Staff
School and of statements by instructors about changes in performance
they hoped to produce in their students yielded a classification of six
behaviors that were primarily individual (exhibited by a person working
alone) and six behaviors primarily interactive (involved interrelation-
ships with other people).2 The prototype instrument had to be a test
that would tend to elicit the relevant kinds of behavior in a situation
that resembled as closely as possible the real job of an Air Force
officer. Analysis of the tasks performed by an officer revealed that

the majority of the desk work centered around the contents of one of

1Norman Frederiksen, D. R. Saunders, and Barbara Wand, '"The
In-Basket Test," Psychological Monographs: General and Applied,
Volume 71, Number 9 (1957), p. I

2Frederiksen, Jensen, and Beaton, op. cit., p. 30.
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the two baskets ("in'" and "out' baskets) usually found on the desk of
an Air Force officer. The format of the instrument involved a situ-
ational test that required the subject to deal with items in the
in-basket.

Several criticisms resulted from the first in-basket used in the
Air Force study.3 Air Force officers stated that it was not reasonable
to take actions on the items in the in-basket test because too little
information was available to the subject. The '"correct' action desig-
nated in the evaluation scheme for the in-basket depended upon a number
of unknown situational factors. A compromise in the test structure
resulted in the development of an in-basket that placed the subject
in a new position because of an emergency and allowed a period of time
prior to the start of the in-basket exercise during which the subject
would study applicable background materials.

The in-basket tests that were prepared and tried out at Maxwell
Air Force Base required the subject to play four roles in succession:
Commanding Officer of a hypothetical 71st Composite Wing; Director of
Materiel; Director of Personnel; and Director of Operations. In each
role he was given an in-basket containing incoming letters, memoranda,
staff studies, and other similar material.

Frederiksen et al report that the Air Force in-baskets were dis-
appointing from the standpoint of their psychometric properties. In
subsequent studies different methods of scoring were employed that

yield quite satisfactory reliabilities for many scoring categories.4

3bid., p. 31.

41bid., p. 32.

e ———
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The Bureau of Business In-Basket Study

The Bureau of Business In-Basket Test consists of letters, memo-
randa, records of telephone calls, and other business papers from the
in-basket of a newly-hired Executive Officer of the Northeastern
Division of the Bureau of Business. The in-basket represents a simu-
lation of some major aspects of an executive's job, and the subject is
requested to actually perform the tasks contained in the in-basket
simulation as he would if he were actually employed in the position.
The letters, memoranda, and notes written by the subject in this com-
plex simulation of an executive's position constitute a record of
behavior which occurs spontaneously in a rather unstructured situation.

The purpose of the Bureau of Business In-Basket Study was to learn
something about the major dimensions of behavior which occur in the
simulated job.S These behavioral dimensions are of interest as well
as intermediate criteria for studying a variety of potentially useful
selection tests. The in-basket test was considered a performance test
which would reflect personality of the individual subjects, and methods
were developed for scoring 70 aspects of behavioral dimensions. The
administration of the test to 335 people representing subgroups of
undergraduates, graduate students of business, government administrators,
business executives, and army officers resulted in a study of the major
differences between these groups as revealed by mean scores on in-basket
categories. A factor analysis of 40 of the most reliable in-basket

. . 6
category scores revealed eight primary factors:

SNorman Frederiksen, '""Factors in In-Basket Performance,'

Psychological Monographs: General and Applied, Volume 76, Number 22,
Whole No. 541 (1962), p. 24.

61bid., p. 25
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Acting in compliance with suggestions
Preparing for action by becoming informed
Concern with public relations
Procrastinating

Concern with superiors

Informality

Directing subordinates

Discussing

CONOUVNE NN -

Three second-order factors were defined in terms of the administrative
behavior represented by each:7

1. Preparing for action

2. Amount of work

3. Seeking guidance

The Hemphill study of school administration utilized the Bureau
of Business In-Basket Test as one of four in-baskets administered to
elementary school principals. One major difficulty facing personality
research has been that of making suitable real-life observations
because not every real-life situation will provide opportunities for
the expression of any or all personality tendencies. Therefore, the

behavioral dimensions obtained from these in-basket studies relate

subject performance on a series of situational in-baskets.

The School Administration In-Basket Study

During the ten-year period from 1948 to 1958 the focus of theo-
retical discussions began to shift from emphasis on traits of adminis-
trators to emphasis on the behavior of administrators in school
situ.a.tions.8 An interest also developed in an actual analysis of the

administrative situation, and the Hemphill et al study had as its main

7 Ibid.

8 emphill, Griffiths, and Frederiksen, op. cit., p. 3.







61

focus the investigation of major dimensions of administrative perfor-

mance. Three major objectives of the study were identifiecl:9
1. The Development of Concepts: To determine dimensions of
performance in the elementary school principals and thus

to develop a better understanding of the nature of the
job of the school administrator.

The Determination of Measurable Dimensions of Performance:
To provide information helpful in the solution of the
problem of selecting school administrators.

The Development of Materials: To provide materials and

instruments for the study and teaching of school adminis-
tration.

The purpose of the Hemphill study was to try to identify some major
dimensions of administrative performance and to investigate the relation-

ships of these major dimensions to a variety of other measurable charac-

teristics of pec»ple.10 Subjects were 232 elementary school principals

from a wide variety of elementary schools in the United States.
The background materials in the school administration in-baskets

were much more elaborate than for the Air Force study. A day and a

half of the five-day testing period was spent by subjects in learning

about a simulated elementary school and the community in which it was

located. Training materials included filmstrips, motion picture films,

and tape recordings of several school events. At the end of the orien-

tation period, the subjects had as much information as could reasonably

be expected of a new principal in an actual situation. Four in-baskets

were presented, one of which was the Bureau of Business In-Basket. The

other three represented the paperwork of the principal on three specific
days of the school year.
e e bt n

®Ibid., p. 7.
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Scoring methods developed for scoring the school administration
in-baskets and the Bureau of Business In-Basket were simpler and more
direct than those employed in the Air Force study.11 In general, the
scores proved to be of satisfactory reliability. The Air Force study
and the school administration study differed in another important way.
The Air Force in-baskets were prepared specifically to elicit certain
pre-selected kinds of behavior judged relevant to the purposes of a
training program. The school administration study, on the other hand,
began with the question of how to identify some important aspects of
behavior in administration. This approach led to a quite different
approach in the development of testing materials.

Eight primary factors resulting from a factor analysis accounted
for most of the common variance in the scores obtained in the school
administration study:12
Exchanging information
Discussing before acting
Complying with suggestions made by others
Analyzing the situation
Maintaining organizational relationships
Organizing work

Responding to outsiders
Directing the work of others

P N L

A second-order factor analysis of the intercorrelations of the
2 s e 13
eight primary factors yielded two factors:

1. Amount of work done in handling items
2. Preparation for decision vs. taking final action

SR TR e
uFredetiksen, Jensen, and Beaton, loc. cit., p. 34.
12
Ibid., p. 36.

Bwid., p. 37.
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The Hemphill study also involved administering to the 232 elemen-
tary school principals a large battery of tests, inventories, and
questionnaires in order to investigate the relationships of cognitive
abilities, personality, and biographical information to the factors in
school administration. A number of relationships were found that
appeared to show some consistency in performance across a domain that
includes ability tests, personality inventories, and ratings as well

as performance in the simulated school.

The Organizational Climates Study

Frederiksen, Jensen, and Beaton conducted an experimental study
which involved a simulated organization with specific modifications of
the organizational climates.14 These organizational climates were
communicated in both subtle and overt ways, and the subject's perceptions

of the climate were reinforced during the test by including suitable

materials in the in-basket itself.15 The two main purposes of this

study were:

1. To investigate the effects of organizational climates
on the means and on the factor structure of the
dependent variables.

2. To investigate the effects of organizational climates
on the correlations between predictor measures and the
dependent variables .. the possible role of situational
variables (the organizational climates) as moderators
of relationships of predictors to measures of perfor-
mance in an organization.

1411014,

51bid., p. 10.

1614id., p. 21.
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Most of the experimental data were obtained at a two-day Research

Institute in Sacramento, California, in April, 1965. The subjects in

the experiment were 260 male executives employed by the State of
California in a variety of positions ranging from forestry to prison

service and from heads of departments to middle-management levels. The

simulated job was that of Chief of the Field Service Division of the
Department of Commerce for the State of California, a job that required

little technical skill or information beyond that already known to all

The experi-

subjects because of their experience as state employees.
17

mental treatments involved two dichotomies of organizational climate:

1. A climate in which innovation and originality are
encouraged vs. a climate that encourages following

rules and standard procedures.

