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INTRODUCTION

Business education, in which more than

a million students are enrolled, is not only one of the

most rapidly growing phases of the entire educational

program, but is one of the major responsibilities of

secondary and higher institutions. The necessity for

developing more appropriate programs of education for

business is emphasized by the changing economic con-

ditions in the United States. Current economic and

business problems of the individual, the home, local

communities and the nation are occupying roles of in-

creased importance. The trend toward upgrading the

requirements for entrance into, and success in office

and sales positions, together with the decrease in wages

in the clerical occupations, emphasis the significance

and need for a new type of business training in our

secondary schools. This new type of condition places

new obligations upon our secondary schools, in the train-

ing of boys and girls for business.

In the light of the foregoing statement it

seemed worth while to make a study of commerical edu-

cation in the public schools of Arizona to determine, if

possible, if the schools are meeting the ever increasing

demand for a high type and more efficient worker in busi-

ness.



This survey has been designed so as to

make a very detailed study of the present practices and

procedures in the teaching of commercial subjects in our

secondary schools. Conclusions will be drawn and such

recommendations made that are felt to be warranted. These

recommendations will be made as to improvement of the

present system and also as to any major changes which

should be made in the present system.

In order to proceed with this investi-

gation it was necessary to send questionaires to all

schools in the state which are teaching commercial subjects.

These questionaires were sent directly to the commercial

teacher or to the head of the commercial department. Each

questionaire contained thirty -one questions, several

questions of which had several parts concerning the same

subject.

Of the fifty -seven high schools in the

state of Arizona, questionaires were sent to forty -three,

replies being received from thirty -five. Replies were

received from all the larger schools of the state.

The reports on these questionaires are

probably not absolutely correct, as no questionaire method

of research will be absolutely correct. Any results

obtained will probably be only an approximation of the true

conditions. However, these results will be close enough

to the true circumstances to give an accurate basis for



for study of the field.
Some of the teachers stated that they

could not answer the questionaire completely as they were

new in the system and no previous records had been kept

on some phases of the work.

In this study the term "commercial

education." is used to designate all subject which make

a direct contribution to the preparation for business,

whether this preparation is to be used as a vocation, or
simply as a means of self preservation of one's own in-
terests in the business world.



CHAPTER I

HISTORY OF COMMERCIAL EDUCATION

History of Commercial Education in Europe -- Germany may

well be termed the home of commercial education.

Special instruction along commercial lines was provided

in Saxony in the eighteenth century. Well organized

commercial schools became a feature of German education

in the nineteenth century. Soon after the establishment

of the German schools many other European cities started

schools of commerce.

These schools differed from the early

American schools in that the students were taken at an

early age and trained for a very definite work. These

students started at about the age of an American high

school student, and remained two, three, or four years.

In many places continuation schools were provided for the

student while he was serving his apprenticeship.

Most of the European schools were con-

trolled by business men that serve as board of directors.

History of Commercial Education in the United States --

The first clearly defined form of commercial instruction

in America was that of the business colleges which started

a little before the middle of the nineteenth century. With

the civil war period which hastened the newer developments

following the industrial revolution, new industrial activity
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came into existence and commercial life assumed a new form.

Commercial activity grew more complex, more organized, and

developed a more scientific as well as a more impersonal

form. The nation turned to manufacturing instead of shipping.

A new commercialism dominated the era. Since the productive

power of the nation depended upon the number of skilled

workers, the demand for a larger number of better trained

employees constantly increased. The clerical worker and

executives had to be better trained also, to keep up with

the trends of the times. Thus, factor after factor increased

the demand for some agency of technical training in the

business field. To meet this need, methods of education

were modified and schools established to include prevoca-

tional training.

Prior to 1890 most of these new schools

were private. In 1890 about 85 per cent of all students en-

rolled in the commercial courses of public schools and

private schools, were in the private schools. By 1895

this decreased to less than 80 per cent. During the next

ten years the enrollment in private schools continued to

decrease until in 1900 public schools were training almost

43 per cent. For the next decade the ratio did not change

to any appreciable per cent. However, the total number of

students enrolled for commercial courses did increase

considerably. In about 1915 the swing again started to the

public schools. In 1916 was the first time that the public

schools enrolled more students than private schools. The

lead of the public school over the private has been continuous

until now the private school is not an important factor in
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the training of commercial students in the United States.

Most of these private schools have quit

attempting to compete directly with the public schools.

They have raised their standards and are now attempting to

specialize in the higher field of commercial education.

Public commercial education first

patterned itself largely upon the aims and standards of

these private business colleges. the aims and methods of

instruction thus transplanted, could not be advantageously

adjusted to the existing program of studies, which had its

basis in a different system of educational philosophy.

Commercial education suffered in this transition from the

private to the public school, and only after fighting its

way through a doubtful existence has it finally been able to

establish itself. With the clearer definition of the field,

the meeting of moré exact aims, and the raising of standards,

business training in public schools has won social sanction

and with this backing is coming more and more to assume the

leadership expected of it.

The larger colleges and universities

of the United States have not responded so readily to this

growing demand. They persist in holding back,insisting upon

the disciplinary and cultural aims in education. However,

most of them have now responded, in varying degrees, to the

ever increasing demand in this field. There is every

reason to believe they must respond completely and offer

1. Marvin -- Commercial Education in Secondary Schools. Ch. 2



4

very complete courses if they are to progress with

education in general.

Since the development of the commercial

courses of study has followed the demands of a rapidly

developing commercial activity, it has grown from

a very limited course in clerical training to in-

clude instruction in the different phases of the several

fields of commerce. The early activities of trade, the

exporting of enormous amounts of raw materials and the

importing of finished products, demanded clerks who would

take charge of shipping and accounting. As a result

early schools had bookkeeping as their foundation subject.

Soon penmanship was added and a little later navigation.

From these first meagre private ventures, the courses

have gradually been increased until at the present time

our public schools offer not only a complete clerical

training but are including courses in salesmanship, bank-

ing, advertising,transportation, and business organization.

Trends in Enrollment - The following table shows the trend

of enrollment in the various subjects of the commercial

field.
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Table I

PER CENT OF ALL HIGH SCHOOL STUDENTS ENROLLED IN VARIOUS

COMMERCIAL SUBJECTS1

Subject

Bookkeeping

Shorthand

Typewriting

Business Arithmetic

Business Law

Commercial Geog.

Commercial History

Other Commercial

Total per cent

Arizona U. S.
1915 1922 1928 1928

7.18 7.3 6.5 10.69

9.7 6.9 8.69

MD OM 24.2 24.9 15.17

- - -- 5.4 4.4 6.95

.3 1.7 2.64

MO OM OM OM 2.3 2.8 4.84

- - -- - -- - -- .18

- - -- 2.4 2.8 1.31

7.18 50.1 51.6 51.22

Whether this table is an indication of student

demand,- business demand, or is an outgrowth of earlier

developments in the field, cannot be determined with any

degree of accuracy. There is room for an unlimited amount

of research work in this phase of the field, the results

of which should be used in the high school guidance program

or by the commercial department in the guidance of students

in their department.

l' Bureau of Education Bulletin 1924 #7 p 67 ff.
Report of U. S. Commissioner of Education 1916 Part II
Bureau of Education Bulletin 1929 #35 19192 ff.
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Many of these students are hopelessly wandering

with no definite end in view. They are only following the

majority. This has helped many of the older courses to

survive, when in reality administrators would do well to

replace these with other courses of more useful value.

The trend in enrollment in Arizona does not

differ materially from the nation at large. However, the

subject of typewriting does differ materially, there being

only fifteen and two tenths per cent of the students of

the United States enrolled in this course. Why the demand

in this state should be so large is something which there

has not been any attempt to determine. Owing to the

fact that this is not a highly developed industrial state

there is probably no unusual need for this subject.

In the other subjects which are commonly taught

the per cent is slightly below that of the United States

at large. Probably if the relation of trends in Arizona

were better balanced with those of the United States the

commercial departments would be more justified in this

state.



CHAPTER II

THE PROBLEM FOR INVESTIGATION

The various phases of commercial education to

be investigated in this study are:

1. The educational qualifications of the commercial

teachers in the high schools of Arizona.

(a) Business experience of the teachers.

(b) Relation-of salaries to teaching experience.

2. Status of commercial education in those schools

where taught.

3. Status of the individual comer cial subjects

within the curriculum.

4. New subjects which are recommended for the

improvement of the commercial education program.

5. Does the present status of commercial education

harmonize with sound education principles and

sound business principles?
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The schools included in this survey together
with the population of the community and the high school
enrollments are shown below.

Table 2

Enrollment of towns and schools reporting in
this survey.

City Population Enrollment

Ajo 2002 181
Bisbee 8119 572
Buckeye 1076 180
Chandler 1377 130
C lar kdale 2439 220
Douglas 9878 500
Duncan 1094 120
Flagstaff 3850 210
Florence 1312 120
Ft. Thomas 460 46
Glendale 3663 350
Globe 7143 700
Hayden . 2510 124
Holbrook 1115 150
Jerome e 4932 175
Kingman 2256 175
Marana 40
Mesa 7150 652
Miami 7679 300
Morenci 5119 150
Nogales 6001 300
Parker 504 32
Pearce 200 50
Peoria 2375 280
Phoenix 48118 4500
Prescott 5517 600
Ray 4275 92
Scottsdale 1057 110
Snowflake - 659 200
St. David 470 55
Superior 2470 140
Tempe 2495 220
Tombstone 850
Tucson 32198 1173
Willcox 804 108
Williams 2309 150
Winslow 3905 450
Yuma 4892 550

192273 14105
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The total enrollment of these high schools

show a total of 14105 students. This is a high per-

cent of the total high school enrollment of the state,

there being 14375 high school students in Arizona in

1931 -32. This is a large enough sampling to show

rather accurate results. ,Some of these school enroll-

ments include 6 years in _high school.

A copy of the various questionaires which was

sent to the commercial teachers will be found on the

following pages.
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Please answer all questions as completely as possible.

School Date

1. What is the approximate enrollment of your high school? .

What is the total number of students that have enrolled for each course this
semester? For how many semesters is each course offered?

Beginning Typing
Advanced Typing
Beginning Shorthand
Advanced Shorthand
Beginning Bookkeeping
Advanced Bookkeeping
Business Arithemetic
Commercial Geography
Business Law

Boys ¡Girls Sem.
Business English
Salesmanship w .. w
Penmanship
Advertising

.00 .. .v r. r ..w .r

Jr. Bus. Trainin
Secretarial Prac.
Economics

3. Approximately how meshy do you expect to continue the second semester in the
following courses? Beg. Typing Adv. Typing Beg. Shorthand
Adv. Shorthand Beg. Bookkeeping Adv. Bkping Bus, A rith_....

4. What are your minimum requirements for
equals not less than 36 weeks of time,

Based X15 minute tests

Speed Accuracy
Beg. Typing
Adv. Typing

one unit of credit? (One unit of credit
of not less that 40 minutes per day.)

Dictation for 5 minutes

Speed -- Dictation Transcription
Beg. Shorthand
Adv. Shorthand

Beg. Bookkeeping (Number of Sets or Problems)
Adv. Bookkeeping tt 1! f n tt

5. What textbooks are you now using?
Name Author Publishing Co.

Beg. Typing
Adv. Typing
Beg. Shorthand
Adv. Shorthand
Beg. Bkping
Adv. Bkping
Bus. Arith.
Bus, Law

6. What supplementary material do you use? Beg. Typing

Adir. Typing Beg. Shorthand
Adv. Shorthand Beg. Bkping.

7. How many machines do you have for use in the commercial department?
Typewriters: Underwood Remington Royal L. C. Smith

Wookstock Others Adding Machines Monroe Calculators

Dalton Calculators C omptometers + Bookkeeping Machines

Mimeograph Duplicatin Others

8. What is the length of the high school period? minutes.

9. In what subjects do you require two periods, one as a laboratory?

10. What per cent. of your secretarial students would you unhesitantly recommend
as stenographers, in the average business coneern of moderate size?
Bookkeeping 4e .
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11. Do you make any special effort to place your students in these positions?

If so, what?

-11.111.----»--.-_

12. Approximately what per cent. have been placed in the past?

13. Approximately what per cent. of your graduates follow this field of work
after graduation? In college In business

14. Do mahy of your students quit school before graduation to take jobs, in this
field of work? If so what per cent.?

15. How many periods do you teach each week, including laboratory periods?

What extra -curricular subjects do you have charge of or assist with?

17. In what year are the following subjects taught? Use numbers.
Freshmen(1) Sophomore (2) Junior (3) Senior (4)

Beg. Typinq.... Ad'r. Shorthand

Adv. Typing Beg. Bkping
Beg. Shorthand

11_11..__..
Adv. Bkping

18. Do you use objective tests in; Typing
Bookkeeping grithemetic ,?

Arithemetic Law
Salesmanship Sec. Pirtle.
Geography Jr. Bus. Tr.

Shorthand

19. Please give your academic preparation.
College or Uftiversity Degree or Sem. hours

Undergraduate

Graduate

Special

._._.,.._.. - 11.11_..._.. .......,.....

20. What was your undergraduate major?
" " If " minor?

Number of semester hours in Education

MIIIMMINO01110.

Lawr.._......
-1111...

Date

.1110 111.11..110111111111111

" " " methods of teaching commerce
" " Typing Shorthand

Accounting Law Business Math.

..1111.01. ,_..

Semester Hours

21. Give total number of years you have taught In how many systems
In your present position Arizona New Mexico

22. How many years of business experience have you had?
Type of experience

..+-..--....+.........r..

23. What subjects other than commercial do you teach?

24. What subjects not now taught in your school, would you recommend being taught?

25. If you do not feel that the question is too personal, please state your
annual salary._

26. How does your salary as commercial teacher compare with that of other
departmental teachers in your school? Average, Above average, Below average.
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27. Do you have to assist with the clerical work of the
general office?

28. Do you use the budget plan, section plan, or daily
assignment plan in Beg. Typing Adv. Typing

29. That is the average speed actually obtained at the
end of the course in:

Beg. Typ.
Adv. Typ.

Beg. Shorthand
Adv. Shorthand

30. How many other teachers in your school are teaching
commercial subjects?



13

Name School Date

Please give your academic preparation.
College or University Degree or Sem. Hours Date

Undergraduate

Graduate

Special

What was your undergraduate major? 'Semester Hours
n It n n minor? tt a

Number of semester hours in Education.
If t? t, I1 If methods of eaching commerce
if n n tr n n n n Typing

Shorthand Accounting Law Bus. Math.

Give total number of years you have taught in Arizona
In New Mexico In your present position

How many years of business experience have you had?
Type of experience

What commercial subjects are you now teaching?

What subjects other than commercial do you teach?

What extra- curricular subjects do you have charge of or assist
with?
That subjects not now taught in your school, would you recommend
being taught?
Do you assist with the clerical work of the general office?

If you do not feel that the question is too personal, please
state your annual salary.

(The above questionaire was sent to schools where more than
one commercial teacher was employed.)