2. A climate in which a type of supervision was utilized
wherein the supervisor was expected to monitor the
details of the work of a subordinate vs. a global type

of supervision in which the supervisor was mainly con-
cerned with assigning work and evaluating the final

products of the subordinate's work.

The perceptions of the organizational climates were enhanced throughout
the experiment by the documents included in each subject's in-basket.
One of the implications derived from the use of the in-basket in this
research was that to some degree subjects perform differently in a
situational test than they do in a real job, knowing as they do that

decisions are not 'real' and that no one's career would really be

influenced by any action taken. Another observation, the researchers

noted, concerned the degree of accuracy to which performance in a

simulated job is representative of one's typical behavior.

ibid., p. 336.
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Ten factors accounted for 61 per cent of the total variance.
Scores representing these ten performance factors served as dependent
variables in the investigation of effects of organizational climates
on performance. These performance factors are as follows:18

Productivity

Acts in compliance with suggestions
Interacts with superiors

Thought ful analysis of problems

Plans and discusses

Defers judgment and action

Interacts with peers

Orderly work

Informality

Accepts administrative responsibility

QUVWONOUVTEWN-

[

An additional variable, the average of the in-basket scorers' rating of
overall quality of performance, constitutes the eleventh criterion. The
criteria of performance used in studying effects of organizational
climates are the ten in-basket performance factor scores and the average
rating of quality of performance by the in-basket scorers.

One further recommendation made by Frederiksen, Jensen, and Beaton
involved the selection of a test battery for the selection of managers.
These two considerations are of prime importance in selecting appropri-
ate testing packages:19

1. What criteria of performance are considered important?

2. In what kind of situation or organization will the

candidate work?
Frederiksen, Jensen, and Beaton indicate that the variations in settings,
€Xperimental treatments, and dependent variables that might be employed
in such social -psychological experiments are limited only by the experi-

Meénter's imagination. The use of a complex situational test as a device

———

181pid., pp. 338-339.

rpid., p. 352.
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for performing experiments in the behavioral sciences provides advantages
over field studies from the standpoint of experimental controls; and an
implication derived from this study focuses on the feasibility of using

. . . . . . . 2
the simulated technique more extensively as an investigative technique. 0

The Shulman Study

Shulman et al developed the Teacher's In-Basket in an attempt to
study individual inquiry behavior in a situation involving a female
elementary school teacher-in-training as the principal subject.21 The

)
situation involved her in the role of a new sixth grade teacher hired
in the middle of the semester with three kinds of materials available
for her perusal:22

1. The contents of an in-basket.

2. Written materials, records, report cards, etc., concerning
both the school and pupils in the teacher's class.

3. Human resources that are in the situation (a school secre-
tary, a school principal, and a reference memory, all
accessible by a telephone placed on the teacher's desk).

In addition to observation of the teacher's behavior in written communi-
cation, she was also viewed by means of a one-way viewing mirror with
rooms connected through a two-way telephone exchange. A number of

23

quantitative measures were derived from the in-basket situation:

1. Problem Sensitivity: The number of potentially prob-
lematic elements reacted to as problems.

2014id., p. 360.

21Shulman, Loupe, and Piper, op. cit.

221444, , pp. 5-6.

231pid., p. 8.
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2. Time: The number of minutes the subject chooses to spend
in the inquiry situation.

3. Materials Attended: A measure of input, the number of
pieces of material to which the subject attends in the
inquiry period.

4. Information Sources: A count of the number of categories
of information brought to bear by the subject on ten
selected problems in the in-basket.

5. Competence: A measure of problem resolution; how well

each subject comes to understand the nature of the prob-
lem situation in the selected problems.

Shulman concluded that it is possible to conduct systematic studies
of inquiry performance through the use of such an in-basket or other
simulation of a complex problem situation. The 'thinking aloud' tech-
niques used in the study aided the researchers in identifying actual
behavior of the subjects. However, Shulman noted that the purpose of
the research was not the development of a theory of teaching behavior
and that in this particular study teaching was merely a specific exem-
plar of inquiry.24 The use of simulation in similar research studies
may prove to be an effective tool, he noted, in conducting descriptive

studies of the behavior of criterial exemplars of such complex skills

as teaching and medical diagnosis.25

The Vocational Office Block Project

Initiated in August, 1965, the Vocational Office Block Project
(VOB) was one of several research efforts of the Research and Development
Program in Vocational-Technical Education, Michigan State University.

Clinical schools in five states (Arizona, Florida, Michigan, New Jersey,

—

241bid., p. 189.

21bid., p. 191.



68

and Washington) utilized a block-time approach in the implementation of

the vocational office block concept. Planned outcomes of the project

resulted in a curriculum development effort with two basic goals:

1. To fuse the fundamental processes and skills into
simulated job tasks.

2. To present learning situations when appropriate to
the skills.

Special instructional materials were developed for the VOB project,
including integrated exercises, case studies, and model office simula-

tion. Evaluation was deemed a high priority by VOB personnel:

It was felt that evaluation should consider the process
of the project, the outcomes of student achievement, and the
related aspects of local practice and adoption.

One of the ten evaluative activities was an experimental situation

test of student performance administered by research associates to 590

students in 1966-67. The VOB personnel concluded that the test needed

substantial revision if it were to be a truly evaluative instrument.
The situation in-basket was used again in 1967-68 only as an introduc-
tion to situation testing and not as an experimental vehicle.

A cutback in the availability of federal funds in the midst of the

first 18-month contract necessitated a reduction in staff personnel and

scope of work in such areas as evaluation, materials development, and

. 28 .
teacher education. As a result, a number of recommendations were made

for subsequent research in these areas. One of the recommendations

stemming from the VOB project emphasizes the need for continuing efforts

26Poland and Haines, loc. cit., pp. 6-7.
"Ibid., p. 40.

8Ibid., p. 10.
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to develop appropriate evaluative materials for use with a block-time

29
approach.
Evaluative instruments must be developed which will support a

research design comparing the program's effectiveness with the
traditional one-hour classes taught in office education.

Rimoldi's Test of Diagnostic Skills

Within recent years medical educators have been experimenting with
simulated means for evaluating and training medical students in certain
facets of the profession. Specific inquiry regarding the process of
reaching a clinical diagnosis was begun by Rimoldi who developed an
instrument, the Test of Diagnostic Skills, for studying 'high mental
processes with special reference to the clinical diagnostic problem.":”O
The test, an application of a technique developed at the Loyola Psycho-
metric Laboratory for the study of problem solving in general, interested
many medical educators because of its potential use as an instrument for
evaluating and training medical students.31 The primary purpose of the
test is to estimate how a medical student proceeds when diagnosing a
given case. Through a simulated approach, approximating an in-basket
technique, the subject is requested to reach a diagnosis, given prelimi-
nary information about a specific case and the opportunity to ask

pertinent questions and seek additional information concerning the

case,

1pid., p. 71.

. 30H. J. A. Rimoldi, "The Test of Diagnostic Skills,' Journal of
Medical Education, Volume 36, Number 1 (January, 1961), p. 73.

) 3IH. J. A. Rimoldi, "Rationale and Applications of the Test of
Diagnostic Skills," Journal of Medical Education, Volume 38, Number 5
(May , 1963), p. 364.
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The format of the test itself consists of cards contained in flat

pockets which partially overlap and are evenly arranged in a display

folder.

subject may ask is indicated.

On the top edge of each of these cards a question that the

By drawing a card and looking at the

reverse side, the subject gets information that is given in the form

of verbal reports, laboratory analyses, x-rays, etc.

Rimoldi found

three distinct advantages for use of this simulated technique in

medical education:3

1.

2.

It is possible to study the process followed by a subject

in diagnosing a case.
Aspects of the diagnostic process appear when using this

technique that do not show up in true-false or other

types of tests.
Subjects who reach the same diagnosis may do so by

following different processes.

Five major scoring procedures involved the following categories:

1.

Number of Questions Asked: Two forms of the test (A and
B) contain respectively 56 and 59 items, and it is possible
to observe how many questions are asked until diagnosis of

the case is reached.

The Utility Index of Each Card: The ratio between the num-

ber of times that a given question has been asked and the
number of subjects in the group can be taken as an indica-
tion of the utility of the particular question.

The Utility Score: The average of the utility indices of

the cards selected by the subject results in the utility
score.

Diagnostic Accuracy: The accuracy of the final diagnosis
is obtained for each case.

Sequential Relationships: Relationship between the sequences

followed by different subjects and average intercorrelation
between the sequences followed by all the subjects in a given
group enable the researcher to obtain sequential relationships.

32, .
Rimoldi, '"The Test of Diagnostic Skills,'" p. 74.

3
SIbid., p. 7.
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Rimoldi suggests that the evaluation of each subject's performance
is not tied to norms based on average performance but becomes possible

in terms of the "intrinsic' difficulty of each problem, the content

used, and the group performance. Weitman35 also made use of Rimoldi's

Test of Diagnostic Skills in a study of the factors which influence the

training of medical students.

The Diagnostic Management Problem

6 were concerned with the process of reaching a

Helfer and Slater3
clinical diagnosis, the steps taken or sequence used by a medical stu-

dent as he works through a clinical problem. In order to better prepare

the future physicians to solve clinical problems, equal emphasis must

be placed on (1) the quality of the diagnosis or end product and

(2) the means or process used to reach this diagnosis. The Diagnostic

Management Problem was constructed from case material that appeared in
either the in-patient or out-patient departments of the medical center.
Information relating to a specific historical fact, a given physical
finding, or a single laboratory study relating to that case was recorded

on a separate card; and this card was added to the total deck of cards

representing one Diagnostic Management Problem. The subject is given

the setting in which he is working and provided with an index sheet

3
4Rimoldi, "Rationale and Applications of the Test of Diagnostic
Skills," p. 365.

3 .
5M. Weitman and F. Coisman, '"Medical Student Pathways to Diagnosis,"
Journal of Medical Education, Volume 40 (1965), pp. 166-179.

3 .
6Ray E. Helfer and Carl H. Slater, '"Assaying the Process of
Reaching a Clinical Diagnosis," University of Colorado Medical Center,

Pp. 79-87.

3
"Ibid., p. 79.
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which itemizes the type of information available on each of the numbered

cards. He then proceeds to work through the problem by selecting cards

in any order he chooses; he may select as many or as few cards as he
desires and quit at any point in his evaluation of the clinical problem.

On a separate answer sheet the number of each card selected and the

order in which it was selected are recorded. His final diagnosis or

differential is also recorded.

The evaluative instrument developed by Helfer and Slater provides
a method for assaying the process a medical student uses to arrive at a

clinical diagnosis. Its reliability and validity have shown that it

has the capability of selecting out those students who may require

special assistance in the development of the skills unique to the

process of clinical problem solving. The researchers made the follow-

ing observation in relating the importance of such a technique in

medical education:

Medical educators are continually confronted with the
problem of recognizing a student's deficiencies in his prob-
lem solving skills very late in a student's clinical training.
The Diagnostic Management Problems in addition to the contri-
butions made by Rimoldi, Cowles and Weed now provide an answer
to this dilemma. Those students who will require special
assistance in the development of their problem solving skills
can now be identified at a point in their clinical educational
experience when constructive intervention may be both feasible

and beneficial.3

McGuire's Process Approach to Medical Evaluation

Since its establishment in 1959, the Office of Research in Medical

Education of the University of Illinois College of Medicine has completed

3
SIbid., p. s2.
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a series of studies of learning climates at the University, the findings

of which support the following view:

The then current system of student examination, grading, and

promotion not only failed to provide evidence regarding stu-

dent achievement with respect to many of the most important

goals of medical education ... it actually jeopardized their

attainment by exacerbating tendencies toward fragmentation

of learning, by focusing student attention on esoteric or

trivial detail, and by intensifying unhealthy competition

among students for §rades and among departments for students'

time and attention.>9
As a result of these preliminary studies, a multi-disciplinary approach
to evaluation40 has been making a significant contribution to the sys-
tTematic modification of medical education. Patient management problems
have been developed based upon videotapes of patient interviews, movies
o f patient examinations or autopsies, audiotapes of heart, breath, lung,
and abdominal sounds. These situational exercises require the medical
S tudent to demonstrate:

1. Accurate observation of data presented.

2. Knowledge of significance of data and possible inter-

relations.
3. Recognition of basic biochemical or patho-physiologic
processes that would explain data.
4. Anticipation of other findings.4l
A number of simulations were developed to test the complex skills

O Ff gathering data and making judgments. McGuire indicates that ''these

S imulations ... constitute branched problems in patient management or

——

39Christine H. McGuire, "An Evaluation Model for Professional
Education--Medical Education," Proceedingg}of the 1967 Invitational
Conference on Testing Problems (Princeton: Educational Testing Service,

1S68), pp. 38-39.
401pid., p. 38.

ipid., p. 40.
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in laboratory investigation that require sequential analysis and

. . 42
decision.”

The final developmental phase is the determination of minimum
acceptable performance on the total comprehensive examination and on

each subtest. Administration of the test itself yielded two sets of

results:43

1. The performance of students at different levels of the
curriculum on identical exercises in order to assess

student progress toward goals.

2. Any unusual trends in numbers of students failing to
meet the pre-established standards.

The climate in medical education, according to McGuire, is conducive

to the kind of systematic evaluation process that encourages:

1. Empirical determination of essential components of

professional competence.
2. Employment of simulation techniques to supplement more

conventional methods of assessment.
. Application of pre-established standards.
4. Utilization of numerous feedback mechanisms to assure

fuller exploitation of evaluation data.

w

The patient management problems45 described by McGuire have been
extensively used as part of the comprehensive examinations of third-
and fourth-year medical students at the University of Illinois and also
as a major portion of the examination for certification by various
Scott reported

specialty boards such as that in orthopedic surgery.

that these same types of simulated exercises were used at Michigan

“Z1pid., p. 41.
4
‘Ibid., p. 44.

4
Ibid., p. s1.

45 :
. Center for Educational Development, Patient Management Problems
(University of I1linois College of Medicine).
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State University as part of the evaluation of the development of problem-

solving skills for sixth-year medical students.

The Medical Inquiry Project

Elstein et al conducted an investigation of the reasoning process
of expert physicians, known as the Medical Inquiry Project, at Michigan
State University. The basic objectives of these studies were:4

1. To identify the intellectual strategies and tactics
characteristic of expert clinical reasoning.
2. To generate a psychological theory to explain these

features.
3. To relate this theory to current theories of thinking,

human information processing, decision-making and

problem-solving.
4. To develop instructional methods and materials which

will assist medical students to acquire and refine
their problem-solving skills.

Actual strategies employed by physicians in the medical work-up
elicited a methodology for inquiry or problem-solving which was utilized
for data gathering in a setting closely resembling the one in which
Physicians work. It was felt that not only could there be an impact
on medical education through the development of new instructional
Mmaterials and methods for teaching clinical skills but that a comple-
Mmentary impact could be made on scientific psychology with actual
Mmedical problems as exemplars of the complex practical problems

€©ncountered regularly in the real world.48

———

46Letter from Hugh M. Scott, M. D., Royal Victoria Hospital,
Montreal 112, P. Q., March 3, 1970.

47Arthur S. Elstein et al, '"Methods and Theory in the Study of
Medical Inquiry," Office of Medical Education Research and Development,
;§C>11ege of Human Medicine, Michigan State University (Summer, 1971),
- 10

*1pid., pp. 1-2.
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The initial step in developing the methodology for the study was
to observe the data-gathering and reasoning processes of physicians
selected from three medical fields: private practice, salaried group
practice, and academic medicine. A minimum of two days on the project
was required with the majority of time allotted to working up and dis-
cussing three simulated medical problems. The planned research facility
included a specially designed room resembling a physician's office and
two television cameras mounted near the ceiling with subsequent video-
t aping of the doctor-'patient'" sequence. A ''data bank' technique was
utilized to provide physical findings of the physical examination of
the patient, but interpretations of this data depend upon each physi-
cian's judgment. The tentative formulation of a theory of medical
inquiry resulted from this initial observation. This theory is stated

as follows:

Physicians generate specific diagnostic hypotheses early,
well before they have gathered most of the data of a

particular case.

As a part of a long-term program of studies of the medical diag-
Nnostic process, three simulated cases were administered to 19 third-
Year medical students and 29 physicians, all members of the medical
S chool faculty or physicians in the University Health Service. The
Tesults indicate that physicians and students do in fact differ in the
Way they think about medical problems. Physicians consistently offered
moxe hypotheses (diseases) than students while no differences existed
in the number of constraints sought (symptoms, signs, and laboratory

Findings). What accounted for these differences in hypotheses?

e —

pid., p. 9.
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1. Students are more cautious about inferring hypotheses
from limited data.