CHAPTER III

ANALYSIS & EVALUATION OF DATA

Status of the Teacher - As the efficiency of instruction in

any field depends to a large degree upon the training the

teacher has received, one of the first elements in the

determination of the status of commercial education is the

study of the training of the commercial teacher. With this

end in view different qualifications will be analyzed. This

is to be done as a group and not from the standpoint of each

individual teacher.

Table 3

DEGREES AND QUALIFICATIONS OF COMiii.ERCIAL TEACt:.ERS IN ARIZONA

Degree Number Degree Number

A. B. 16 B. C. S. 1

B. S. 13 L. L. B. 1

B. E. 3 A. M. 1

B. S. B. A. 2 M. S. 1

B. C. 1 None 2

Of the forty -one teachers reporting on

the number of degrees held we find that sixteen hold the

Bachelor of Arts degree, thirteen hold the Bachelor of

Science, while eight more teachers hold five different types

of bachelor's degrees. Two teachers do not hold degrees, both of
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these teachers being from Bowling Green Business College,

where a four year course in business is offered, receiving

only a certificate of completion at the end of the course.

This certificate of completion is considered the equivalent

of a degree by many state departments of education. Only two

teachers in the state report a master's degree, one of these

teachers being at Douglas and the other at Yuma.

While this large variety in types of

degrees held does not indicate anything as to the type

of training in which has been had, it does show that there

is absolutely no uniformity in the naming of degrees, so that

a person might tell by the degree name the type of training

which has been done.

Undergraduate Majors*- Of forty -two teachers reporting their

major undergraduate subject, twenty -eight report commerce,

economics or business administration as their major subject.

This means that only sixty -seven per cent of the commercial

teachers of the reporting group are teaching in the subject

field of which they are especially trained. What the dis-

tinction is between commerce, economics and business admini-

stration, is not explained. This difference will probably

vary to a great extent in the various schools, therefore, for

this study the three fields are being considered as the same

although they are recognized as being quite different. Of the

fourteen other teachers reporting, there are ten different

academic subjects which are listed as majors.
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Table 4

ACADEMIC MAJORS OF COL ERCIAL TEACHERS IN ARIZONA

Subject Number Subject Number

Commerce 21 English 1

Economics 5 Psychology 1

Business Admr. 2 Education 1

History 2 Art 1

Music 2 Law i

Language 2 Mathematics 1

Science 2

Undergraduate Minors - Of thirty -one teachers reporting minor

academic subjects, nine report commerce, or economics as a

minor. This makes a total of thirty -five or eighty -three per

cent of the commercial teachers that are teaching in their

major or minor fields of training.

Table 5

ACADEMIC MINORS OF COMMERCIAL TEACHERS IN ARIZONA

Subject Number Subject Number

Commerce 7 Geography 2

Economics 2 Mathematics i

Business Admr. O Psychology 1

History 5 Physical Edu. i

English 8 Manual Training 1

Language 2
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According to Table 5 history and English

seem to be the most common minors. Of the thirteen having

a minor in history or English, ten were majors in commerce,

while of the seven minors in commerce, two had a major in

history. This would seem to indicated that history and /or

English would be a very desirable minor to recommend to stu-

dents of business that are preparing for teaching. In sever-

al cases history and economics were listed together as social

sciences.

Teaching Combinations - As will be noted in the following

table, teaching combinations play a rather important part in

the efficiency of teachers. In the smaller schools where

only one or two commercial subjects are offered, this is still

of greater importance. Owing to the fact that the returns

from this survey are from the larger schools, the following

table does not show the true conditions or importance of

teaching combinations.

Table 6

SUBJECTS OTJER T_ AN COId =CL H1C H ARE TAUGET BY ARIZONA
COMMERC iAL TEACHERS

Subject Teachers Subject Teachers

None 30 Science 1

Civics 4 Spanish 1

History 1 Art 1

English 2 Manual Training 1

Mathematics 2 Dramatics 1

Music 2
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(Table six would indicate that there were forty -six reporting
teachers, which was not true. The discrepancy is caused by
some teachers teaching two subjects other than commercial.)

The teaching combinations bear a very close rela-

tionship to the academic minors of the commercial teachers.

Whether these combinations are a result of the training which

the teachers have had, or a result of ease of which teachers

could be found to fill the dual position, cannot be said. It

is at least significant that various combinations are common.

Place of Preparation - In the primary preparation of teachers,

i. e., where undergraduate degree was obtained, there does

not seem to be any one school or locality which predominates.

Of the thirty -nine teachers reporting there were twenty -eight

different schools represented. There are probably more schools

actually represented as there is no way of telling exactly

which school is meant when, for instance, Kansas State Teachers

College is listed. When listed in this manner they were class-

ified as one school, when in reality there are several teacher

colleges in Kansas.

By having this large number of colleges and univer-

sities represented it does not mean that the commercial teachers

are poorly trained or well trained. It simply means that the

teachers are coming into the state school system from insti-

tutions other than local. Only five teachers or approximately

thirteen per cent are from local institutions. Three of these

are from the University of Arizona and two from Flagstaff

Teachers College, Tempe Teachers not being represented. By
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having such a low per cent of locally trained teachers means

that our state institutions are failing in their job of

preparation of commercial teachers, or failing to rake the

school administrators of the state see that local teachers are

properly trained. Probably the latter is nearer correct.

Table 7

COLLEGES AND UNIVERSITIES THAT AR I7ONA C O= IR ; IAL
TEACHERS ARE GRADUATES

School Graduates School Graduates

Augustus College 1 Okla. A. & U. 2

Agnes Scott College 1 Oklahoma University 1

Bowling Green School
of Business 2 Stanford 1

Brigham Young U. 1 S. Dakota University 1

Colorado Agriculture 1 University of Ariz. 3

Colorado Teachers 3 University of Colo. 2

Drake 1 U. of Calif. L. A. 1

Flagstaff Teachers 2 University of Denver 1

Iowa State 1 University of Idaho 1

Kansas Teachers 3 University of reb. 1

Kansas University 1 University of :;ash. 1

Mo. Teachers College 3 U. of South. Calif. 1

Nebraska Teachers 2 Wisconsin Teachers 1

New Mexico Teachers 1 Wyoming 1

Special Training in Commerce - Seventeen of the thirty -nine

teachers have attended special schools of commerce. All of
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these special schools are business colleges or schools of

commerce which in reality are only advanced business colleges.

By this large per cent that have attended private business

colleges may mean that the teachers attended these schools to

further increase their efficiency in the subject matter, or

it may mean that attendance in these schools was an absolute

necessity to be properly trained in their teaching field.

It may be argued that the private business college

is the proper place for the teaching of some of the mechan-

ical subjects of the business field. This can hardly be agreed

with as long as the state school laws require a definite amount

of college credit to teach in the high schools. It may be

true that the private business school is the best place to

teach these subjects, but if this is true, it is only because

the higher public institutions have not attempted to meet this

demand. It seems that it is correct and proper that all sub-

jects necessary to the teaching of a field, should be taught

by any institution that is making an effort to prepare teachers.
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TABLE 8

SPECIAL SCHOOLS OF BUSINESS ATTENDED BY ARIZONA
COMMERCIAL TEACHERS

School Number

Boulder Business College 1

Bowling Green Business University 1

Burre Business College i

Denver School of Commerce 3

Drur Business College 1

Dunsmore Business College 1

Fayetteville Commercial College 1

Gregg School of Business - Chicago 1

Hills Business College 1

Parks Business College 1

Witchita Business College 1

Whitewater Teachers College 1

Two teachers list the words "business college" without
giving the names of the schools.

Graduate Study - Nineteen or approximately fifty per

cent of the teachers have done some graduate study. Of

this number, two have master's degrees. The University of

Southern California seems to predominate in this division of

training with four teachers continuing their work at that

institution.

Only two teachers are continuing their work at
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the University of Arizona. Owing to the fact that all

the teachers but two have taught in this state more than

one year, this fact is very significant. It means that

as soon as the school year is over and the pay is stopped,

that their interest is elsewhere and they go to other

states for additional training.

Table 9

GRADUATE SCHOOLS ATTENDED BY ARIZONA COMMERCIAL TEACHERS

School Teachers School Teachers

Brigham Young Univ. i .Univ. of Chicago 1

Colorado Teachers 2 Univ. of Colorado 2

Kansas Teachers 1 Univ. of Iowa 1

Nebraska State 1 Univ. of Missouri 1

Peabody Teachers 1 Univ. of Wisconsin i

University of Arizona 2 U. S. C. 4

Wyoming University 1

Methods in Commerce - For the successful and proper

teaching of any field it is desirable that the teacher

should have a course dealing with the correct methods

of presentation and teaching of each subject within

that field. One good course dealing with all the subjects

within a field may be all that is necessary, or several

short courses dealing with each subject may be desirable.

It is my opinion that if a high degree of specialization is
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desired, that the latter method is best.

Of the forty -two teachers reporting on methods

courses only twenty have had any training of this type.

This means that less than fifty per cent have studied

the correct or most recent methods of presentation of

their subject. They are teaching as they were taught or

they will use the pure lecture method in the presentation

of their subject. To use the first method may mean either

good or bad results, depending on the type of instruction

which was received by each individual teacher. To use

the lecture method of teaching in high schools will lead

to failure in the majority of cases. This method is

being highly questioned even in our colleges and univer-

sities. It should never be imposed on high school students.

Of those teachers reporting methods courses, the

least amount of credit reported was 2.5 semester hours and

the highest amount was 16 semester hours. The average number

of semester hours of credit in methods courses for those

reporting these courses is 7.2. To have as high as six-

teen units of methods in one field can only be justified

by having a complete list of the names and description of

the courses. It seems that seven units of well selected

methods courses should offer a rather thorough and complete

training in any one field.
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TABLE 10

TEACHERS REPORTING METHODS COURSES IN COMMGhCE

Teacher Where Obtained Semester Units

Ajo Yankton, Colo. 3

Bisbee Colorado Teachers 8

Chandler Missouri Teachers 9

Douglas Oklahoma A. & M. 3

Flagstaff University of Arizona 3

Glendale University of Arizona
Fayetteville Commercial
College 8

Glendale University of Colorado 16

Globe Nebraska State 6

Holbrook Colorado Agriculture
College 10

Miami Iowa State 4

Morenci University of Calif-
ornia L. A. 9

Nogales Agustus College 6

Parker University of Nebraska 6

Pearce Flagstaff Teachers 2.67

Prescott Kansas Teachers 12

Scottsdale Bowling Green Business
University 6

Tempe U. S. C. Gregg School 10

Winslow Kansas Teachers 4

Yuma Missouri Teachers- 5

Median 7.2
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Experience - The experience for Arizona commercial

teachers ranges from one to thirty years. The mean

number of years of experience is 8.2 while the median

number is 6.5. This wide difference in mean and median

is accounted for by the long amount of experience of

two teachers. This experience means total teaching

experience in all systems and not in Arizona alone.

The range of experience in Arizona is from

one to twenty -three years. The mean number of years

of experience in Arizona is 4.6 while the median number

is 3.8. This wide difference between the median and

mean is again accounted for by the long experience of

-one man.

Using the median as a base this shows that

fifty -eight per cent of all the teaching experience has

been in Arizona. Owing to the fact that all these

teachers but five were trained out of the state, it may

be assumed that these teachers have served an apprentice-

ship of two to three years in other states before coming

into our state system.

Of a total experience of a mean of 8.2 and a

median of 6.5 years of experience this has been done in

a mean of 3.9 and a median of 1.9 number of systems.

This means that the majority of teachers have had

experience in at least two systems. Exactly half of



26

the teachers have had experience in three or more

systems. The chief significance of this is that their

experience has been diversified, thereby probably increasing

their efficiency as a teacher through a wide range of

experience under different administrators in the different

systems.

Of particular note is the very low degree of

tranciency among teachers after they once get into the state

system. Only five teachers have taught in more than one

system within the state. Probably one of the most

important reasons for lack of tranciency from one school

to another within the state, is the failure or refusal

of administrators to hire teachers that have been here

for any length of time and have become acquainted with

conditions within the state. Why these teachers should

not be hired by other schools within the state, especially

when they have proved their ability to teach, cannot be

easily explained.

Subject Matter - To be able to teach a subject successfully

it is essential that a teacher must have had enough

training in the subject to understand the fundamentals

thoroughly. How much training should be required can only

be determined by the degree of efficiency obtained in the

subject. This efficiency in secretarial subjects can be

easily measured by objective testing. Other subjects do

not lend themselves to accurate testing so readily.

Typewriting - In this survey it has been found that only

twenty -six teachers or sixty -two per cent have any college
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credit in typewriting. Eight other teachers that do not

have credit in typewriting have attended some business

college. Whether or not typewriting was studied at that

institution is not shown as no credit was offered in the

subject.

Of the number reporting credit in typewriting the

amount of credit ranges frcm one and one -third semester

hours to twelve semester hours. The average number of

semester hours for those reporting is 5.1. If the

typewriting course has been well taught with a high enough

objective standard for passing, this will give a rather

satisfactory background for the teaching of the subject.

However, to be well trained there should be more credit

than five hours, as there certainly is more to learn in

typewriting than the simple manipulation of the keys.

Shorthand - The same twenty -eight teachers that report credit

in typewriting also report credit in shorthand. The

amount of credit reported varies from two to fifteen

semester hours. Several of the teachers report from only two

to four semester hours credit. These same teachers do not

report attendence to any special business college or school

of commerce. How they can teach the subject ink satisfactory

manner with only this limited amount of training is something

that cannot easily be understood. Shorthand is a subject

which requires a thorough knowledge of the fundamentals as

well as the mechanical ability to write rapidly. To my

belief this cannot be obtained with only five semester hours

of training in the subject.
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Table II

TEACHERS REPORTING CREDIT IN SHORTHAND AND TYPE NRI TI NG

Teacher

Ajo
Bisbee
Clarkdale
Douglas
Dou "las
Duncan
Glendale
Glendale

Semester Units
Where Obtained

Shorthand

Yankton, Colo. 9
Colorado Teachers 4
Kansas Teachers 5
Oklahoma A. & Y. 3
Colorado Teachérs 6
Drake 12
Fayetteville Com. Col. 10
University of Colorado 4

Typewriting

9

6
15
2
4

12
10
4

Globe Nebraska Teachers 3.3 3.3
Globe Nebraska Teachers 2 2
Holbrook Colorado Teachers 2 6
Jerome New Mexico Teachers 0 4
Kingman Whitewater Teachers 7.5 2.5

Iowa State 2 2
Morenci U. C. L. A. 2 6
Nogales Augustus College 2 9
Parker University of Nebraska 2 2
Pearce Flagstaff Teachers 1.3 1.3
Prescott Kansas Teachers 4 10
St. David S. Dakota University 8 8 -

Superior Whitewater Teachers 8 8
Tempe U. S. C. 6 6
Wilcox Flagstaff Teachers 2 2
Williams Southern Training School 2 2
Yuma Missouri Teachers 7.5 10

Typewriting -- Mean: = 5.1

Shorthand -- Mean.. = 5.5
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Accounting - Only twenty-two teachers report credit in

accounting. However, of this number the average number

of semester hours is much greater than in the other

subjects, i. e., 10.6 semester hours each ?-,ith a range

of from 1.5 hours to 27 hours. The average as shown in

this subject is plenty high for the successful teaching

of high school bookkeeping, provided, it has been in the

proper phase of the -field. For a teacher to be trained

solely in accounting theory, means that he is not

properly trained for the teaching of high school book- -

keeping. Bookkeeping as taught in high schools is not

taught with the objective of becoming an expert accounant,

but to become bookkeepers in small concerns or as office

clerks. Emphasis should be on neatness, accuracy, and

arrangement of materials with theory emphasis placed

only on the primary fundamentals of accounting.