2. Students know fewer hypotheses.

3. Students know an equal number of hypotheses but have
weaker links between constraints and hypotheses.

4. The kinds of constraints sought are not the same;
therefore, hypotheses are less strongly implied for
students.g

The observable procedures and reasoning of the physician are efforts to
test deductions derived from provisional hypotheses. The hypothetico-
deductive strategy of systematic search, used primarily to confirm or
reject provisional formulations, appears to contrast sharply with the
progressive constraint-seeking inquiry strategy generally taught by

medical schools and endorsed by many cognitive psychologists.51

Other Medical Evaluation In-Baskets

An elaborate in-basket has been used by the Canadian College of
Family Practice in their certifying examinations.52 The in-basket
includes a mock-up of a doctor's office and materials ranging from
actors who are trained to simulate different patient types for examiners
and candidate, telephone interruptions, and correspondence in the
doctor's "in-basket."

The '"programmed patient"s3 is a similar form of simulation devel-

oped by Harold Barrows of the University of Southern California in

5OArthur S. Elstein, Michael J. Loupe, and James B. Erdmann, '"An
Experimental Study of Medical Diagnostic Thinking," Journal of Struc-
tured Learning, Volume 2, Number 4 (1971), p. S51.

51Elstein et al, '"Methods and Theory in the Study of Medical
Inquiry,'" p. 16.

52 .
Scott, op. cit.
53Ibid.
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which he has trained actresses to simulate neurological patients. The
candidate is required to find whatever problems the patient may have

and select an appropriate solution.

B. The In-Basket in Management Training and Selection

Business and industry have utilized the in-basket primarily as a
management training and selection device. The Bell System, Sears,
General Electric, The Boeing Company, Port of New York Authority,

Dayton Rubber Company, and Procter and Gamble are some of the commercial
firms employing the in-basket in such a capacity. A brief review of the
use of the in-basket in management training and selection will demon-

strate the ways in which in-basket simulations have been designed to aid

business in the quest for effective employees and managers.

The Bell System

The Personnel Assessment Program employed by the Bell System54
dates back to 1956 when the Personnel Relations Department of the
American Telephone and Telegraph Company began a long-range program to
investigate factors which determine the progress of young people in
management. This project, known as the Management Life Progress Study,
called for the intensive investigation of career histories to uncover
information about management selection and development in the Bell
System. Michigan Bell Telephone Company put into operation the Bell
System's first non-management Assessment Program in September, 1958,
to be utilized in selecting first-line plant foremen from the non-

Management ranks. Four years later an Assessment Program for the

54Perscmnel Assessment Program (Detroit: Michigan Bell Telephone
COmpany), p.- 4.
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company's non-management women personnel was established. In 1964 the
Personnel Relations Department combined both the men's and women's
assessment activities into one program, the Michigan Bell Personnel
Assessment Program. |

Actual assessment of individuals is made by a professional staff
using techniques such as personal interviews, in-baskets, pencil-and-
paper tests, group problems, and individual work projects. The in-
basket technique is employed as a part of the assessment cycle to
measure two administrative skills required in management: (1) organizing
and planning, and (2) decision making.55 Personal qualities and inter-
personal skills are measured by other types of evaluative instruments.
Byham suggests that the in-basket portion of the assessment provides
the individual with new understanding of the volume of paperwork
involved in a manager's job.56 The Assessment Center approach pioneered
by the Bell System provides a qualitative approach to the analysis of

on-the-job performance as determined by simulated approaches.

Sears, Roebuck and Company

Concern for the measurement of executive behavior has a relatively
long history within Sears, Roebuck and Company. In 1942 the company
sought the assistance of the late Dr. L. L. Thurstone in the establish-

ment of a psychological testing program for executive personnel.57

55Interview with James H. Huck, Personnel Assessment Center,
Michigan Bell Telephone Company, September 29, 1971.

56William C. Byham, ''Assessment Centers for Spotting Future
Managers,'" Harvard Business Review (July-August, 1970), p. 155,

57v, Jon Bentz, The Sears Experience in the Investigation,
Description and Prediction of Executive Behavior (Chicago: Sears,
Roebuck and Co.), p. 59.
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Bentz and his colleagues were instrumental in utilizing this test
battery to investigate general executive competence in the ability to
move effectively and flexibly through a range of different tasks and
assignments. Growth and expansion of the company caused the demands
made upon executive personnel to alter subtlely but significantly.58
In the process of re-evaluating the Executive Test Battery used, Bentz
et al found that abilities were needed in addition to those being

measured, and the following categories were isolated:

1. The Use of Mental Ability: Measures of the use of
intelligence without the binding influence of personality.

2. Qualities of Intelligence and Personality That Would
Measure Openness of Change and Identify Those Individuals
Having the Unique Capacity to Function as the Initiators
of Cﬁange: Measures which would assess the permeability
of personality which maintains an open mind to new things,
the assessment of the tendency toward initiating change,
creativity and flexibility in thinking and acting.

3. Factors Related to Administrative Skill and Decision
Making: Measures of the ability to think through
complex situations, both in isolation and in associ-
ation with others.

4, Assessment of Emotional Strength as a Part of the
Competitive Personality: Measures to assess the
personality variables of emotional strength and/or
control, personal aggressiveness and the desire to
contribute.

The Sears In-Basket, used as a tool in assessment of administrative
judgment and decision-making skill of executive personnel, was developed
in an attempt to measure an executive's ability to think through com-
Plex situations, both in isolation and in association with others. In

an effort toward discovery of the underlying characteristics and abilities

———

>%1bid., p. 82.

*lbid., p. 83.
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predictive of these two important facets of executive behavior, three
simulated tasks were constructed which placed the executive subjects in
a variety of decision-making situations. These were the Sears In-Basket
Test and two Leaderless Group Problem-Solving Situations.60 The Sears
researchers found that the in-basket test, when in-basket scores were
related to all measures of performance, appeared to be a reasonably
good predictor of executive, managerial, and decision-making performance.
Bentz reports that further refinements of the in-basket will pro-
vide even more information on the nature of administrative skill,
decision-making ability, and stylistic information concerning executive
behavior that contribute to various kinds of executive effectiveness
resulting from the Sears assessment program.61 The Sears In-Basket
appears to be a unique source of measurement, for when it has been
included in factor analyses ''it does not combine with other data but

pulls out to stay by itself."62

General Electric

The General Electric Plant Manager In-Basket Test was developed in
a 1961 Behavioral Research Service study as a possible measure of apti-
tude in the administrative aspects of managerial work. The subject was
confronted with letters, reports, notes, and related items which pre-
sumably accumulated in the in-basket of a hypothetical manager. In

assuming the role of that manager, the subject is asked to take any

60Ibid., pp. 91-92.

®l1pid., p. 145.

®21pid., p. 131.
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actions he deems appropriate with the in-basket items within a limited
time period.63
Administration of the in-basket to 81 unit managers in seven
departments within the company resulted in the development of scoring
procedures based on the results obtained with this group. The test
scores of these 81 men were compared with ratings of on-the-job perfor-
mance in different aspects of the unit manager job made by higher level
managers. The results obtained for this group were cross-checked on
another group of 45 unit managers in four additional departments to
obtain a more thorough and accurate evaluation of the in-basket as a
predictor of unit manager performance. The Plant Manager In-Basket
Test developed by GE researchers simulated the position of Lamp Plant
64

Manager within the organization with the following characteristics:

1. The job should have some of the qualities of a General
Manager type of position so that a variety of problems
would be presented.

2. The job should be generally familiar to persons taking
the test in General Electric.

3. The job should not be one that many candidates for mana-
gerial positions might have held in the past.

4. The job should not be so complex that the test might be
unsuitable for candidates for managerial jobs at the unit
level.

The in-basket materials were collected directly from managers of several

such plants within General Electric prior to final development of the

6

3Behavioral Research Service, The In-Basket Test as a Measure of
Managerial Aptitude (New York: Relations Services, General Electric,
1961), p. 1.

64
Ibid., p. 4.
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in-basket to be used in the research. 1Two factor levels were used in
. . . . 65
analyzing the ratings of unit managers on the in-basket:

1. The Supervision Factor: This element covered the human
relations aspects of the job.

2. The Planning-Administrative Factor: This element covered
the more intellectual aspects of the job.

Procedures for scoring the test were developed from the responses
of the 81 unit managers to the in-basket itéms. These test scores were
then compared with the ratings of the 81 unit managers in the two major
aspects of job performance and with ratings of overall effectiveness as
a unit manager. A cross-validation of results with an independent
group of unit managers provided a more accurate picture of the effec-
tiveness of the test as a predictor of job performance than could be
ascertained only from the results obtained on the original group‘66

The results of the General Electric in-basket research indicate
that the in-basket test can serve as a valuable aid in the selection
and development of managers. Subsequent in-basket research by the
Behavioral Research Service has indicated that the in-basket test may
have potential as an aid in the selection of supervisors or managers
at other levels in a manufacturing organization or in other functions.
Meyer reports that several departments use abbreviated versions of
in-basket tests for training potential managers in particular aspects

of managerial work, such as plamning.67 The Ordnance Department at

651bid., p. 6.
1bid., p. 7.

67Letter from Herbert H. Meyer, Manager, Personnel Research,
General Electric Company, December 2, 1969.
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Pittsfield was particularly interested in the use of the in-basket not
only in the selection but also in the development of first-line fore-
men. In the experiment 57 foremen in the Manufacturing Section of the
Ordnance Department agreed to take the Plant Manager In-Basket Test
that had been used in the prior research. Appraisals of the actual
on-the-job performance of the 57 foremen were obtained from their
managers. An analysis of these ratings indicated that foreman perfor-

mance could be described as consisting of abilities in four general

.68
areas.:

Supervising the work of subordinates
Organizing personnel and facilities
Performing general administrative duties
Providing guidance on technical problems

H NN

Since technical competence is specific to the type of operations
performed by the group supervised (and the in-basket test was not
designed to measure technical knowledge), predictive ratings of on-
the-job success were made only in the first three areas. An additional
evaluative measure resulted from a comparison of the overall effective-
ness rating of the individual as a foreman compared with in-basket per-
formance. The study indicated that foremen ranked high in on-the-job
performance also scored high on the in-basket categories. This result
reflected:

1. A systematic, organized approach to problems.

2. Spending considerable time in analyzing problems, seeking
more information, etc., rather than making many final

decisions on the items.

68Behavioral Research Service, The In-Basket Test as a Measure
of Foreman Performance (Crotonville, New York: Management Development
and EmpIoyee Relations Services, General Electric Company, 1963), p. 2.




85

3. Involving subordinates in decisions, seeking their
opinions on problems, etc.

4, A considerable amount of communicating with others in
handling the in-basket items.69

In those departments where the test was administered to candidates
as a part of these studies, it appeared to provide valuable information
regarding (1) the present levels of administrative skill of the men and
(2) the management development needs of the participants. In general,
the test results tended to corroborate other sources of evidence regard-
ing the abilities and work habits of the men. Follow-up conferences
with the participants also showed that the actual involvement in a
"work sample,'" which the in-basket test required, tended to make this
approach more valuable as a development aid than merely discussing
hypothetical case problems. Long-range plans of General Electric call

for additional studies to determine the value of the in-basket as a

tool for appraising candidates for a variety of managerial positions.

The Boeing Company

Zoll, presently a principal in the consulting firm of Management
Education Associates, was formerly an educational psychologist on the
Boeing staff who served as the Corporate Management Education Advisor.
Zoll and his associates are responsible for the development of in-
baskets used in the management training programs of several divisions

within the company, including the Pilotless Aircraft Division and the

%9pid., p. 6.

70Behavioral Research Service, The In-Basket Test as a Measure of
Managerial Aptitude, p. 65.
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Vertol Division.71 The Boeing Company utilizes in-basket simulation
primarily as a training tool in the management education program. Four
of the in-baskets currently being used at The Boeing Company and a

fifth in-basket, with detailed comments on its construction, have been

released for recent publication.

Related In-Basket Development

Several models for in-basket simulation have been developed by
business and industry and are included here as referrent sources for
in-basket utilization. IBM Corporation first used the in-basket tech-
nique in August, 1957, in conjunction with a training program for the
managers of 200 branch sales offices varying in size from 215 to several
hundred people.73 The in-basket is used primarily as a training tool
in IBM's management training program.

Greenlaw, now Professor of Management at Pennsylvania State
University, developed an in-basket designed for a specific industry,
the Dayco Corporation, about eleven years ago.74 The Port of New York
Authority utilized the in-basket technique in development of training
programs in both management and non-management aspects of their organi-
zation. John Little developed an 80-minute in-basket known as the Port

Authority's Maintenance Foreman Game which was used in the Personnel

71Zoll, The In-Basket Kit: Materials for the Creation and Use of
In-Basket Materials.

7 . .
2Letter from Allen A. Zoll, Management Education Advisor, The
Boeing Company, November 24, 1969.

73
Lopez, loc. cit., p. 49.

74Letter from Paul S. Greenlaw, Professor of Management, The
Pennsylvania State University, November 21, 1969.
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and Training Division.75 Procter and Gamble's ''Matrix'" and ''Management
Trial Exercise'" combined the business-case method, the in-basket tech-
nique, and a system of sequential decision making in a single business
exercise in order to simulate the administrative aspects of marketing

soaps and detergents.76 Another management in-basket was developed by

Montgomery Ward and used in the management training of store managers.77

In 1962 the American Management Association designed an in-basket

exercise for use in its management program for top management executives.

The AMA had previously been involved in the use of other types of busi-
ness games and simulations in its management training program, and sub-
sequent use of the in-basket has gained popularity in its seminars and
training sessions. Since that time the AMA has also expressed interest
in the development of in-baskets for use in other areas of business
training, including the training of secretaries.

The University of Michigan Bureau of Industrial Relations has
developed a series of 22 standardized in-baskets for use in specialized
training programs. Each in-basket contains at least 15 in-basket prob-
lems with accompanying sets of background materials and instructor's

guides.79

C. The In-Basket in Secretarial Training and Development

The influence of in-basket simulation for the training and selec-

tion of prospective managerial personnel has expanded to include the

———

75Lopez, loc. cit., p. S1.

761pid.

"1bid., p. 50.

78Ibid., p. 23. 791bid.

78
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training of non-management personnel, especially those in the secre-
tarial levels. Prior to 1962, the only secretarial in-basket reported
in the literature was administered by the Port Authority of New York as
a selection device for promoting secretarial employees to higher-level
positions.80 Since that time secretarial in-baskets have been developed
for secretarial seminars and workshops sponsored by professional associ-
ations (Popham) and by business and industry (Port Authority of New York,
Montgomery Ward's, National Newark and Essex Bank). In the field of
business education the in-basket technique has been utilized primarily
as an instructional device in conjunction with three texts (Popham;
Place and Hicks; Anderson et al). Most recently, the National Secre-
taries Association (International) and the Institute for Certifying
Secretaries have adopted the in-basket technique for use in the annual
CPS certification examination. However, the acceptance of the in-basket
technique has not been readily forthcoming, perhaps because of its
limited use in the development of instructional materials and evaluative

instruments for secretarial programs.

The Popham In-Baskets

In 1962 Estelle Popham designed an in-basket for use in the First
Executive Secretarial Seminar of the American Management Association,
a three-day seminar entitled "Self-Improvement and Skills Development
for Executive Secretaries."81 The annual AMA seminar series is now

scheduled in various locations throughout the United States, Canada,

801pi4., p. 24.

1
Ruth I. Anderson et al, loc. cit., p. 20.
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and Mexico. Popham has developed several in-baskets now published in
secretarial texts and has used these materials in AMA workshops, in
secretarial workshops, and in workshops sponsored by the Commerce and
Industry Association of New York City.82 Popham credits a management
workshop at the Cornell School of Labor Relations with affording her

an insight into the adaptability of the in-basket technique to secre-
tarial training.83 Iannizzi developed an iﬁ-basket for use in a work-
shop for secretaries at the City University of New York patterned after

the Popham secretarial in-basket.84

The Port of New York Authority

The in-baskets devised by the Port Authority were primarily used
as a selection device in secretarial training. Lopez, while manager of
the Manpower Planning and Research Division, compiled an informational
source on the in-basket and the basic theory on which the technique is
based. DeSanto, manager of the Training Services Division, has also

been involved in management games as a part of the training program.

The Montgomery Ward Secretarial Seminar

In-basket simulation was first introduced as a part of the
Montgomery Ward secretarial training program by Ann Miller of the

Administrative Personnel staff of the Chicago office.

82Letter from Estelle L. Popham, Chairman, Department of Business
Education, Hunter College of the City University of New York, December 18,
1969,

83 bid.