The teacher that is trained solely in theory

will probably teach from this angle and will not reach

the objective as ordinarily set up by schools, but will

reach an entirely different objective. This new objective

which has been reached may be more valuable to some, but

to many it has no value as they are not capable of ever

reaching a high degree of efficiency in the accounting

field.

To be properly trained to teach high school

bookkeeping, a teacher should have studied accounting
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from the bookkeeping- accounting method, getting both

theory and practice at the same time. By doing this she

will be the better able to present high school book-

keeping in the proper manner.

Table 12

TEACHERS REPORTING CREDIT IN ACCOUNTING

Teacher ;"Mere Obtained Semester Units

Bisbee Colorado Teachers 8
Chandler Missouri Teachers 9
Clarkdale Kansas Teachers 12
Douglas Oklahoma A. &M. 25
Douglas Colorado Teachers 4
Duncan Drake 25
Flagstaff University of Arizona 12
Glendale University of Arizona 10
Glendale University of Colorado 4
Globe Nebraska Teachers 4
Holbrook Colorado Agriculture College '4
Jerome New Mexico Teachers 5
Kingman Stanford 17.5
Morenci University of California

L. A. 6
Nogales Kansas University 8
Prescott' Kansas Teachers 8
Scottsdale Bowling-Green Business U. 27
Tempe U. S. C. 1.5
Willcox Flagstaff Teachers 4
Williams Southern Training School 3
Winslow Kansas Teachers 24
Yuma Missouri Teachers 7.5

Mean = 10.6

Law - Of the teachers reporting, only sixteen or thirty -

eight per cent have any credit in business law. While it

is true that business law is taught in only eleven of the

reporting schools, this is a subject which is so closely

related to all phases of business that it would seem desirable

that all commercial teachers should study the subject.

The number of semester hours of credit in law
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ranges from two to ten. This is an unusual situation, as

few schools will offer a business law course for as low as

two hours, while very few offer as much as ten hours in the

subject. The average number of hours held is 4.9. This

conforms very closely with the amount offered by many colleges

and universities.

TABLE 13

TEACHERS REPORTING CREDIT IN BUSINESS LAW

TEAC RER WHERE OBTAINED SEI,`.E S TER UNITS

Bisbee Colorado Teachers 2

Clarkdale Kansas Teachers 5

Douglas Oklahoma A. & M. 10

Duncan Drake 5

Flagstaff University of Arizona 6

Glendale , Fayetteville Commercial Col. 2

Glendale University of Colorado 2

Globe Nebraska Teachers 4

Kingman Stanford 4

Morenci U. C. L. A. 6

Nogales Kansas University 9

Prescott Kansas Teachers 5

Scottsdale Bowling Green Business U. 6

St. David S. Dakota University 3

Winslow .

Kansas Teachers 4

Yuma Missouri Teachers 5

Me an = 4.9
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Business Mathematics - Only eleven or twenty -six per cent

of the teachers report credit in business mathematics.

The amount of credit ranges from two to twelve hours,

with an average of 4.7 hours of credit.

This is a subject that it is very desirable

that all commercial teachers have studied, but it is

very questionable whether it is a necessity. In many

colleges the subject is thoroughly enough covered by

other subjects that it is 'not necessary to offer a

special course.

TABLE 14

TEACHERS REPORTING CREDIT IN BUSINESS MATHEMATICS

Teacher Where Obtained Semester Units

Bisbee ' Colorado Teachers 2

Clarkdale Kansas Teachers 3

Douglas Colorado Teachers 2

Flagstaff University of Arizona 3

Glendale Fayette Commercial Col. 2

Kingman Whitewater Teachers 5

Prescott Kansas Teachers 8

Scottsdale Bowling Green Business U. 3

Superior Whitewater Teachers 12

Williams Southern Training School 2

Mean = 4.7
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Teachers Without Commercial Credit - Twelve teachers do

not report any credit in the five subject matter fields

that were questioned about. However, nine of these

teachers list attendence at some business college, where

it is presumed that the subjects were studied without

college credit. Three teachers do not show in what

manner they were trained for teaching in the commercial

field.

TABLE 15

TEACHERS WITHOUT COMMERCIAL CREDIT

Teacher Major Subject School Graduated From

Bisbee History Oklahoma University

Bisbee Spanish University of Arizona

Buckeye English Oklahoma A. & M.

Hayden History University of Colorado

Kingman Music University of Wash.

Marana Mathematics Agnes Scott College

Nogales Economics Wyoming University

Ray Music Colorado Teachers

Snowflake Art Brigham Young University

Peoria Language Missouri Teachers
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Education - All teachers but four report credit in

education. Three of these four teachers not reporting

any credit in education are teachingoT rth- Central

Association high schools, therefore, this item must have

been an oversight or they did not know the number of

units of credit which they had. The North-Central

Association requires a minimum of eighteen semester

hours of education of all teachers in schools which are

accredited by their association.

Of those teachers reporting, the minimum

number of hours is eighteen and the maximum is fifty-

three with an average of twenty -nine. With an average

of eleven hours per teacher more than is required, means

that the teachers as a group should be unusually well

trained in the fundamental theories of education.

Refering to page 24 it will be noted that only twenty of

these teachers have credit in methods courses and that

the average number of hours in methods is 7.5. This means

that the majority of the work has been done in general

theory of education instead of on the educational phase

of their academic subject.



35

Salaries - In the status of salaries all information

is derived from the salaries of sixty -nine commercial

teachers in Arizona. By commercial teacher is meant

those teachers which teach one or more commercial

subjects. Many of these teachers do not give their

full time to the teaching of commercial subjects but

teach only one or two of these subjects, giving the

remainder of their time to some other department.

In the determination of high, low and average

salaries, the salary of two teachers have been purposely

omitted as it is not felt that these salaries should

be included along with regular teachers salaries. One

of these teachers is also principal of one of our larger

high schools and the other is head of the commercial

department of the Phoenix Union High School. A con-

siderable part of these salaries are for duties other than

teaching commercial subjects.

The sixty -nine reported salaries range from

$1350 to 4$2700 per year. The mean salary is 01918.12,

while the median salary is 4$1865.35, which means that

a few salaries go far above the median to increase the

mean value. in comparison with all high school class-

room teachers in the state, both the mean and median is

higher than the mean and median of the state. For the

entire state the mean salary is 41816.67.
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(1) Or $101.45 less than the mean salary for commercial

teachers.. The median salary of high school teachers in
(1)

the state is $1809.14 or $58.21 less than the median

for commercial teachers. This difference is quite marked

in view of the fact that statistics for the state at

large were taken on a 1929 -30 basis while statistics for

the commercial teachers are taken on a 1931 -32 basis, or after

many salary cuts had been made.

Reports for the scl'ool year of 1932 -33 will

probably show between a ten and a twenty per cent

lower average for both commercial teachers and other

high school teachers.

1. Tenth Biennial Report, State Superintendent of Public
Instruction. Statistics for 1929 -30 (Insert after
Page 168
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Table 16

SALARIES OF COMMERCIAL TEACTTERS IN ARIZONA 1931 -32

School Annual Salary

Ajo 2025 F

Feriso -n 1800 M 1800 F

Bisbee 2070 F 1539 F 1539 F

Bowie 1560 M

/Clarkdale 1980 F

Clifton 1800 F

Douglas 1780 M 2190 M

Duncan 1600 M 1720 F

Flagstaff 1600 M

Florence 2005 F

Fort Thomas 1580 F 1615 M

Glendale 2000 M

Globe 2400'M 1800 F

Hayden 1896 F

Holbrook 1800 F

Jerome 2280 F

Kingman 1805 F 1378 F

Marana 1647 F

Morencei 1600 F

Miami 2040 F

McNary 1350 M

Nogales 2660 M 1950 M 1805 M

North Yuma County High 1665 F
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School

Table 16 (cont'd)

Annual Salary

Pearce 1485 F

Patagonia 1580 M

Phoenix 3504 M 1754 F 2496 F 2700 F 2675 F

2496 F 1800 M 2544 M 2000 F 2496 F

1940 M

Prescott 1850 M 1850 F

Ray 1500 F

Round Valley 2050 F

Safford 1670 F

San Simon 1995 M

Scottsdale 1600 M

Snowflake 1500 F

St. David 1620 M

St. Johns 1675 M

Superior 2100 F

Tempe 2000 F

Tombstone 1670 &I

Tucson 2700 M 2100 F 2470 M 2304 M

Willcox 1420 M

Williams 1950 F

Winslow 2100 M 1820 F

Yuma 1719 F 1960 F 1665 F

F - denotes female sex M - denotes male sex

Mean = $1918.12
Median = $1865.35
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Relation of Salaries to Teaching Experience - In the

majority of the school systems of this state there is a

definite salary schedule in use. Ordinarily this schedule

is based upon the length of time the teacher has been in

that particular system, with very little allowance being

made for experience ih other systems. Considering the

higher salary schedules in use in this state this method

is not entirely wrong, although it is ordinarily presumed

that there should be an allowance in proportion to the

total teaching experience.

In this study a comparison has been made between

the salaries and the total experience of thirty -eight of

the commercial teachers of the state. The teachers used

for this comparison comprises a random sampling represent-

ing all those teachers where both salaries and teaching

experience were obtainable.

Using the scatter -diagram method of determining

correlation, it has been found that there is a correlation

of .93. This would indicate that salaries are being paid

in nearly a direct relationship to the total teaching

experience of the teachers. On examination of table 17

it will be found that this is not true, but that this

high correlation is caused by off -sets from one school to

another. In one school a teacher with a long amount of

experience will be receiving a low salary while in another

school a comparatively young teacher is receiving a high

salary.
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Table 17

RELATION OF SALARIES TO TEACHING EXPERIENCE OF ARIZONA
COMMERCIAL TEACHERS

Teacher Salary Rank Experience Rank

Phoenix 3504 1 30 1
Nogales 2660 2 -9 13
Globe 2400 3 13 8
Jerome 2280 4 14 5.5
Douglas 2190 5 11.5 11
Winslow 2100 6.5 5 25.5
Superior 2100 6.5 7.5 18
Bisbee 2070 8 16 3
Miami 2040 9 11 12
Ajo 2025 10 8 15
Florence 2005 11 6 21
Glendale 2000 21.5 25 2
Tempe 2000 12.5 14 5.5
Clarkdale 1980 14 4 2 8.5
Williams 1950 15.5 14 5.5
Nogales 1950 15.5 4 28.5
Yuma 1900 17 12 9.5
Hayden 1896 18 8 15
Prescott 1850 19 4 28.5
Yuma 1817 20 6 21
Kingman 1805 21 14 5.5
Nogales 1805 22 3 31.5
Holbrook 1800 23 3 31.5
Douglas 1780 24 8 15
Duncan 1720 25 12 9.5
Marana 1647 26 5 25.5
St. David 1620 27 7 17
Ft. Thomas 1615 28 4 28.5
Morenci 1600 30 1.75 36.
Flagstaff 1600 30 1 37.5
Scottsdale 1600 30 1 37.5
Bisbee 1539 32.5 6 21.
Bisbee 1539 32.5 5.5 22.
Ray 1500 34.5 6 21.
Snowflake 1500 34.5 2.5 33.
Pearce 1485 36 2 34.5
Willcox 1420 37 2 34.5
Kingman 1378 38 6 21

Correlation = .93



41

Extra Curricular Duties - For any teacher to be of the

most service to a school system she should be able to do

more than teach in one subject field. Some teachers

extend their degree of service by being able to teach in
several subject fields. However, the majority of teachers

are not called upon for assistance in these other subjects,

but are called upon to handle or assist in some activity
other than regular academic subjects. These other activi-

ties commonly go by the name of extra curricular activi-

ties. This name may be made to cover any type of work

connected with the school other than those included in

some specific subject matter field.

All teachers should be able to handle at
least one, preferable more, extra curricular activity
well. By being able to handle the activity well is not

meant simply the willingness to work with the activity,

but means that the teacher is especially trained in

this line of work in'the same manner as she is trained

in her academic field. To be thus trained means that

her chances of getting positions and promotions will

be much greater.

Of the forty -two teachers . reporting in this

survey, twenty -nine have charge of or assist with some

activity. This means that sixty -eight per cent of the

reporting group are doing work other than that of their

major preparation. Many of these teachers are probably
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well trained in this other work while others are probably

in charge only because it was assigned to them by their
principal.

These extra curricular activities which are

handled by the commercial teachers cover many different

types of work. however, as shown by these returns there

is a very marked tendency to place commercial teachers

in charge of the various activities that require large

expenditures of money. This situation is to be expected

because of the fact that this teacher is supposed to be

trained in general business methods and able to take care

of these activities in a satisfactory manner.

Some of the purely financial duties of these

teachers are: advisor of school paper, advisor of school

annual, school treasurer, school bookkeeper, student body

treasurer and manager of school bookstore. The school

paper and school annual are listed more than any of the

other types of financial work.

If financial advice was all that was necessary

to be a good advisor, most of these teachers would pro-

bably be able to fulfill their duties in a satisfactory

manner. However, when a teacher is listed as advisor

of any activity, she will be expected to give advice

pertaining to all phases of the activity. This means

that in the handling of the school paper that she will

have to pass on such items as editorial policies, English,

copy work and proof reading. To do this means that a
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type of training other than commercial is desirable. In

the hand° ing of the school annual the teacher should have

a knowledge of art, photography and how to make a set -up

of the book. For a teacher to acquire this ability means

much additional work, but is very worth while.

Another type of activity which commercial

teachers seem to play a large part in is that of class

advisor and home room teachers. While these activities

are not one and the same, they are so closely related

that they may be classified for this study as the same.

There is no exact reason why a commercial

teacher should excel in her ability as an advisor to a

group, therefore, only assumptions may be made. One of

these assumptions is that the teacher is better able to

advise the class on how to obtain and spend money for the

various class functions. Another assumption is that the

commercial teacher is or should be in close contact with

actual outside conditions and therefore be the better

able to advise students on anything for which they may

seek advice.

Whether either of the two above reasons is the

correct and logical reason of why commercial teachers make

good class advisors has not been proved, but from my own

observations they seem to be true.

Teaching Load - The efficiency of any teacher depends

to a great degree on her teaching load. By teaching

load is meant the number of hours or periods per week
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which is spent in classroom instruction. If a teacher is

attempting or is required to teach too many classes she

cannot do justice to her work because she does not have

enough time to spend on preparation, grading of tests or

individual help.