84Ibid.

85Letter from Roscoe W. Wisner, Supervisor, Personnel Testing,
The Port of New York Authority, December --, 1969.
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The main purpose of the in-basket exercise [according to Breen]

is to develop the secretaries' ability to appropriately handle

the assignments, indicate what action should be taken and by

whom in each case, and list in sequence the priority in which

to handle the items.86

The Miller in-basket has been administered during two-day secre-
tarial seminars held in both the Chicago and New York offices. The
typical seminar format reserves approximately two hours for the in-

basket plus a group discussion session immediately following.

The National Newark and Essex Bank

A secretarial in-basket has been used by the National Newark and
Essex Bank as a selection device. Bruce Dunnan, Personnel Director,

was instrumental in its development.87

The Secretarial Practicum

In one of its most recent applications, the in-basket has been used
as a project method for training prospective high-level secretaries. A
series of long-range assignments have been developed by Anderson et al
patterned closely to actual business problems facing administrative

. . . . 8 . . . .

secretaries in a variety of offices. 8 Projects in these six categories
. Relocating the Office
Handling Administrative Finances
Assisting the Security Manager
Planning In-Service Seminars

Organizing the Stockholders' Meeting
Finding a Secretarial Replacement

NV B NN

86Letter from C. P. Breen, Training Services Manager, Montgomery
Ward, November 25, 1969.

87Lopez, op. cit., p. 83.

88Ruth I. Anderson et al, op. cit.
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provide appropriate stimuli for secretarial students to think, analyze,
research, and set priorities and schedules, thus requiring them to make
decisions and implement them. Each project includes 20 to 30 related

. S . ‘s . .y 89
jobs, similar to those encountered in specific secretarial positions.

The CPS In-Basket

As an initial trial in 1970, the Institute for Certifying Secre-
taries, a department of the National Secretaries Association (Inter-
national), incorporated a secretarial in-basket into the ''Communications
and Decision Making' section of the Certified Professional Secretary
Examination.90 The in-basket, as it has been used in both the 1970 and
1971 CPS Examinations, is a performance test in which the candidate is
required to make judgments about how to handle various situations.
Specific aspects of the in-basket involve editing, abstracting verbal
and quantitative data, composing, transcribing verbatim dictation, and
judging the acceptability of the work of subordinates. Three basic
response patterns are sought for each item in the CPS In-Basket:91

1. What action will be taken?

2. How should concerned persons be informed of the action

taken by the examinee?

3. What follow-up procedure should be employed?

""All in a Day's Work'" and "The Secretary's In-Basket' are two in-

baskets published by the NSA in The Secretary, its monthly publication.

These in-baskets were based respectively upon the 1970 and 1971 CPS

89Ibid.

90"You Too Can Be a Certified Professional Secretary," Ihg
Secretarx (October, 1970), p. 39.

1Leonard Robertson, "Everything You Always Wanted to Know About
Preparing for Part V," The Secretary (March, 1971), p. 13.
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examinations.92 Place and Hicks have developed several secretarial

in-baskets which have also appeared in The Secretary and in their

secretarial office practice text materials.

D. Summary

The historical development of the use of in-basket simulation in
research, management training and development, and secretarial training
and development indicates that there has been growing interest in the
use of the in-basket technique since the 1950's. Frederiksen, though
credited with being the originator of the in-basket test and a leading
researcher in in-basket simulation, has emphasized that there are
numerous fields of concentration in which in-baskets may be developed
and utilized to improve training that is now going on in those areas.
Procedural design for in-basket simulation has, however, remained some-
what experimental in nature; and such aspects of in-basket simulation
as scoring and evaluation are still being questioned.

An examination of simulation techniques resembling the in-basket
technique being utilized in medical education demonstrates that Rimoldi,
Helfer and Slater, McGuire, and others are utilizing the simulation
approach in the training of medical personnel. In management training
and development the initial use of the in-basket was in the evaluation
of management personnel, but the emphasis is changing to include non-
management personnel, including the secretarial ranks of employees.
Such businesses as The Bell System, Sears, General Electric, The Boeing

Company, and IBM Corporation have laid the groundwork for the use of

92"All in a Day's Work,'" The Secretary (October, 1970), pp. 26-29;

"The Secretary's In-Basket,' The Secretary (June-July, 1971), pp. 28-31.
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the in-basket in the training of management personnel. The use of the
in-basket in secretarial training and development has been rather late
in starting. However, the American Management Association, the National
Secretaries Association (International), the Port of New York Authority,
and Montgomery Ward's are among the professional and business organiza-
tions that have become more interested in recent years in the promotion
of in-basket and other simulation techniques in the training of secre-
taries. Popham, Place and Hicks, and Anderson et al have developed
secretarial in-baskets used in secretarial workshops and training pro-
grams. The acceptance of the in-basket technique as a tool for training
secretaries is just beginning to be noticeable in the development of

instructional materials for secretarial programs.






CHAPTER 1V
RESEARCH IN THE SECRETARIAL ROLE AND CURRICULUM DEVELOPMENT
WITH IMPLICATIONS FOR SECRETARIAL EDUCATION
The secretary, though her job classification in one business firm
may be somewhat different from that in another, is described and classi-

fied in the Dictionary of Occupational Titles as a "girl friday; a

secretarial stenographer" who performs the following tasks on the job:

Schedules appointments, gives information to callers, takes
dictation, and otherwise relieves officials of clerical work
and minor administrative and business detail: Reads and routes
incoming mail. Locates and attaches appropriate file to
correspondence to be answered by employer. Takes dictation
in shorthand or on Stenotype machine and transcribes notes on
typewriter, or transcribes from voice recordings. Composes
and types routine correspondence. Files correspondence and
other records. Answers telephone and gives information to
callers or routes calls to appropriate official and places
outgoing calls. Schedules appointments for employer. Greets
visitors, ascertains nature of business, and conducts visitors
to employer or appropriate person. May not take dictation.
May arrange travel schedule and reservations. May compile

and type statistical reports. May supervise clerical workers.
May keep Eersonnel records. May record minutes of staff
meetings.

Research on the role of the secretary in business has been con-
ducted periodically from 1924 to the present. Responsibilities and
duties on the job, personal qualities and traits desirable for adequate

job performance, tasks to be performed on the job, and the secretary's

1U. S. Department of Labor, Dictionary of Occupational Titles,

lo i
c. cit,

94
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adaptation to the job and fellow employees constitute some of the kinds
of information and data which have been collected and analyzed. Charters
and Whitley (1924) conducted what is considered the classic study of
the role of the secretary, and subsequent investigations (Nichols, 1934;
Place, 1945; Kosy, 1958; Noyes, 1960; Paddock, 1967; Wagoner, 1967;
Cook, 1968) utilized findings from the earlier study on which to base
some of the research operations. Analyses of the secretarial role
indicate two distinct phases of development:
1. The Task-Trait Analysis: Primary attention is given to

the individual and personal characteristics of the secre-

tary and her ability to perform those responsibilities of

her job (Charters-Whitley, 1924; Nichols, 1934; Place,

1945; Young, 1954; Meyer, 1954; Wink, 1956; Mickelson,

1957; Welling, 1957; Noyes, 1960; Wagoner, 1967; Paddock,
1967; Perkins-Byrd, 1968).

2. The Situational Analysis: In addition to the delineation
of tasks and responsibilities of the secretarial position,
the importance of the work group and the work situation is
considered in establishing the adequacy of the secretary's
performance on the job (Casebier, 1957; Kosy, 1958; Cook,
1968; Lanham et al, 1970).

Oftentimes it is difficult to separate studies into one of these two
categories since some of the studies used a form of situational analysis
to arrive at a list of effective task performances. llowever, the above

categorizations are based upon the resultant outcomes of each study.

A. The Task-Trait Analyses

Twelve researéh studies conducted within the period from 1924
through 1968 delineate the tasks and/or traits required of the secre-
tary in her position. Of the 12 studies, only three concentrate on
the secretary in her general capacity. A review of selected studies

is included here to provide a brief resume of the important findings,
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conclusions, and/or recommendations which have particular significance

to the present study.

The Charters-Whitley Study

The classic study of the role of the secretary was conducted by
Charters and Whitley (1924) and involved the delineation of duties

performed on the job as well as the determination of personal qualities

evident in successful secretaries. An initial interview with 125

secretaries resulted in a list of 871 duties, and this list was then
submitted to 715 secretaries in the field testing phase of the study.

A second compilation of 47 traits present in successful secretaries

was obtained through employer interviews. Those duties receiving the

highest number of tallies were recategorized into the following func-

tional areas within 15 occupations:

Duties connected with filing, indexing, etc.

Telephones, etc.
Editorial duties

9. Duties involved in meeting and handling people
10. Financial and bookkeeping duties

11. Clerical duties
12. Miscellaneous duties and personal services for employer

1. Mailing duties
2. Taking dictation
3. Transcription

4. Typewriting

5. Filing

6.

7.

8.

Personal traits and qualities of the secretary as rated by the 28

employers interviewed in the study were tabulated so that 'trait-actions'

could be formulated for each of the traits. Not only was the trait

—

2 .
) W. W. Charters and Isadore B. Whitley, Analysis of Secretarial
Duties and Traits (Baltimore: Williams & Wilkins Company, 1924),

p. 11,

3.
Ibid., pp. 97-121.
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"accuracy' itemized, but also actions which indicated that accuracy was
taking place. Those traits receiving the highest ratings in the 28
interviews were: accuracy, responsibleness, dependability, intelligence,
courtesy, initiative, judgment, tact, personal pleasantness, and personal
appearance.

Charters and Whitley attempted to provide a research base for the
development of the content of commercial courses for prospective secre-
tarial employees:

Heads of commercial departments, by checking the content of

commercial courses against the duty list, will be able to see

the extent to which training is given in those duties which

are most frequent and which can be most satisfactorily taught

in school. 1In the office practice course, as well as in dic-

tation, transcription, and typing, the materials most frequently

handled in the business office should be generally used as the
practice medium.>

The Nichols Study

A study conducted by Frederick G. Nichols in cooperation with the
American Institute of Secretaries of Boston, Massachusetts, resulted in
the identification of 21 major secretarial duties based upon the com-
bined judgment of secretaries and employers. The Nichols study (1934)
had as one of its main purposes the identification of duties which
distinguished private secretaries from other office workers.6

From available research and literature, a list of 35 duties of the

secretary was constructed and sent to 692 private secretaries and their

*1bid., p. 174.

Ibid., p. 13.

6Frederick G. Nichols, The Personal Secretary (Cambridge: Harvard
University Press, 1934), p. 44.
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employers who were asked to indicate the rank order of these duties by
assigning to each a number according to its importance to the private
secretary. Usable replies were received from 237 secretaries and 86
employers. The major secretarial duties derived from this study include
the following:7

1. Take dictation

2. Transcribe shorthand notes

3. Handle callers

4. Write original letters

5. Organize facts

6. Answer letters

7. Organize office routine

8. Note information on letters

9. Handle incoming mail

10. Read and release letters for mailing
11. Organize files and filing systems
12. Take care of personal accounts
13. Consult reference books

14, Make appointments
15. Do banking for employer

Because the secretaries and executives were asked to base their replies
upon the importance of a given duty to most private secretarial posi-
tions, the replies were in the form of opinion concerning most secre-

tarial positions.

The Place Study

With the Charters-Whitley and the Nichols studies as initial
guides, Place accumulated a list of duties for secretaries and/or
executive aides. Questions were developed to cover every secretarial
aspect of each duty, and respondents were asked to indicate frequency
of performance. The data emanating from the study, based upon usable

responses from 226 secretaries and 237 employers, provided a frequency

"Ibid., p. 64.
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ranking of secretarial duties.8 The more frequently occurring duties
included the following:

Take dictation and transcribe

General filing

Make appointments

Alphabetical filing

Answer the telephone and route callers

Read and sort mail

Place and make long-distance calls

Operate an adding or calculating machine

Keep a record of appointments

Assist with the preparation of written reports of a
general, financial, government, or research nature

QWO NOUVSEWN -

—

One of the significant contributions of the Place study (1945) was
its attempt to delineate not only the duties that were performed by
secretaries but also the frequency with which specific duties were

performed.

The Young Study

The primary purpose of the Young study (1954) was to determine
those duties of a bookkeeping or accounting nature performed by the
secretary as well as the nature of other duties performed. Data were
collected by personal interview of 100 secretaries who were asked to
place duties performed on one of five categories of importance.9
Rankings were obtained of the 71 duties appearing in the questionnaire,
and frequencies resulted showing the most important duties of the

secretary.

8Irene Place, "A Study of Personal Secretaries in Sixteen
Communities in the State of Michigan.'" Unpublished Ed. D. dissertation,
New York University, 1945, p. 122,

9John R. Young, "A Study of Secretarial Duties with Special
Attention to Those Duties which Emphasize Bookkeeping or Accounting
Functions." Unpublished Ph. D. dissertation, State University of Iowa,
1954, p. 276.
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The ten most important duties of secretaries, according to Young,

are presented here:10

Take dictation and transcribe notes
Prepare reports for employers
Obtain and organize information
Answer phone and make calls

File for employer

Typewriting from drafts

Making appointments

Read and classify mail

Prepare customer statements

Receive callers

—
QWO NV HEWNWN =

The Noyes Study

The position of the woman executive secretary was the focus of
‘the Noyes study (1960). The primary purpose of the study was to deter-
mine the responsibilities of the woman executive secretary, who was
defined as a secretary to a member of top management, as differentiated
from those of the woman non-executive secretary and to determine her
place in office management.11 Data were obtained by personal interview
and mail questionnaire from 236 secretaries (133 executive secretaries
and 103 non-executive secretaries).

A listing of 32 management functions performed by executive
secretaries emanated from the Noyes study. The top ten functions,

listed in order of performance frequency, are included here:12

1. Keeping and filing confidential papers

2. Composing non-routine letters

3. Superiors ask opinions and advice

4, Secretaries make unsolicited suggestions to superiors
01pi4.

11Honora M. Noyes, '"The Role of the Executive Secretary as a Member
of Management." Unpublished Ed. D. dissertation, University of Maryland,
1960.

121414, p. 349.
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Superiors adopt ideas

Interviewing and relaying stories

Required to type and file confidential papers
Explaining superior's viewpoint to others

Making decisions on handling exceptions to ordinary
office problems

10. Handling superior's personal banking

© oo u

A comparison of the job activities of the executive secretaries with
those of the non-executive secretaries did not show any activities

which belonged particularly to either group of secretaries.

The Paddock Study

Paddock (1967) attempted to determine a more accurate definition
of the high-level secretarial position than had previously been avail-
able. The study was limited to secretarial positions for business
executives or professional people who make executive decisions and to
50 selected secretarial-executive teams in the Indianapolis area.
Findings resulting from the study were categorized in the following

13
areas:

—

Responsibilities of the secretary

Qualifications needed to fill the position

3. Patterns followed by secretaries in preparation for the
position and for growth within the position

4. Patterns of development available to secretaries and to
potential secretaries

5. Conditions influencing the job satisfaction of secretaries

N}

Paddock found that the assignments of the high-level secretary were in
communications, office management, and performance of personal duties.
The activities common to all assignment classifications for secretaries
included planning and scheduling the work of the office:

e T LI T

Harnet L. Paddock, '"Personnel Needs for High-Level Secretarial

1;051t1ons " Delta Pi Epsilon Journal, Volume XI, Number 2 (February,
969),
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... representing the executive, usually as an intermediary in

the handling of telephone calls and in receiving office visitors,

as liaison between the executives and others, as coordinator of

office activities, and as the medium through whom important
papers were transferred and information transmitted.

Because of the nature of secretarial activities in the office, the
executive was assisted in making decisions, conserving time, and expe-
diting the work of the office. However, the executives were explicit
in delimiting the secretary's authority to executive wishes or firm
policy. The majority of the executives surveyed believed that the
secretary's authority was limited to her own work or to delegated work.
The Paddock study indicates varying emphases in secretarial work:

(1) duties and activities of a secretarial nature and (2) the degree
of responsibility.

Secretaries need an educational background which will prepare

them for the responsibilities of top level positions. Tech-

nical education alone will not be adequate for the demands

imposed upon secretaries in executive offices today.

Experience, other than secretarial, such as managing an office
may be of value to those in the high-level secretarial position.

Paddock also concluded that further attention needs to be focused upon
proper work attitudes and the development of desirable personal traits

needed for continued employment.

The Wagoner Study

6 . .
Wagoner (1967)1 conducted a survey of executives and secretaries

in order to clarify the functions and duties performed by the secretary

¥41bi4., p. 19.

51pid., p. 22.