It is true that the high school teacher does

not need so much time for preparation and outside read-

ing as a college professor, but on the other hand, the

amount of time that is and should be devoted to individual

instruction and scientific testing is much greater. The

actual number of class hours per week for a college

instructor will rarely be over sixteen per week, while

the average number of class hours per week for a high

school instructor will rarely be less than thirty. A

class hour in both high-school and college will vary from

forty to sixty minutes. In classes that require an

additional period as laboratory the extra period is con-

sidered as another class hour.

In Arizona the average teaching load for com-

mercial teachers is 32.4 total hours per week. This

means an average of 6.4 periods per day that is given to

classroom instruction. Using the forty minute period

as the absolute minimum length of period this means that

at least 4.4 hours per day is given over to instruction.

Considering the fact that the average school day in

high school runs from nine a. m. to 4 p. m. or six hours,

this leaves only 1.6 hours per day for the helping of

slow students, making and grading of ttests, supervision
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Table 18

EXTRA CURRICULAR ACTIVITIES OF ARIZONA COMT, RCI AL T1ACHERS

Activity Number Activity Number

Assistant Coach i Glee Clubs 1

Athletic Bus. Mg. 1 Home Room Teacher 3

Cafeteria Director 1 Office Bookkeeper 3

Class Advisor 9 Programs 3

Coach 1 School Annual Advisor 3

Commercial Club Adv. 4 School Paper Advisor 5

Dance Chaperone 2 School Bookstore 1

Dean of Girls 1 School Treasurer 1

Dramatics 3 Sec. to Board of Ed. 1

Financial Advisor 1 Social Director i

Girls Reserve 2 Tennis Coach i
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of outside activities, etc.

In the above paragraph it is implied that all

the duties of the teacher must be done within the six

hour school day. This is far from true, but is only

given to show the possible disposal of the time which is

usually required that teachers be at the building. It

is probably true that any,efficient high school teacher

will have to put in a minimum of eight hours per day at

the building. Many will give much more time than this to

their duties.

As a conclusion to this phase it may be said

that the teaching load is somewhat too high. At least,

it is not true that the high school teacher has a "snap"

job and only puts in a small amount of time, but in reality

puts in as much time, probably more, than the majority of

the workers in business houses.
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Table 19

TEACHING LOAD OF ARIZONA COMMERCIAL TEACHERS

Teacher Length of Teaching Load Teaching Load
Period Periods Hours

Ajo 40 30 20 _

Bisbee 45 35 26.25
35 26.25
35 26.25

Buckeye ,

Chandler

43

40 35 23.33

Clarkdale 50 30 25

Douglas 42 40 28
35 24.5

Duncan 45 30 22.5

Flagstaff 40 35 23.33

Florence 45 30 22.5

Ft. Thomas 45 30 22.5

Glendale 45 30 22.5

Globe 40 35 23.33

Hayden 45 40 30

Holbrook 45 29 21.75

Jerome 53 25 22.08

Kingman

Y

40
35 23.33

Marana 40 25 16.67

Miami 45 35 26.25
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Table 19 (cont'd)

Teacher

Morenci

Nogales

Parker

Pearce

Peoria

Phoenix

Prescott

Ray

Scottsdale

Snowflake

St. David

Superior

Tempe

Willcox

Winslow

Williams

Yuma

Length of Teaching Load Teaching Load
Period Periods _ Hours

55 30 27.5

57 30 28.5

45 30 22.5

45 35 26.25

45 35 26.25

45 20 15

45 25 18.75

45 40 30

45 45 33.75

40 31 20.67

45 40 30

45 35 26.25

55 g5 22.92

42 35 24.5

60 30 30

60 25 25

60 25 25
25 25
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Experience in Business -Wile experience in business is

not an essential part of the training of a commercial

teacher, it is a highly desirable type of training. Only

by having some business e: peri ence will the teacher know

how to teach her subject from the most practical point

of view. If the teacher has not had any experience the

theory of the subject will be taught and not the practical

side. Being as vocational subjects are vocational the

practical side should be stressed.

Experience should be in the exact field that is

being taught. For a teacher of bookkeeping to have

experience as a secretary is beneficial but it is not as

good as if the teacher has had experience as an accountant.

In Arizona, eleven teachers report no experience,

while thirty -one report experience of many different types

and amounts. Some of these teachers report experience

that is not in any way connected with subjects taught in

high school. Some report only a small amount of experience,

stating that it has been obtained in the summer. The

o medium number of years of experience for those reporting,

is 2.44. If all teachers had this amount of experience

it should be quite a satisfactory amount for the teaching

of business subjects in high schools.
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Table 20

TYPES AND AMOUNT OF BUSINESS EXPERI ENCE BY ARIZONA

C OMMERCIAL TEACHERS

Teacher

Bisbee
ti

If

Amount
Years

i
i
2

Buckeye 3
Clarkdale 0
Doulas 5

.5.

Duncan 0
Flagstaff 0
Ft. Thomas 0
Glendale 10 -15

rr 4
Globe 0

tt .5

Hayden 2
Holbrook .5

Jerome .33
Kingman 2

n 0
Marana 1.25
Mi ami 1

Morenci 1

Nogales 2
Nogales .5
Nogales 0
Pearce 5

Phoenix 10
Prescott 0
Ray 3
Scottsdale 2

Snowflake 0
St. David 5
Superior 0
Tempe 2
Willcox 0
Yuma 2

Type

Secretarial during Summers
Stenographic
Bookkeeper & Stenographer
Stenographic

Manager of business concern
bookkeeper

Bookkeeper, Secretary
Insurance Salesman
Clerical

Bookkeeper
Bookkeeper & Stenographer

11
tt

Stenographer
General Office

Bookkeeper & Stenographer
i? tt

Office & Selling
. Clerk
Post Office Clerk

Stenographer, Gen. Office
Everything

Stenographer
Salesman

Civil Service, Salesman

Bookkeeper & Stenographer

Secretary

Median 2.44
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Conclusions - From a study of the returned questionaires

regarding the status of commercial teachers in Arizona,

the following conclusions have been reached:

1. In the matter of differentiation of degrees

granted in business training that there is no

uniform type of degree offered, nor is there

any method of telling the field of major pre-

paration by the type of degree held.

2. Many teachers are teaching in the business field

that have not done major preparation in this

field of training, therefore, there is no abso-

lute evidence that they are properly prepared

for the teaching of commercial subjects.

3. That there is no other subject that can be

unreservedly recommended to students of business

to take as a minor subject and use as a teaching

combination.

4. That teachers of commercial subjects are drawn

from many colleges and universities from out of

the state implying that local teachers have not

been properly trained. This statement applies

only to the training offered by the two teacher

colleges in the state as they are the only schools

attempting to offer a thorough training for the

teaching of business subjects. The University
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of Arizona offers training in only a very

limited field for the purpose of teaching in

high schools.

5. Special training in business colleges seems

to be desirable for the purpose of a thoroughly

rounded training in business subjects.

6. That Arizona commercial teachers are not follow-

ing their field by doing graduate work to any

great extent, but are attending special schools

of commerce, or working at business positions

in the summer.

7. That Arizona commercial teachers are not properly

trained in methods of teaching subjects in their

field.

8. That there is no uniform amount or type of

subject matter required for the teaching of any

commercial subject.

9. That teachers should prove successful in

their teaching if experience is a criterion of

judgement, as the majority of teachers have had

experience before coming into the state system.

10. That salaries are sufficiently higher than those

of other high school teachers to compensate for

the additional amount of special training and

business experience that is desirable.
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12. That if a teacher is to satisfactorily fulfill

the duties demanded of her that,,.she must have

a wide type of training in types of work that

are taught in the high school as extra curricular

activities.

13. That the teaching load in many cases is entirely

too high for the teacher to obtain the most

satisfactory results in her work.

14. Of those teachers that have had business experience

that in most cases it is of the proper type and

of sufficient length of time, but many teachers

do not have any business experience yet should have,

so as to be able to teach the subject from the

most practical point of view.

Recommendations -

1. It is hereby recommended that to be qualified to

teach commercial subjects in Arizona, that there be

issued by the Superintendent of Public Instruction

a certificate authorizing the holder to teach the

branches of business subjects listed on the certi-

ficate and that any teacher not holding such a

certificate should not be permitted to teach such

subjects. This certificate should be issued only

to teachers that can fulfill the individual re-

quirements as will be set forth below, regardless

of what degrees or experience that the teacher may

have had in other states or systems.
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To be able to obtain such a certificate

as listed above it is necessary to outline the

requirements for this certificate. These require-

ments will be listed under two separate headings;

general requirements of all commercial teachers,

and specific requirements for the different branches

of study in the business field. (These requirements

are not claimed to be determined from a scientific

process, but are determined only from an accumulation

of my own experience and studies of various state

requirements, and of courses offered by various

colleges and universities. To determine the exact

requirements in a scientific manner would take a

considerable amount of study and the accumulative

experience of a number of experts in commercial

education.)

General Requirements:

A. The completion of a four year college course

with a bachelor's degree.

B. A minimum of six months experience in each

of the teaching fields listed on the certificate.

C. Eighteen semester hours of work in education

including: Not less than three hours of

practice teaching in the commercial field.

A methods course of not less than two semester

hours dealing with curriculum construction in
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secondary schools. (A course dealing purely

with commercial curriculum construction

would be preferable.)

The remaining units in education to be

made up of work organized for the training of

secondary school teachers.

D. Fifteen semester hours of work in subjects

which are basic to commercial training:

A. Principles of economics.

b. Business law.

c. Industrial or economic history.

d. Industrial or economic geography.

E. Ten or more semester units in each of one or

more of the following fields.

a. Accounting subjects.

b. Secretarial subjects.

c. Marketing subjects.

d. General business subjects.

A holder of a certificate limited to

accounting subjects would be eligible to teach high

schools bookkeeping, commercial arithmetic, business

law and economics. Subjects closely allied to this

field but rarely taught in high schools should

also be listed on this certificate. Such subjects

are: economic history and economic geography.

A holder of a certificate to teach

secretarial subjects would be authorized to

teach typewriting, shorthand, office or secretarial
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training, business English, business correspondence or

other subjects closely allied to this line of work. To

be eligible to teach typewriting the teacher should have

had at least five semester hours of credit in typewriting

covering the fundamental processes of the operation of

the machine, letter writing, forms and stenciling. To

teach shorthand the teacher should have at least eight

semester hours of credit, at least five of which covers

the fundamentals of the system to be taught, the remain-

ing amount to be on dictation or secretarial training.

The holder of a certificate to teach marketing

would be eligible to teach salesmanship, advertising,

store practice, purchasing, economics and commercial

geogrs0157.

A teacher who holds only the general business

certificate should be eligible to teach non -technical

subjects such as industrial history, industrial geography,

commercial law, ecónomics, junior business training,

business organization, etc. This phase of the certificate

would be used primarily for teachers in other fields that

were called upon to teach these commercial subjects.

Penmanship may be added to any one of these

branches provided the teacher could show ability to write

fluently and legible. Probably the criterion for

judgment should be that the teacher should hold a teachers

certificate from one of the companies that print penmanship
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manuals. All of-the leading companies issue a certificate

to those that are able to write a fluent and legible hand.

For teachers that are graduates of institutions

such as the University of Arizona, where only economics

and business administration subjects are offered, and the other

subjects have been taken in business colleges without credit,

the certificate in these other branches could be issued on

examination by the state Superintendent of Public

Instruction, using definite objective standards as a

criterion for judgement.

While it is admitted that to require a certificate

of this type approaches the ideal situation, it is not

unreasonable to ask that the teachers be prepared with this

end in view. To have such a preparation would probably

mean that a higher degree of efficiency in teaching would

be found.

2. It is recommended that as soon as possible, that courses be

placed in the curriculum of the department economics and

business administration of the University of Arizona, so

that students from this department will be properly trained

to teach any of the commercial subjects offered in the high

schools of the state. This recommendation is not made with

the suggestion that the university should start competition

with the teacher colleges of the state in the preparation

of commercial teachers, but with the purpose of cooperating

with these colleges in competing with outside institutions
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that are at present preparing the majority of the commercial

teachers of the state.

3. It is also recommended that a ruling be made by the state

department of education that no certificate may be issued

to teachers from outside the state as long as there are

teachers from the University of Arizona or either of the

teacher colleges that hold a certificate of being well

qualified to teach commercial subjects and have not yet

obtained positions. This recommendation could well be

applied to all the teaching fields, but in this study

is recommended only for commercial teachers, the ruling

to be based on the obtaining of a certificate similar

to the one as set forth above.

4. It is recommended that a ruling be made by the state
department of education that no teacher be required

to teach more than thirty periods or more than twenty -

five hours per week. To teach a longer period of time

than this means that the teacher is over- loaded and cannot

produce the maximum results from her efforts.



Chapter IV

STATUS OF C OMERC IAL UCñTIOïT IN THE HIGH SCHOOL

There are fifty -seven recognized high schools in

the state. Of these fiftÚ -four are teaching one or more

commercial subjects. Several are small schools and do not

teach a large enough number of subjects or do not have

enough students to be vorthdT of consideration in this sur-

vey. The thirty -seven schools represented in this survey

are considered the more important and the more typical

schools.

For this large number of schools to be teaching

commercial subjects shots the importance of these subjects

in the present secondary scaool curriculum of this state.

There is probably no other elective subject in the curric-

ulum that will be taught in as large a per cent of the

schools as is commercial subjects. Of the schools report-

ing, some teach as many as fifteen separate camercial

subjects chile some teach only one or two. The majority

teach five or six different subjects only.
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Table 21

ARIZONA HIGH SCHOOLS THAT TEACH COIMERCIAL SUBJECTS

-A jo - Holbrook Round Valley

Benson - Jerome -Safford

-Bisbee - Kingman San Simon

Bowie Litchfield Park -Scottsdale

- Buckeye -Marana -Snowflake

-Chandler McNary -St. David

-C larkda 1e -Mesa St. John

Clifton -Miami -Superior

-Douglas - Morenci -Tempe

-Duncan - Nogales Tolleson Union

-Flagstaff - Parker Tombstone

-Florence Patagonia - Tucson

-Fort Thomas Payson Wickenburg

Gilbert - Pearce - Willcox

Gila Bend - Peoria - Williams

-Glendale - Phoenix - Winslow

-Globe - Prescott -Yuma

- Hayden -Ray

-- Schools so designated are represented in this survey.
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Status of the Commercial Curriculum - :Not only do we find

a large per cent of the high schools teaching commercial

subjects, but we also find a very large per cent of each

high school to be enrolled in the various commercial sub-

jects is large. This shows a very high degree of interesi

in these subjects. In some of the schools, especially

the smaller ones, the total enrollement for the year in

commercial courses exceeds the total enrollment of the

school. There are several different reasons for this

unusual situation.

1. In many small schools where there is only

a limited curriculum, all students are

required to take these business subjects

as a part of their regular schedule.

Even though they are not required to take

these subjects many will do so, not

because they have a definite need for them

but because they are more desirable then

the other electives.