16l(athleen P. Wagoner, "The Role of the Secretary in a Changing
World: An Analysis of the Duties and Functions Performed by and Under-
standings Required of the Secretary.' Ph. D. thesis, University of Iowa,
1967.
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in today's changing world and to determine if, in effect, the secre-
tary's role is changing. To ascertain the degree of change, a list of
162 duties compiled by Wagoner in a survey of executives and secretaries
was compared with those composite lists of duties in previous studies
(Charters-Whitley, 1924; Nichols, 1934; Place, 1945; Young, 1954; Noyes,
1960). The functions and duties used in the survey and selected from
previous research served as the basis for evaluation of change. Those
duties identified as new duties occurred as a result of recent develop-
ments in business. Change in the role of the secretary was measured by
determining change in the degree of responsibility assumed by a secre-
tary when performing a given duty and change in the method of performing
a function. Respondents were asked to indicate the importance of 13
functions of the secretary in the total consideration of the secretarial
role and to indicate the frequency of performance of 162 duties accord-
ing to level or degree of responsibility assumed by the secretary and
methods or equipment used by the secretary in performing the duties and
tasks that make up her role.

Data collection was accomplished through a proportionally strati-
fied random sample of 250 business organizations in the State of Indiana,
representing the four Standard Industrial Classifications (SIC) in which
a majority of secretaries were employed according to 1960 census infor-
mation. Usable responses were received from 145 pairs of executives and
secretaries from the areas of transportation, communications, and

utilities; wholesale and retail trade; finance; and manufacturing. A%




104

Wagoner found that the role of the secretary is changing especially

with regard to written communication and assistance to employer. Today's

3 s oe.18
secretary performs two basic types of duties:

1. Those which are clerical or general in nature but are per-
formed by the secretary in the capacity of assisting the
executive.

2. Those which are more narrowly defined as secretarial duties
for which the secretary is primarily and usually responsible
and which require a knowledge and understanding possible
only through close contact with the situation.

Functions and duties related to office management and accounting are of
lesser importance than formerly and appear to have been delegated to
others to perform because of increased specialization in these areas.

New kinds of knowledge and new types of duties affect the secretary's

role:lg

1. More use of various techniques involving composition of
business correspondence

2. Collection of background research and information for

preparation of reports and presentations

Organization of new filing systems

Maintenance of confidential records

Increased use of copying machines and other specialized

production units

LN

Both executives and secretaries agreed that three other directions
N 20
of change are affecting the secretarial role:

1. The secretary is performing many more duties formerly
performed by the executive.

2. The pace of the business office is increasing, and
greater emphasis is being placed on speed of operation.

3. A number of duties formerly performed by the secretary
are now assigned to specialized departments.

18Xbid., p. 253.

Y1bid., pp. 239-243.

2olbid., p. 243.




105

The importance of the Wagoner study in analysis of the secretarial
role is its contribution in relating the changing role of the secretary

to the pace of the business world.

The Perkins-Byrd Study

The model developed during the first phase of the Perkins-Byrd
study (1968) provided the basis for the identification of clusters of
tasks performed by a comprehensive sample of office workers employed
in six office job classifications.21 For each of the classifications
sampled (supervisory workers, secretarial-stenographic workers, clerical
workers, bookkeeping-accounting workers, business machine operators,
data processing workers), tasks performed were grouped or 'clustered"
within these 13 major categories:22

1. Performing typewriting tasks

2. Operating office machines and equipment

3. Taking dictation and transcribing

4, Performing mailing tasks

5. Performing filing tasks

6. Performing telephoning and communicating tasks
7. Performing clerical tasks

8. Securing data

9. Using mathematics
10. Performing financial and recordkeeping tasks
11. Performing editorial tasks

12. Meeting and working with people
13. Performing miscellaneous tasks

21Edward A. Perkins, Jr., and F. Ross Byrd, A Research Model for
Identification of Task and Knowledge Clusters Associated with Perfor-
mance of Major Types of Office Employees' Work, Final Report Number 5,
Project No. ERD-257-65, Contract No. OE-5-85-109 (Pullman: Washington
State University, December, 1966), p. 4.

2ZEdward A. Perkins, Jr., F. Ross Byrd, and Dennis E. Roley,
Clusters of Tasks Associated with Performance of Major Types of Office
Work, Final Report, Project No. 7-0031, Grant No. OEG-4-7-070031-1626
(Pullman: Washington State University, January, 1968), pp. 20-52.
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In addition, composite clusters of tasks performed by office employees

in general resulted from the classification.

Prior to this time, no research had been conducted (that was known
to the researchers) which specifically related to the development of a
task-knowledge research prototype designed to encompass the entire
spectrum of office work.z‘-s No studies could be located which related
specifically to the consideration of tasks performed by all types of

office workers in all types of businesses.

The first phase (Perkins-Boys, 1966) resulted in a model for col-
lecting up-to-date information on office tasks as well as task data
needed in the evaluation of present curricula and in the design of new
curricula. The second phase of the study (Perkins-Byrd, 1968) involved
the identification of clusters of tasks performed by a comprehensive
sample of office employees working in offices of varying sizes in the
12 Standard Industrial Classifications (SIC). Extrapolation of those
findings pertinent to the role of the secretary indicate that the
majority of the secretary's time involves the following duties and
tasks:25
Typewriting
Operating office machines and equipment
Taking dictation and transcribing
Handling mail
Filing
Telephoning and communicating

[ N

—

23Perkins and Byrd, loc. cit.
H1pia. p. 19.

ZSEdward A. Perkins, Jr., and F. Ross Byrd, "Identifying Office
ctivities by Clusters of Tasks,'" The Emerging Content and Structure of
usiness Education, National Business Education Yearbook, No. 8 1970),
p. 107-109.
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7. Performing clerical duties

8. Securing data

9. Using mathematics

10. Meeting and working with people

The secretary, however, is not generally involved with financial and
recordkeeping tasks or editorial tasks. Of the 599 tasks, 417 tasks
were significant at the .05 level or higher.26 Therefore, the hypo-
thesis that there was a significant difference in the tasks performed
by office employees in the various SIC categories was accepted. Another
hypothesis accepted as a result of the research indicated that there
was a significant difference in the tasks performed by office employees
working in small or large offices.27 Perkins and Byrd indicate that
the analysis of the task data suggests that the acquisition of perfor-
mance skills represents only a portion of the office worker's function.
Two conclusions of the study have particular importance to the present
study:
1. Teaching objectives, learning experiences, and evaluation
can profitably be organized within the framework of the
cognitive, affective, and psychomotor domains. 28
2. Self-paced learning packages [should] be developed and
field tested and that the design of these instructional
systems be based on the [general and specific statements
of instructional] objectives identified.?
The task data collected and analyzed in the Perkins-Byrd study

represent duties performed by major office occupational groups. Cur-

riculum specialists may find these data useful in the development of

26Perkins, Byrd, and Roley, op. cit., p. 14.

27 1bid.

2814id., p. 167.

291bid., p. 168.
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more specialized high school and post-high school office education
programs. Lanham30 observed that the Perkins' study sought relevance
for job preparation from current jobs. However, a weakness of the
Perkins-Byrd task clusters is a lack of definition of task, thus making

the transference of the base data to learning programs a grave problem.

Other Task-Trait Analyses

Welling (1957), Mickelson (1957), Wink (1956), and Meyer (1954)
conducted further analyses of the duties and responsibilities of secre-

taries in specialized areas of employment.

B. The Situational Analyses

Four research studies conducted within the period from 1957 to
1970 emphasize the importance of the work group and the work situation
in which the secretary is placed. Of these four studies, one relates
to several office job classifications (Lanham, 1970). Casebier (1957)
analyzed the duties and responsibilities of the general secretary,
while Kosy (1958) and Cook (1968) researched the private secretary and

secretary/stenographer classifications respectively.

The Casebier Study

Casebier (1957) used the time study technique to gather data to be
used in the analysis of the secretary's daily activities. Secretaries
representing 24 different firms in the Chicago area participated in
the study, and activities related to their positions were recorded on

time-study charts in order to make an accurate analysis.

3OLanham et al, op. cit., p. 6.
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Findings of the Casebier study pertinent to the present study
include:31

1. The typical day for a secretary lasts eight hours. One
hour is required for lunch and one hour is lost in taking
breaks and in doing nothing. Six hours are devoted to
completing work assignments.

2. During the time that the secretaries were on the job,
they were engaged in 47 different activities in the fifty
days timed. Ten of these activities required three per
cent or more total time.

3. The secretary spends 72 per<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>