2. In some of the reporting schools there

will be found a large number of students

that are taking more than one commercial

subject at one time. A condition of this

type is not unusual, especially in the

third and fourth years.
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3. A third and probably the greatest reason

for the commercial enrollment exceeding

the high school enrollment, is accounted

for in the one -half unit classes. For

example, if business law is taught the

first semester with an enrollment of thirty

students and is followed by economics the

second semester with an enrollment of

thirty -five students, there is no way of

telling whether there have been a total

of only thirty -five students or whe the r

there have been sixty -five different stu-

dents enrolled in these courses. For the

purpose of this study these classes have

been considered to be made up of different

students, which is far from true.
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Table 22
TOTAL ENROLLMENT OF COI !PCIAL COURSES IN ARIZONA HIGH SCHOOLS

School Commercial
School Enrollment Enrollment

A j o _ 181 78
Bisbee 572 559
Buckeye 180 226
Chandler 130 43
C lar kda le 220 146
Douglas 500 235
Duncan 120 54
Flagstaff 210 150
Florence 120 103
Ft. Thomas 46 63
Glendale 350 222
Globe 700 276
Hayden 124 33
Holbrook 150 51
Jerome 175 89
Kingman 175 162
Marana 40 14
Mesa 652 246
Miami 300 185
Morenci 150 115
Nogales 300 299
Parker 32 32
Pearce 50 21
Peoria 280 77
Phoenix 4500 1444
Prescott 600 330
Ray 92 133
Scottsdale 110 86
Snowflake 200, 78
St. David 55 98
Superior 140 69
Tempe 220 89
Tucson 1173 810
Willcox. 108 47
Williams 150 48
Winslow 450 170
Yuma 550 227
Total 14105 7108

Per cent of total enrollment that are in commercial courses,
50.39

Per cent of total enrollment of Arizona high schools that were
in commercial courses in 1928, 51.6

Per cent of total enrollment of United States high schools that
were in corm ercial courses in 1928, 51.2
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TABLE 23

TRENDS IN ENROLLMENT IN VARIOUS SUBJECTS IN ARIZONA HIGH SCHOOLS

(1) (2)
Year 1915 1922

Schools Reporting 14 36

Pupils 1,476 5,313

Per Cent of Enrollment

(3 )

1928

46

11,277

Latin 20.87 10.3 10.9
French 1.63 1.1 1.2
German 3.52 0.0 0.0
Spanish 26.76 44.4 37.4
Algebra 38.48 39.7 32.1
Geometry 20.93 20.9 20.4
Trigonometry .88 1.6 .64
General Mathematics - - 3.3
Advanced Arithmetic - - 1.1
Physics 16.33 4.7 4.4
Chemistry 11.79 11.9 8.0
Physical Geography 21.61 .8 0.0
Zoology 1.08 0.0 .3
Botany 4.07 .2 .8
Biology 3.79 9.3 13.4
Geology 1.02 0.0 .2
Physiology 8.81 1.3 .7
Hygiene & Sanitation - .4 .7
General Science - 21.3 12.5
Physical Education - 17.1 22.2
Psychology 1.29 .6 .3
Rhetoric ) 38.01 82.4 92.4
English Literature( 35.16
American History ) - 17.3 18.3
English History ( 42.89 .4 .1
Ancient History ) - 15.0 2.0
Medieval & Modern(

History ) - 7.9 2.7
World History - - 7.4
Civil Government 6.10 - -
Civics (Community) 12.67 14.3 17.7
Sociology - 2.5 1.4
Economics 8.2 7.8
Problems of Democracy - - .35
Agriculture 2.71 3.7 2.9
Home Economics 19.0 14.5 20.1
Manual Training &
Industrial Art 28.0 16.8 16.0
Art 9.89 6.0 12.8
Music 35.23 23.6 25.0

(1928 U. S.)

14,725

2,896,630

22.0
14.0
1.9
9.4

,35.2
19.8
1.3
5.5
2.8
6.85
7.07
2.6
.77

1.59
13.6

.9
2.7
7.8
17.5
15.0
1.0
93.1

17.86
.87

10.42

11.30
0.06
6.65
13.39
2.66
5.08
1.04
3.7

16.4.8

12.8
18.7
26.0
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TABLE 23 (Cont 'd )

1915

Per Cent of Enrollment

1922 1928

(continued)

7.3 6.5
9.7 6.9

24.2 24.9
5.4 4.4
.3 1.7
.3 2.8
- 0.0
.5 1.6

8.2 7.8
2.4 2.8

(1928 U. S.)

10.67
8.69
15.17
6.95
2.64
4.84
.18
.75

12.8
1.31

Bookkeeping
Shorthand
Typewriting
Commercial Arithmetic
Commercial Law
Commercial Geography
Commercial History
Penmanship
Economics
Other Commercial Subjects

7.18

MID

IMP

IMO

IND

NMI

Data from (1) Report of U. S. Commissioner of Education
1916 Part II pp. 500 - 503

(2) Bur. of Ed. Bull. 1924 #7 p 67 ff

(3) Bur. of Ed. Bull. 1929 #35 p 102 ff.
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Status of Beginning Typewriting - Typewriting seems to be the

most popular of all the commercial subjects taught in high

school, if the enrollment may be used as a criterion of judg-

ment. Whether the usefullness of the subject, the recommenda-

tion of administrators, or simply the fascination for a new

type of study is the cause of this popularity, is unknown.

In the field of guidance there are two commercial

subjects which are generally recommended to all students.

One of these is typewriting while the other is bookkeeping.

Many educators insist that when possible, both subjects be

taken by all students. However, when students are not

majoring in commercial subjects this issometimes not pos-

sible. Which is the most valuable of the two subjects is

simply a matter of opinion.

Table 24 shows the percent of the total en-

rollment of each high school that is enrolled in

beginning typewriting. According to this table it is quite

noticeable that in the smaller high school a larger per-

cent of the students are enrolled in this subject. Probably

the best explanation for this condition is that in the

smaller schools the curriculum is much more limited, not

giving the wide range of subjects to choose from. From a

purely vocational angle there certainly is less need

for this subject in the smaller community than in the

larger. It is true that the students of both large and

small communities need the subject for personal use, but
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in the larger communities they need it for vocational

purposes as well as personal use.

In schools where more than twenty -five per-

cent of the entire student body is enrolled in a subject

in any one year, it must of necessity be that in other

years that a fax less percent be enrolled in these classes.

What causes these yearly fluctuations of enrollment in

the smaller schools is usually determined by local con-

ditions.
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Table 24

PER CENT OF HIGH SCHOOL ENROLLMENT IN BEGINNING TYPEwRITING

Per cent of
School Boys Girls Total Total Enrollment

Ajo 15 16 31 17.1
Buckeye 13 17 30 16.5
Bisbee 53 65 118 20.5
Chandler 9 12 21 16.7
Clarkdale 26 43 66 30
Douglas 25 45 70 14
Duncan 8 16 24 20
Flagstaff 9 26 35 16.7
Florence 9 10 19 15.8
Ft. Thomas 5 7 12 V 26.1
Glendale 36 46 82 23.4
Globe 30 65 .95 13.5
Hayden 4 10 14 11.2
Holbrook 12 14 26 16
Jerome 6 28 34 19.4
Kingman 23 21 44 25.1
Marana 3 2 5 12.5
Mesa 35 45 80 12.3
Miami 30 70 100 33.3
Morenci 16 19 35 23.3
Nogales 37 25 62 20.7
Parker 4 5 9 28.1
Pearce 7 2 9 18
Peoria 9 25 34 12.4
Phoenix 212 314 526 11.7
Prescott 41 53 94 15.7
Ray 14 21 35 38
Scottsdale 15 20 35 31.8
Snowflake 19 21 40 20
St. David 6 13 19 34.5
Superior 20 16 36 25.7
Tempe 29 29 58 26.4
Tucson 88 161 249 21.2
Willcox 2 8 10 9.3
Williams 8 11 19 12.7
Winslow 35 55 90 20
Yuma 23 50 73 13.3

Total 936 1406 2339

Per cent of total that are boys, 40.02
Per cent of total that are girls, 59.S8
Per cent of total school enrollment, 16.58
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Year in which Beginning Typewriting is Taught - There

are two common plans of high school curriculum construction.

One of these plans arranges the subjects into the

various curricula with a definite sequence of the subjects

within the curriculum. Under this type of a program a

subject is definitely taught for students of a certain

year in the high school. The subjects are arranged in

a scientific manner so that one subject will logically

precede or follow another.

The other type of curriculum does not make

any such arrangement of subjects as above. A large

number of subjects are offered, the student may take

those that he wishes when he wishes. Constants are the

only subjects that are taken at a definite time in the

high school career. It is argued by exponents of this

system of curriculum construction that it is more wieldy

and flexible, while the first plan is hard to manipulate

so as to take care of the transfer and failure student.

This argument is true in the smaller schools, but the

question naturally arises from which method the student

will obtain the most good. The first or individual

curriculum method is desirable when possible, as it is

built on a more scientific basis with the various subjects

in a logical teaching arrangement.

In the Arizona high schools there does not seem

to be any_ definite year in which beginning typewriting is

taught. The majority of the schools allow the students
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to take the subjects at any time they may desire. The

one possible exception to this is that many of the

schools do avoid the teaching of typewriting in the

first year of high school. Twenty -three schools state

that the subject may be taken in the second year. Twenty

list typewriting so that it may be taken in the third

year while twenty -three list it as possible in the fourth

year. Only nine schools list it as being offered in the

first year.

The only conclusion which can be drawn from

these figures is that there is no definite time as to the

proper year for the teaching of beginning typewriting.

In general it is not considered a first year subject.
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Table 25

YEAR OF HIGH SCHOOL IN WHICH BEGINNING TYPEWRITING IS

OFFERED

School Year School Year

Ajo 3 -4 Miami 2

Bisbee 2 -3 -4 Morenol 2

Buckeye 2 Nogales 2

Chandler 3 -4 Parker 2-3-4

Clarkdale All Pearce 2 -3 -4

Douglas 2 Peoria 2 -3 -4

Duncan 3 -4 Phoenix All

Flagstaff 1 Prescott All

Florence 3 -4 Ray 1

Ft. Thomas 2 -3 -4 Scottsdale All

Glendale 2 -3 -4 Snowflake 2 -3 -4

Globe 3 -4 St. David 2

Hayden 3 -4 Superior 1.2 -3

Holbrook 2 -3 -4 Tempe All

Kingman 2 -3 -4 Tucson All

Marana 2 -3 -4 Willcox Not given

Mesa 2 -3 Winslow All

Yuma All
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Requirements for Credit - It has been advocated by some

educators that standardized tests :be' used to measure the

accomplishment of classes at the end of designated periods.

By this is meant that the state department of education

should make or determine the tests which should be used

and determine the final grades for all students within the

state system. While the writer cannot recommend this plan

in its entirety, there are some very beneficial points to

be considered in this type of plan. The most important

result would be that it would tend to develop a level of

efficiency in a subject to a point where each student

within a state system would have attained a certain minimum

efficiency in his subject. In a state like Arizona this is

very desirable owing to the high degree of tranciency of

students. If all schools were required to do the same work

at approximately the same rate of speed, students could

transfer from one school to another with a minimum of loss

of time to both the teacher and the student.

In Arizona the requirements for a student to pass

in typewriting depends entirely upon the individual school

and in many cases entirely upon the individual commercial

teacher within that school. Consequently, there are many

different requirements set for one unit of credit in type-

writing. These requirements range from twenty net words per

minute to forty net words per minute.' This speed in all

1 Net words per minute is defined as the average number of
words per minute after penalties have been made for errors.
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cases is based upon a test of fifteen minutes in length from

straight copy material which has not been practiced. The

method of scoring and determining speed on typewriting papers

is now well standardized and used by the majority of schools.

This method is that each five machine strokes make one word,

with ten words to be deducted from the gross for each error

made on the paper. The standard length of test for high

schools is fifteen minutes. These various requirements

show that students which have credit from one of the high

schools requiring forty words per minute can do two times

as much work as students with the same amount of credit

from high schools requiring only twenty words per minute.

The above statement is made with the assumption that all

students meet only the minimum requirements, which is of

course not true.

In Arizona the median requirement is 30.5 while

the arithmetic average is only twenty -nine. According to

bulletins which have been published at various times by

"The Gregg Publishing Company," thirty -five words per min-

ute is the minimum speed which should be attained to

receive full credit in beginning typewriting while forty

is the average to be expected from the entire class. From

my own experience these seem to be reasonable and fair speeds

to expect of a class. It is my belief that any teacher who

knows the proper methods of teaching typewriting can take a

class and teach them so that they will be able to write at

least thirty -five words per minute at the end of one unit

in typing. Of course there will be failures in any unselected
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group, but these should be kept down to the number that is

normally expected.

There is no particular type or size of school

that has high or low requirements. The high requirements

are found in both large and small schools as are the low

requirements. It is worthy of note that the Phoenix high

school requires twenty -eight words per minute and the

Tucson high school requires thirty words per minute.

The Kingman high school states that their

requirements for passing is, "ability to work." This

method of determining credit is the most logical of any

if applied properly. The difficulty however, is in the

ability to determine who can work properly. This method

leads purely to subjective grading which has never been

satisfactory, while grading on speed tests is purely

objective and has now been developed to where it is exact

in the measurement of outcome.
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Table 26

SPEED REQUIREMENTS FOR ONE UNIT OF CREDIT IN BEGINNING
TYPE'ttRI TI NG

School
Speed

Required School
Speed

Required

A j o 30 Mesa 30

Bisbee 28 Miami 30

Buckeye 30 Morenci 40

Chandler 35 Nogales 20

Clarkdale 30 Parker 20

Douglas 35 Pearce 25

Duncan 25 Phoenix 28

Flagstaff 40 Ray 30

Florence 25 Scottsdale 35

Ft. Thomas 25 Snowflake 30

Glendale 30 St. David 35

Globe 40 Superior 40

Hayden Not Given Tempe 25

Holbrook 30 Tucson 30

Jerome 30 Willcox 40

Kingman Ability to work Williams 30

Marana 35 Winslow 30

Yuma 30

Average Speed 30.43.?
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Accuracy - In the matter of accuracy, again there is no
standard of usuage. The number of errors allowed on a

fifteen minute test ranges from five to fourteen with an

average of eight and six tenths. This average is in
keeping with the bulletins of some of the better textbook

companies which state that not more than one error should

be made in two minutes when writing for speed.

TABLE 27

MAXIkUM NUMBER OF ERRORS PERMITTED ON A STANDARD TEST AT THE
END OF ONE UNIT OF TYPEWRITING

School Errors School Errors

Ajo 10 Morenci 10

Bisbee 10 Nogales 10

Buckeye 8 Parker 10

Chandler : 8 Pearce 8

Clarkdale 7 Peoria 5

Duncan 5 Phoenix 8

Flagstaff 10 Scottsdale 10

Ft. Thomas 10 Snowflake 5

Glendale 14 St. David 10

Hayden 6 Superior 7

Holbrook 10 Tempe 8

Jerome 5 Tucson No Limit

Wi llcox 5
Marana 10

Mesa 10
Winslow 11

Miami 10

Average 8.57
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Speed Actually Obtained - As to the average speeds actually

obtained at the end of the year the range is from twenty-

seven to forty-eight. The average speed obtained from all

schools is thirty -six and eight tenths. This is exclusive

of Phoenix high school where the number enrolled is so large

that no records have been kept on the speeds obtained by the

students. When one looks at this high average the low re-

quirements do not seem so bad. It means that in reality the

students are well prepared in the majority of schools, but

there is more allowance made for the slow student so that he

will not fail.

Table 28
AVERAGE SPEEDS ACTUALLY OBTAINED AT TEE END OF ONE YEAR OF

STUDY OF TYPEWRITING
Speed Speed

School Obtained School Obtained

A j o 34 Marana 27
Bisbee 38 Mesa 35
Buckeye 40 Miami 40
Clarkdale 39 Morenci 38
Chandler 40 Nogales 28
Douglas 45 Parker 28
Duncan 45 Peoria 40
Flagstaff 48 Ray 30
Florence 30 Scottsdale 30
Ft. Thomas 36 Snowflake 40
Glendale 40 St. David 42
Globe 40 Superior 40
Hayden 30 Tempe 25
Holbrook 35 Tucson 40
Jerome 30 Williams 43
Kingman 40 Winslow 33

Average Speed 36.78
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Types of Lesson Assignments - L few years ago there was

only one common method of making assignments, which was

the section plan. The various typewriting manuals were

arranged in sections with instructions to accompany each

exercise within the section. In most schools the student

could work as rapidly as he cared to and in many schools

as slow as he cared to. By this method very few students

were working at the same place in the manual at any one

time.

Following the section plan was the budget plan

which did not differ materially in its operation. In the

budget plan a group of work similar in nature was placed

together under a budget number. The student was to turn

in his budget at completion and not start in on the next

until the entire class was ready for the same budget.

The most recent method is the daily assignment

plan, whereby assignments are made daily the same as in

any academic subject. In my estimation this method is

far superior to the two first named methods, although it

is admitted that it violates the pedagogical principle of

permitting students to work as rapidly: as they are capable.

In this method all the class is working on the same

exercises at the same time. The assignment is keyed to

the class drill in such a manner that the greatest benefit

may be derived from the drill work. By insisting on the

assignment being turned in daily it does not offer such
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a great chance for the slow or lazy student to get behind in

his work.

Of the reporting schools, sixteen are using the

daily assignment plan, while eleven use the budget plan.

Only one school is now using the section plan, while seven

are using other plans or a combination of the above men-

tioned plans. This shows that the teachers in these schools

are keeping up with the latest practices in the method of

teaching typewriting.

Table 29

LESSON ASSIGN .ENT PLANS DEED DY THE VLRIOUS HIGH SCHOOLS

IN THE TEACHING . OF BEGINNING TYr E ":BITING

Type of plan Number using

Daily Assignment 16

Budget 11

Section 1

Weekly Ass igr ment 1

Budget and Daily Assignment 3

Other plans 3

Textbooks in Use - Although we do not have a state plan of

adoption of textbooks in this state, there is not much
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variation in the books in use in the teaching of typewriting.

There are only four different typewriting manuals in use

in the reporting schools, with one of these being mentioned

only one time and another being mentioned only three times.

The 20th Century Typewriting Manual is used by seventeen

of the reporting schools. Only in the last few years has

it been used in any large number of schools. The Rational

Typewriting Manual is used in twelve of the reporting

schools. This book was one of the first typewriting

manuals to ever be placed on the market and the various

editions of it have been prominent in all states for many

years. Only a few years ago the Gregg Publishing Company

claimed that this book was used in approximately ninty per

cent of the schools in the United States.

The Harned Typewriting Manual is a new book on

the market, being published by Ginn & Company. While this

book does not seem to be replacing the others very rapidly,

it is well adapted to junior high school work.

The Intensive Touch Typewriting Manual is not

used in the western states to a very great extent, but

will be found in many schools in the eastern states where

the junior high school plan has been well developed. It

is well adapted for use in a junior high school, but not

good for a senior high school text. This book is used in

the Flagstaff High School where practically all typewriting
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students are freshmen, as the instructions in it seem to be

more readily interpreted by students of this age.

The 20th Century, Harped, and Intensive texts

use the horizontal or "home -row" approach method of

presentation, while the Rational text uses the vertical or

"one- finger" method of approach. Which of these methods

is best, has not been determined. There are many good

arguments for both methods. For my own use the "home -row"

method is preferred, as this method puts all the fingers

to work from the first day of instruction.

Supplementary Material - There is absolutély no uniformity

in the type of supplementary material that is in use.

There were nearly as many types of material used as there

were answers to this question. Many of the teachers make

their own supplementary material or take it from a number

of other texts. This method of choosing supplementary

material is very commendable as it allows for inititative

on the part of the teacher and also allows the teacher to

choose material to take care of the differences in the classes

which he teaches.



82

Table 30

TYPEWRITING TEXTBOOKS USED BY ARIZONA SCHOOLS

Author Publishing Co. Number Using

Lessenberry & Jeven South -Western Pub. Co.

SoRelle Gregg Publishing Co.

Harned Ginn & Company

Ross & Reigner The Rowe Company

17

12

3

1

Typewriting Equipment - In the matter of the selec-

tion of typewriter, two arguments are usually set forth;

1. That all machines within a room should be of
the same make.

2. That all schools that teach typewriting should
have two or more of the most widely used makes
of machines in the typewriting room.

Those that argue on the first point , claim that to

have all machines of one type, speeds up the teaching process

as the teacher does not have to give but one set of instructions.

This argument is well taken as it is a very laborious process

to have to take time to explain the mechanical parts and the

positions of these parts on two or three makes of machines.

The student will also have a great deal of difficulty in

remembering how to use the various machines. It will probably

take him many weeks to learn all these machines. However, the

most commonly used machines are becoming more standardized with

each new model and probably will soon be very similar.
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Those that argue in favor of the second claim that

there should be several makes of machines so that the student

may learn to operate all of these standard makes. They claim

that when the students go out to take a position that there

may be any type of a machine in that office and if he has

learned to operate only one machine that he will have to take

time to learn the mechanism of the new machine.

Both of the above arguments are well taken and both

are probably correct. The ideal situation can be found only

in the larger schools like Phoenix and Tucson. In these

schools where there are two or more typewriting rooms, a room

may be equipped with only one type of machine and each room

have a different type. This method means no loss of time in

the teaching of parts as only one set of instructions will be

necessary. After the fundamental processes have been mastered

an entire class may be moved to a different room to learn the

operation of a different machine.

In Arizona the majority of schools use two or more

types of machines. The Underwood seems to be the most

extensively used with a total of 466 machines in.the 37

reporting schools, or an average of 12.6 machines to each

school. The Remington is second in use with a total of 355

or an average of 9.6 machines to each school. The L. C. Smith

ranks third with 85 machines, the Royal fourth with 77, the

Woodstock _fifth. with .26,. Douglas _reports .3 machines under

oth @r makes.."
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Table 31

TYPEWRITERS USED FOR INSTRUCTION PURPOSES BY ARIZONA

SCHOOLS

School Underwood Remington Smith Royal Woodstock

Ajo 8 11
Bisbee 21 39
Buckeye 5 2 2 5

Chandler 8 6

Clarkdale 10 6 2 6
Douglas 16 10 2 2

Duncan 3 9

Flagstaff 10 11 2

Florence 4 4
Ft. Thomas 6 2
Glendale 10 14 3
Globe 9 6 4 3
Hayden 8
Holbrook 6 5 2
Jerome 8 14
Kingman 6 12 2 1 2

Marana 6 1 2
Mesa 20 20 5

Miami 15 5 5 12
Morenci 16
Nogales 10 15 5

Parker 9
Pearce 8
Peoria 16
Phoenix 102 71 26 24 1

Prescôtt
Ray. 5 2 3 5

Scottsdale 4 2 2 2 8

Snowflake 12
St. David 4 5

Superior 1 18 2

Tempe 10 12 2 4 1

Tucson 47 10 11 1 1

Willcox 7 5 2
Williams 16 2
Winslow 15 15

Yuma 20 10 21

Total 466 355 84 77 26
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Len &th of Period - A few years ago the majority of schools

required two periods per day for the teaching of typewrit-

ing. One of these periods was used as a class drill period

while the other was used as a laboratory or practice period.

This arrangement of periods was thought to be an absolute

necessity for the successful teaching of this subject.
1%

The Missouri course of study still demands that typewriting

be taught five periods per week for one -half unit or ten

periods per week for one unit.

In the last few years it has been demonstrated

that typewriting can be successfully taught by using only

one period per day. In schools where the periods are as

short as forty minutes in length it is sometimes a little

difficult for the students to find enough outside time to

get their daily assignment, but when forced to do so they

usually find the time without the sacrifice of other work.

The one period plan is much more satisfactory to those in

charge of the curriculum construction program as it means

that this subject is taught in the same manner as academic

subjects and does not present a special problem in the

scheduling of students.

In Arizona there are seventeen or approximately

forty -eight percent of the reporting schools that still

require two periods for the teaching of typewriting.

It would seem that these schools should obtain a much

1. Missouri Syllabus in Commerce Bulletin No. 14, p. 11
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higher average at the end of the year than those schools
using only one period to teach this subject. Of course

they should not learn to write twice as rapidly, but the

difference should be quite noticeable.
From table 32 it is shown that the average speed

actually obtained in school using the double period is
thirty -seven v ords per minute, while schools that use only
the single period obtain an average of thirty-five and seven

tenths words per minute. Due to the fact that there is

such a slight difference in the degree of efficiency
obtained in these two methods of instruction, the wisdom
of using two periods seems questionable.
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Table 32

COMPARISON OF RESULTS OBTAINED BY HIGH SCHOOLS TEACHING
TYPETRITING TWO PERIODS PER DAY VI TH HIGH SCHOOLS T ,ACHING

TYPEWRITI NG ONE PERIOD PER DAY

- Length 'of Speed Length of Speed
School Typing Period Obtained School Typing Period Obtained

Ajo

Bisbee

Buckeye

Florence

Ft. Thomas

Glendale

Globe

Hayden

Holbrook

Kingman

Miami

Parker

Scottsdale

Superior

Peoria

Chandler

Average

40 34

90 40

83 40

45 30

90 36

90 40

80 40

90 30

90 35

80 40

90 40

90 28

90 30

90 40

90 40

80 40

87.36 37.07

Clarksdale

Duncan

Flagstaff

Jerome

Marana

Mesa

Morenci

Nogales

Ray

Snowflake

St. David

Tempe

Tucson

Winslow

Williams

OW

50 39

45 45

40 48

53 30

40 27

45 35

55 38

57 28

45 30

40 40

45 42

55 25

60 40

60 33

60 43

49.12 35.7

(The discrepancy between the number of schools reporting
periods and the number of schools listed in this table is
explained by the fact that some schools do not keep records
of speeds obtained.)
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Advanced Typewriting - Table 33 shows the percent of the

entire high school that is enrolled in advanced typewriting.

Comparing this table with table 24 At.. S- fotind--thatY:ôrily

a small percent of those that study beginning typewriting

continue their study in this field. This is particularly

noticeable with the boys. As there are 24.06 percent of

the boys continuing, while 49.4 percent of the girls

continue.

Probably the most important reason for this high

mortality rate between beginning and advanced typewriting

is that many of the students do not study beginning type-

writing with a vocational objective, but study it so that

it may be of assistance to them as they continue their study

in other field. If assistance in other fielas is the

objective toward which many of these students are working,

the first year of study is all that is necessary.

In advanced typewriting as in elementary type-

writing, a larger per cent of the students in small schools

are enrolled than of those in the larger schools.
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Table 33

PER CENT OF ENTIRE STUDENT ENROLLMENT THAT IS ENROLLED IN
ADVANCED TYPEWRITING

School Boys
Per cent of

Girls Total School Enrollment

Ajo 1 10 11 6.1
Bisbee 14 - 48 62 10.8
Buckeye 6 18 24 13.3
Chandler 2 12 14 10.8
Clarkdale 11 13 24 10.9
Douglas 1 9 10 2
Duncan 7 7 5.8
Flagstaff 1 9 10 4.7
Florence 13 13 10.8
Ft. Thomas 4 7 11 23.9
Glendale 10 10 2.9
Globe 20 20 2.9
Holbrook 2 6 8 5.3
Jerome 2 5 7 4
Kingman 6 10 16 9.1
Marana 3 2 5 12.5
Mesa 18 32 50 7.7
Miami 2 25 .2 7 9
Morenci 3 10 13 8.7
Nogales 20 39 59 19.7
Parker 5 4 9 28.1
Pearce 1 3 4 8
Peoria 8 8 2.9
Phoenix 62 194 256 5.7
Prescott 15 35 50 8.3
Ray 4 14 18 19.6
Scottsdale 3 17 20 18.2
Snowflake 2 10 12 6
St. David 6 6 10.9
Superior 5 7 12 8.6
Tempe 8 8 3.6
Tucson 9 44 53 4.6
Willcox 1 6 7 6.5
Williams 1 4 5 3.3
Winslow 8 12 20 4.4
Yuma 13 17 30 5.5

Total 225 694 919
Per cent of total that are boys, 24.48
Per cent of total that are girls, 75.52
Per cent of total school enrollment, 6.51
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Year in Which Subject is Offered - There is no more uniformity

in the placement of advanced typewriting in the curriculum

than in the placement of beginning typewriting. The one

noticeable difference is that the year in which beginning

typewriting is offered must of necessity be eliminated.

In the majority of the schools the subject is offered in

the third or fourth years.

In only one school is the sequence of the subjects/

such that advanced typewriting cannot be taken the year

after the study of elementary typewriting. This is the

Flagstaff high school. Here elementary typewriting is

is studied the first year with advanced typewriting coming

in the third year. Shorthand is taught in the interval

year. Possibly this arrangement of these subjects is not

very logical, but in this school only one -half unit is

offered in advanced typewriting, being followed the last

half of the year by advanced shorthand. By this plan of

arrangement of the three units of work it does make a

logical arrangement.
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Ttab e 34

YEARS IN

School

Ajo

Bisbee.

Buckeye

Chandler

WHICH ADVANCED TYPEWRITING IS PERMITTED TO BE TAKEN

Year Offered' School Year Offered

4 Miami 3 -4

3 -4 Iorenci 3 -4

3 - Nogales 3

4 Parker 3 -4

C1a±kda1e 2 -3 -4 Pearce 3 -4

Douglas,_, 3 Peoria 3 -4

Duncan 3 -4 Ray 2

Flagstaff 3 Scottsdale 2 -3 -4

Florence. 3 -4 Snowflake 3 -4

Ft. Thomas 3 -4 St. David 3

Glendale 3 -4 :Superior 2 -3 -4

Globe 4 Tempe 2 -3 -4

Holbrook_. 3 -4 Tucson 3 -4.

Kingman 3 -4 Williams 4

Marana ; 3 -4 Winslow 2 -3 -4

Mésa t. -3 -4 Yuma 2 -3 -4
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Standards for Credit - Again we have a wide variation in

the speed requirements for credit, with the requirements

for each school depending entirely upon the administrators

and teachers within each individual school.

The requirements of the various schools range

from forty to sixty net words per minute on fifteen minute

tests. This means that some schools require no greater

a degree of efficiency to obtain two units in typewriting

than others require for one unit. The average require-

ment in this state is forty -seven and eight tenths, while

the median requirement is fifty and eight tenths. Accord-

ing to various bulletins which have been published by lead-

ing textbook companies the requirements should be fifty for

passing and fifty -five as average speed for the class.

Unlike elementary typewriting the average requirements in

this subject does not meet these requirements as determined

by specialists in commercial education.

Accuracy - In the matter of accuracy there is a very wide

range in the requirements, this being from five to twenty

errors on a fifteen minute test. The average number of

errors allowed is 8.6. This average conforms very close-

ly with those standards which have been set forth.

Several schools do not place specific objective

requirements on advanced typewriting. It is presumed

that in these schools that the students are graded in a

subjective manner, the grade being determined on the

student's ability to perform the task given to him by the

teacher.
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Table 35

SPEED AND ACCURACY REQUIRED TO OBTAIN ONE UNIT OF CREDIT
IN ADVANCED TYPEWRITING

School Speed Accuracy School Speed Accuracy

Ajo 45 10 Miami 45 10

Bisbee 46 ' 5 Morenci 50 6

Buckeye 40 5 Nogales 42 15

Chandler 60 7 Parker 40 8

Clarkdale 50 11 Pearce 50 10

Douglas 45 Peoria 55 5

Duncan " 50 . 7 Phoenix 50 8

,Flagstaff 50 15 Ray 50

Florence 40 Scottsdale 45 5

Ft. Thomas 40 5 Snowflake 55 4

Glendale 50 20 St. David 50 10

Globe 60 Superior 50 9

Holbrook 45 15 Tempe None

Jerome 45 5 Tucson 40

Kingman Ability to work Willcox 60 5

Marana 50 10 Williams 45

Mesa 40 8 Yuma None

Average 47.84 8.64



94

Speed Actually Obtained - The speeds actually obtained in

this course ranges from thirty -five to sixty words per

minute with an average of 48.93. This average speed does

not include some schools where no records were kept of

average speeds. This average is below the speed recommended

by the various textbook companies. For many schools this

means that the students are not learning anymore in two

years of typing than is being learned in one year in other

schools.

Table 36

ACTUAL SPEEDS OBTAINED IN

School Speed Obtained

ADVANCED TYPEWRITING

School Speed Obtained

Ajo 48 Miami 50

Bisbee 60 Morenci 50

Buckeye 50 Nogales 35

Chandler 50 Parker 50

Duncan 50 Peoria 55

Flagstaff 59 Ray 43

Florence 48 Scottsdale 52

Ft. Thomas 45 Snowflake 55

Glendale 60 St. David 55

Globe 55 Superior 50

Holbrook 45 Tempe 40

Jerome 45 Tucson 50

Kingman 55 Williams 48

Marana 45 - Winslow 48

Mesa 50

Average 48.93
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Type of Lesson Assignments Used - In advanced typewriting

the budget or project method of lesson assignment is used

by more schools than all other types; 19 teachers use this

plan, eight use the daily assignment plan and three use a

combination of the two plans. The budget plan of making

assignments lends itself quite readily to the teaching of

advanced typewriting. In teaching this subject less em-

phasis is placed on the mechanical operation of the machine

with more emphasis on the correct typing of business letters

and forms. Thus various types of material may quite easily

be arranged in groups to form the various budgets.

Textbooks Used - The textbooks in use in the teaching ad-

vanced typing are practically the same as those used in the

teaching of elementary typing. The basic manual should be

exactly the same using other manuals only as supplementary

material.

Type of Lesson Assignments Used - The machine equipment for

advanced typing is the same as in beginning typing. Mimeo-

graphs and duplicating machines should be included as equip-

ment for this subject.

Practically all schools report either a mimeograph

or a duplicating machine with several using both types.

Whether these machines are placed in the commercial depart-

ment and used chiefly for instruction purpose or are placed

in the business offices and used chiefly for office work was

not determined. In either case they are probably available

to some extent for instruction purposes.



96

Table 37

NUMBER OF MIMEOGRAPH MACHINES IN USE BY ARIZONA SCHOOLS

I

School Mimeographs Duplicators Ditto

Bisbee 1
Buckeye
Chandler

1
i

1

Clarkdale 1

Douglas 1 1
Duncan 1 1
Flagstaff 1 1

Ft. Thomas 1 1
Glendale 1 1
Globe 1
Holbrook
Jerome

1
i

2

Kingman 1
Marana 1
Mesa 1
Miami 1 1
Morenci 1 1
Nogales 1 1
Parker 1
Peoria
Phoenix

1
i

Prescott 1
Ray 1
Scottsdale 1
St. David
Tempe

1
i

Tucson 1
Willcox 1
Williams 1
Winslow 1 1

Total 29 11 3
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Length of Periods - Practically the same schools that use

two periods for the teaching of elementary typing also use

two periods for the teaching of advanced typing.. Douglas

high school uses the double period for advanced typing, but not

for elementary. Schools using the double period plan obtain

an average speed of fifty -two while those using the single

period plan obtain an average of forty -nine. This extra

difference is hardly worth the additional time that is re-

quired to obtain it.

Table 39

COMPARISON OF RESULTS OBTAII D BY HIGH SCHOOLS TEACHING
ADVANCED TYPEWRITING TWO PERIODS PER DAY WITH HIGH SCHOOLS

TEACHING ADVANCED TYPEWRITING ONE PERIOD PER DAY

Length of Speed Length of Speed
School Typing Period Obtained School Typing Period Obtained

Ajo 40 48 Flagstaff 40 58
Buckeye 86 50 Florence 45 48
Chandler 80 50 Jerome 53 45
Ft. Thomas 90 45 Marana 40 45
Glendale 90 60 Mesa 45 55
Globe 80 55 Morenci 55 50
Holbrook 90 45 Nogales 57 35
Kingman 80 55 Ray 45 43
Miami 90 50 Snowflake 45 55
Parker 90 50 St. David 45 55
Peoria 90 55 Tempe 55 40
Scottsdale 90 52 Tucson - 60 50
Superior 90 50 Williams 60 60
Duncan 45 55 Winslow 60 48

Average 87.38 52.1 49.37 50
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Summary of Beginning Typewriting and Advanced Typewriting -

As a summary to this section it will be well to show the

combined enrollment of beginning and advanced typewriting.

Only by showing this combined enrollment is it possible to

show the trend in enrollment in commercial subjects.

According to table 40 there were in 1931 -32, 1161

boys enrolled in typewriting in high schools of Arizona.

This is 35.53 per cent of the total enrollment. The per cent c

of boys in the two classes of typewriting are as follows:

beginning typewriting 39.5; advanced typewriting 24.5. This

shows that boys are not studying typewriting as a vocational

subject, as they do not continue to a point of specialization.

According to statistics from the Bureau of Education,

typewriting ranked fifth in the per cent of enrollment in 19284

(see table 23) From figures obtained in this thesis study

the per cent of the total number of students that are en-

rolled in typing has decreased by 1.9 per cent since 1928.

It is my assumption that if all Arizona schools were included

in this study that there would not be a decrease. The reason

for such an assumption is that the small schools are the ones

which have been omitted. According to table 40 these small

schools are the ones that show a high per cent of enrollment

in typing.

In 1928 only 15.17 per cent of the students of the

United states were enrolled in typewriting. This is approxi-

mately eight per cent less than that shown in this survey,

which shows that unusual emphasis is being placed on type -

writing by Arizona schools.
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Table 40

SUMMARY OF ENROLLMENT IN BEGINNING TYPEWRITING AND ADVANCED
TYPEWRI TI NG IN ARIZONA HIGH SCHOOLS

School

Ajo
Bisbee
Buckeye
Chandler
'Clarkdale
Douglas
Duncan
Flagstaff
Florence
Ft. Thomas
Glendale
Globe
Hayden
Holbrook
Jerome
Kingman
Marana
Mesa
Miami
Morenci
Nogales
Parker
Pearce
Peoria
Phoenix
Prescott
Ray
Scottsdale
Snowflake
St. David
Superior
Tempe
Tucson
Willcox
Williams
Winslow
Yuma

Total

Beginning Typing
Boys Girls

Advanced Typng
Boys Girls

Per cent of
Total School Enrollment

15 16- 1 10 42 23.2
53 65 14 48 180 31.5
13 17 6 18 54 30.
9 12 2 12 35 27.

26 43 11 13 93 42.3
25 45 1 9 80 16.
8 16 7 31 25.8
9 26 1 9 45 34.3
9 10 13 32 26.7
5 -7 4 7 23 50.

36 46 10 92 26.3
30 65 20 115 16.4
4 10 14 11.3

12 14 2 6 34 23.3
6 28 2 5 41 23.4

23 21 6 10 60 34.3
3 2 3 2 10 25.
35 45 18 32 130 20.
30 70 2 25 127 42.3
16 19 3 10 48 32.
37 25 20 39 121 40.3
4 5 5 4 18 55.5
7 2 1 3 13 26.
9 25 8 42 15.

212 314 62 194 782 17.4
41 53 15 35 144 24.
14 21 4 14 53 57.6
15 20 3 17 55 50.
19 21 2 10 52 26.
6 13 6 25 45.4

20 16 5 7 48 34.3
29 29 8 66 30
88 161 9 44 302 25.9
2 8 1 6 17 15.7
8 11 1 4 24 16

35 55 8 12 110 24.4
23 50 13 17 103 18.7

936 1406 225 694 3261

Per cent of total enrollment studying typing 23.11
Total number of boys studying typing, 1161
Total number of girls studying typing, 2100
Per cent of total that are boys, 35.53
Per cent of total that are girls, 64.47

91202
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Status of Elementary Shorthand - Shorthand is not nearly so

popular in high school as is typewriting. There are prob-

ably two major reasons for this:

1. It is purely vocational and does not have any

other value to the majority of the students.

2. The subject itself is exceedingly difficult to

master and is therefore avoided by many.

While it is true that shorthand is frequently

recommended to students for uses other than purely voca-

tional, it probably should not be. One of the most common

purposes for which this subject is recommended is for the

purpose of note taking in other high school and college

classes. While theoretically shorthand could be used to

a great advantage in some classes, it takes so much time

for transcriptions that it is seldom used.

This course is recognized as being one of the
most difficult courses that is ordinarly taught in high

school. Not only is it difficult to master the theory of

the subject, but it takes a great amount of time to do the

practice work that is required. This possibly accounts

for the relatively small enrollment.

Table 41 shows the per cent of the students in

high school that are enrolled in shorthand. According to

this table a much larger per cent of the smaller schools
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study shorthand than in the larger schools. This condition
is accounted for the same reason as in typewriting, i. e.,
the curriculum is limited and the students do not have

so large a number of subjects from which to choose their
course. In the smaller community there is probably much less

need for the subject than there is in the larger towns and

cities.

Table 41

ENROLLMENT OF ELEMENTARY SHORTHAND CLASSES IN HIGH SCHOOLS
OF ARIZONA

Per cent of
School Boys Girls Total School Enrollment

Ajo 5 10 15 8.5

Bisbee 4 63 67 11.7

Buckeye 4 9 13 6.9

Chandler 1 7 8 6.2

Clarkdale 20 6 26 11.8

Douglas 2 26 28 5.6

Duncan 1 13 14 11.6

Flagstaff 2 13 15 7.1

Florence 2 12 14 11.7

Ft. Thomas 5 5 18.7

Glendale 2 15 17 4.9

Globe 5 20 25 3.6-

Hayden 6 6 4.6

Holbrook 8 8 5.3

Jerome 1 15 16 9.1

Kingman 2 17 19 10.9

Marana 1 1 2 5
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Table 41 (contvd)

Per cent of
School Boys Girls Total School Enrollment

Mesa 3 20 23 3.5

Miami 1 24 25 8.3

Morenci 7 12 19 12.7

Nogales 12 30 42 10.7

Parker 2 9 11 34.4

Peoria 4 14 18 6.4

Phoenix 31 143 174 3.9

Prescott 7 43 50 8.3

Ray 3 12 15 16.3

Scottsdale 8 8 7.3

Snowflake 9 17 26 13

St. David 1 5 6 10.9

Superior 8 7 15 10.7

Tempe 12 12 5.5

Tucson 18 108 126 10.8

Willcox 13 13 12

Williams 1 9 10 6.7

Winslow 1 11 12 2.7

Yuma 1 26 27 4.9

Total 133 797 930

Per cent of total that are boys, 14.3

Per cent of total that are girls, 85.7

Per cent of total school enrollment, 1.6.6
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Years in Which BeginninE Shorthand is Offered - There

is no degree of uniformity in the year of high school in

which shorthand should be taught, with the exception that

no school permits it to be taken in the first year. The

majority of the schools permit it to be taken at any time

during the last three years. Nearly all schools permit

it in either the third or fourth year while about fifty

per cent permit it in the second year. This subject

should be taught in either the second or third year.

The reason for this is that no student should be per-

mitted to take shorthand until he has had at least one

unit of typing. To attempt to teach the subject without

this prerequisite is a great waste of time as there will

be a new learning process required when the student

attempts to transcribe on a machine after he has learned

to transcribe by hand. To require typing as a pre -

requisit to the study of short -hand will necessarily

require that shorthand be taught not earlier than the

second year and in most cases not until the third year.

The reason that it should be not later than the third

year is that there should be time for him to study ad-

vanced shorthand if he so desires. By having the subject

in the third year permits the fourth year to be given to

advanced study.

Another reason why elementary shorthand should

be in the third year with advanced shorthand in the fourth

year is because he is well up with the subject at graduation
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and has not had time to forget or get out of practice.

Table 42

YEARS IN THI CH BEGINNING SHORTHAND IS OFFERED IN ARIZONA
HIGH SCHOOLS

School Years Offered School Years Offered

Ajo 3 -4 Miami 2 -3 -4

Bisbee 2 -3 -4 Morenci 2 -3 -4

Buckeye 3 -4 Nogales 3

Clarkdale 3 -4 Parker 2 -3 -4 '

Douglas 2 Pearce 3 -4

Duncan 3 -4 Peoria 3 -4

Flagstaff 2 Ray 3

Florence 3 -4 Scottsdale 3 -4

Ft. Thomas any Snowflake 2 -3 -4

Glendale 3 -4 St. David 3

Globe 3 -4 Superior 3 -4

Hayden 3 -4 Tempe 2 -3 -4

Holbrook. 3 -4 Tucson 2 -3 -4

Kingman 3-4 Williams 3-4

Marana 3 -4 Winslow 2 -3 -4

Mesa - 3 Yuma 3
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Requirements for Credit - While the range in the require-

ments for credit is from forty to eighty words per minute,

these requirements are much more uniform than those in

typing. Eighteen schools require sixty words per minute

as a minimum speed for dictation while five require as

high as eighty words per minute. The average require-

ments in Arizona is sixty -two while the median require-

ment is sixty- three. Both of these numbers conform very

closely to the standard requirements that will be stated

below

The standard of achievement as determined by

The Gregg Publishing Company is sixty words per minute

for a minimum of five minutes on straight business letters

or ordinary literary material. The Missouri course of

study requires a minimum of sixty words per minute.2

1.
Several schools did not record any required speed,

while three stated that they did not have any definite

requirements. Whether the schools that did not record any

speed did not demand a definite speed of whether this

question was simply omitted in filling in the questionaire

cannot be,determined except by special letter. This did

not seem worthwhile. For the purpose of this study it is

presumed that they were omitted.

2Missouri Bulletin ,No. 14 Syllabus in Commerce p. 19
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In shorthand testing there is no standard length

of test as there is in typing. In this survey the speed

was asked for to be determined on a five minute dictation

period. The reason for this selection of time was because

this is the length of period that is usually required in

shorthand contests. The length of the dictation period

will make a very great difference, as it will be possible

for a student to take dictation at as high a rate as one

hundred words per minute for a period of one or two minutes,

while he could not -take dictation at a higher average speed

than forty if the period was ten or fifteen minutes.

While the degree of accuracy which is required

was not questioned in this study, it is assumed that the

transcription was made with a -ninety -five per cent accuracy

or higher. The reason for this assumption is the fact that

in all materials published by the Gregg Publishing Company

this degree of accuracy is asked for.
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Table 43

DICTATION SPEED REQUIRED IN BEGINNING SHORTHAND BY ARIZONA
SCHOOLS

School Speed School Speed

A j o 60 Miami 60

Bisbee 60 Morenci 60

Buckeye 60 Nogales 80

Chandler 65 Parker 40

C larkd ale 80 Peoria 60

Douglas 60 Phoenix 60

Flagstaff 60 Prescott 60

Florence 60 Ray 50

Glendale 80 Scottsdale 50

Globe 60 Snowflake 60

Hayden None St. David None

Holbrook 60 Superior 60

Jerome 50 Tempe 60

Kingman 60 Tucson 60

Marana 50 Willcox 80

Mesa 80 Williams 60

Winslow 80 Yuma 60

Average Speed 62
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Shorthand Transcription Rate - The vast majority of the

schools do not have any definite transcription rate.

While this is possibly of minor importance, it is worth

while taking into consideration in teaching this subject.

It is very evident that a student who can transcribe at

a rate of only ten words per minute is not nearly as

efficient as the one who can transcribe at forty words

per minute, although the accuracy per cent may be the

same.

Only nine schools report a transcription rate,

this rate ranging from fifteen to thirty words per minute

with an average transcription rate of 24.5. The Gregg

Publishing Company state as a transcription requirement

a rate of twenty -five words per minute as a minimum

requirement.

Table 44

SHORTHAND TRANSCRIPTION RATE REQUIRED BY ARIZONA SCHOOLS

School Rate School Rate

Bisbee 30 Jerome 15

Buckeye 25 Miami 20

Florence 30 Phoenix 20

Glendale 30 Peoria 20

Holbrook 25 Willcox 30

Average Rate 24.5
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Systems in Use and Used - There is only one system

of shorthand taught in the secondary schools of Arizona.

This is the "Gregg" system. According to statistics published

by the Gregg Publish Company, this system is taught in about

ninety per cent of the schools of the United States. In

some of the eastern states the "Pitman" system is used exten -

sively.

Whether the Gregg system is the better of all

shorthand systems, cannot be said, but owing to the fact

that so large a per cent of the teachers are trained only

in the use of this system, it is the only one that can

logically be recommended. The reason so high a per cent of

the teachers are trained in the use of this system is that

for many years the Gregg Publish Company has conducted schools

for teachers and at the same time used high- pressure ad-

vertising and salesmanship methods.

Since this system is used in all schools

of the state, the Gregg Shorthand Manual is the basic

textbook. However, the supplementary material differs

considerably. Some of these schools require the use of

Gregg Speed Studies, others use Gregg Graded Readings while

others use both of these texts or other supplementary

material which is published by this company. For my own

use, both the graded readings and the speed studies are

required in addition to the manual. To demand that the

students buy all three books is not unreasonable consider-

ing the fact that the three cost only about three dollars

and can be used for at least one and one -half years of work.
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Shorthand Equipment - In the teaching of shorthand there

is no special equipment required, therefore no questions

were asked in regard to equipment. However, for conven-

ience to the student, each shorthand room should be

equipped with individual desks and chairs so that it will

be easier for the student to form correct writing habits.

Printed shorthand charts are a convenience to teachers,

but are in .no way necessary if the teacher is a fluent

writer of shorthand.

Typewriters are not necessarily a part of the

equipment of the shorthand department, but it is necessary

to have the typing room available during the shorthand period so

that the students may use the machines for transcription

purposes.

Length of Period - The double period is not required of the

shorthand classes in any school of the state. The subject,

is» taught :in the same-manner as any academic subject, with

one period of recitation and an outside assignment.

In Arizona systems the average speed actually

obtained is sixty -two and nine tenths words per minute. In

view of the fact that the average requirement for this sub-

ject in Arizona is sixty -two while the minimum standard as

determined by The Gregg Publishing Company is sixty, this

average speed may be considered as average.
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Table 45

AVERAGE SPEED ACTUALLY OBTAINED BY BEGINNING SHORTHAND
CLASSES BY ARIZONA HIGH SCHOOLS

School Speed Obtained School Speed Obtained

Ajo 60 Marana 60

Bisbee 60 Mesa 70

Buckeye 75 Miami 70

Chandler. 65 Morenci 70

Clarkdale 50 Nogales 80

Douglas 60 Parker 60

Duncan 45 Peoria 65

Flagstaff 60 Ray 58

Florence 55 .
Snowflake 60

Glendale 70 Superior 60

Globe 55 Tempe 60

Holbrook 60 Tucson 70

Jerome 50 Williams 75

Kingman 60 Winslow 80

Average Speed 62.96

Status of Advanced Shorthand - Although thirty -six schools

list beginning shorthand as being taught, only nineteen

list advanced shorthand. Three schools state that the

subject was taught in alternate years, this being the year

that it was not offered.

This subject being purely for the student that

intends to specialize in secretarial training as a vocation,
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there is a very noticeable falling off in the per cent of

enrollment of the entire number of students in this subject.

This is particularly noticeable among the boys, there being

only nineteen boys in the state registered in this subject.

This small number of boys that are studying this subject is

entirely justified as there are very few positions of this

type that boys are able to obtain. Only the boys that show

unusual ability should be permitted to continue in the

subject.

Table 46 shows that again a larger per cent of

the students in the smaller schools are registered for

shorthand than is found in the larger schools.
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Table 46

PER CENT OF TOTAL SCHOOL ENROLLMENT THAT IS ENROLLED IN
ADVANCED SHORTHAND

School
Per cent of--

Boys Girls Total Total
Enrollment

Ajo

Bisbee 2

Douglas

Flagstaff

Glabe

Holbrook

Jerome

Kingman 1

Mar ana

Mesa

Miami

Nogales 4

Phoenix 6

Prescott 3

Ray

St. David 2

Tucson 1

Winslow

Tuna

5 5 2.7

17 19 3.3

8 8 1,6

8 8 3.8

11 11 1.6

4 4 2.7

9 9 5.1

5 6 3.4

2 2 5

10 10 1.5

13 13 4.3

14 18 6

66 72 1.6

15 18 3

? 7 7.6

5 7 12.7

31 32 2.7

8 8 1.8

6 6 1.1

Total 19 244 263

Per cent of total that are boys, 7,22

Per cent of total that are girls, 92.78

Per cent of total school enrollment, 1.86



114

Year in Which Advanced Shorthand is Offered - In all Schools

of the state, advanced shorthand is offered in either the

third or fourth year of high school. This is justified in

view of the fact that elementary shorthand is not offered

in any of the schools until the second year and not in many

until the third year. In my opinion the fourth year is the

correct place for the subject. By teaching it at this time

the student is well up in the subject and ready to take a

position at graduation.

TABLE 47

YEARS IN WHICH ADVANCED SHORTHAND IS OFFERED IN ARIZONA SCHOOLS

School Year Offered School Year Offered

Ajo 4 Mèsa. , -4

Bisbee 3 -4 Miami 3 -4

Douglas 3 Nogales 4

Flagstaff 3 Ray 4.

Globe 4 St.-David 4

Holbrook 3 -4 Tucson - 3 -4

Kingman 4 Winslow 3 -4

Marana 4 Yuma 4

Requirements for Credit - The requirements for credit in

this course range from eighty to one -hundred -ten words per

minute with an average requirement of eighty -seven and two

tenths. Considering the fact that the average requirements
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in beginning shorthand was sixty -two this is approximately

a fifty per cent increase.

According to bulletins by The Gregg Publishing

Company, an average speed of approximately ninety net words

per minute should be obtained by students that have studied

two years while approximately eighty should be obtained at

the end of three semesters of study. This difference in

length of time studied is stated because some schools offer

only one semester of work in advanced * shorthand.

TABLE 48

SPEED REQUIREMENTS FOR CREDIT IN ADVANCED SHORTHAND

School Speed Required School Speed Required

Ajo 80 Marana 80

Bisbee 100 Mesa 100

Douglas 80 Miami 80

Flagstaff 80 Nogales 110

Glendale 90 Phoenix 100

Globe 80 Ray 80

Holbrook 90 St. David 80

Jerome 80 Tucson 80

Kingman 80 Winslow 100

Average Speed 87.22
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Transcription Rate Required - Only eight schools state that

a definite transcription rate is required. This rate ranges

from twenty to forty words per minute. It is more important

to have a definite transcription rate in this subject than

it is in elementary shorthand. When a student finishes two

years of study in shorthand it is presumed that he is ready

and capable of holding a position as a stenographer. If

he is capable of holding a position he must be able to

transcribe from notes at a rather high rate of speed. In

my own teaching it has always been insisted that a trans-

cription speed of at least thirty -five words per minute be

obtained. This rate is not unreasonable owing to the fact

that all of these students should have had both beginning

and advanced typewriting.

TABLE 49

TRANSCRIPTION RATE REQUIRED IN ADVANCED SHORTHAND

School Rate Required School Rate Required

Bisbee 40 Jerome 25

Douglas 20 Miami 30

Glendale 40 Phoenix 35

Holbrook 35 St. David 40

Average Rate 33.1
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Speeds Actually Obtained In Advanced Shorthand - The

average speed actually obtained in advanced shorthand does

not differ greatly from the minimum requirements to obtain

credit, the average speed obtained being ninety and that

required being eighty -seven and two tenths. Without

explanation this does not seem logical as it would seem

that only a few would be down near this minimum, while the

majority of the class would be much higher. In the dicta-

tion of shorthand the teacher cannot dictate at a só eed

that will show the true ability of the better writers in

the class. To do so means that the poorer writers' will

receive very little if any benefit from the dictation. The

dictation must be kept down to a speed that can be obtained

by the majority. For this reason it would be difficult to

determine the highest speed at which each member of the

class is able to take dictation. To do so would mean-that

individual tests would have to be given to students on each

level of training.

TABLE 50

SPEED ACTUALLY OBTAINED IN ADVANCED SHORTHAND CLASSES

School. Speed Obtained School Speed Obtained

Ajo - 80 Mesa 110
Bisbee 120 Miami 100
Douglas 90 Nogales 100
Flagstaff 80 Peoria 95
Glendale 90 Phoenix 100
Globe 90 Ray 90
Holbrook 95 St. David 60
Jerome . 80 Tucson 90

Kingman 80 Winslow 100.

Average Speed 90
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Supplementary Texts Used in Advanced Shorthand - In the

teaching of advanced shorthand there seems to be a large

number of supplementary texts that are in use. Among

these texts there is one that is used by all schools,

"The Gregg Speed Studies."

The Gregg Studies is a book, the first part

of which is keyed to the Gregg Manual. Here there are

reading and writing exercises which cover every important
rule in the fundamentals of the system. The last half of

the book is divided into sections, each section of which
deals with some particular type of business. By having a

book so arranged it is possible for the student to get some

practice in the different types of materials and get familiar

with some of the words and phrases that are peculiar to the

different types of business.

Of a large number of other supplementary texts,
there is not one that can be said to be prominent. Each

teacher seems to use what fits her own fancy or takes care

of her own particular problem.

Number of Semesters the Sub'ect is Taught - Two schools in

Arizona teach advanced shorthand for only one semester.

These schools are Nogales and Flagstaff. All other schools

teach this subject for two semesters. In the Flagstaff high
school a speed of eighty words per minute is actually obtained
at the end of one semester while at Nogales a speed of one -
hundred words per minute is obtained. From the report of
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only two schools it cannot be determined whether or not two

semesters of advanced shorthand is justified. The Flagstaff

high school obtains an average speed of fourteen and five

tenths less than the average of all the schools. Using

this as a critierion of judgement it may be said that the

additional semester of work is justified. In the Nogales

high school an average speed of five and five tenths words

per minute greater than the average speed of all schools

is obtained. Using this school as a basis of comparison

it may be said that some of the other schools would do well

to offer only one semester of training in this subject.

Summary! of Wining and Advanced Shorthand - The summary

table of beginning and advanced shorthand shows the com-

bined enrollment of these two subjects. Only by showing

this combined enrollment is it possible to show the trend

in enrollment in shorthand.

According to table 51 there are a total of

1193 students enrolled in shorthand. This is 8.44 per cent

of the total high school enrollment. According to statistics

from the Bureau of Education, (see table 23) shorthand

enrolled 8.69 per cent of the total enrollment in 1928.

This means that there has been a decrease of .26 per cent

in the per cent of enrollment. This decrease is so very

slight that it may be considered negligible. If all the

small schools were included in this survey, this slight

decrease would probably be changed to a slight increase,

as a larger per cent of the smaller schools than of the
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larger schools take this subject.

Table 51 shows that there are only 152 boys or

12.82 per cent of the total enrollment that are studying

shorthand. The per cent of boys in the two classes of

shorthand are: beginning shorthand 14.31; advanced

shorthand 7.22. This shows that boys are not following

this subject to any great extent.
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Table 51

SUMMARY OF ENROLLMENT IN BEGINNING AND ADVANCED SHORTHAND

Beginning Shorthand Adv. Shorthand Per cent of
School Boys Girls Boys Girls Total Total Enrollment

Ajo 5 10 5 20 11.1
Bisbee 4 63 2 17 86 15.
Buckeye 4 9 13 '-'7:2

Chandler 1 7 8 '.'6;1

Clarkdale 20 6 26 11.8
Douglas 2 26 8 36 7.2
Duncan 1 13 14 13.3
Flagstaff 2 13 8 23 11.9
Florence 2 12 14 11.1
Ft. Thomas 5 5 10.8
Glendale 2 15 17 5.
Globe 5 20 11 36 12.
Hayden 6 6 4.8
Holbrook 8 4 . 12 8.
Jerome 1 15 9 25

. 14.3
Kingman 2 17 1 5 25 14.3
Marana 1 1 2 4 10.
Mesa 3 20 10 33 5.
Miami 1 24 13 38 12.5
Morenci 7 12 19 12.7
Nogales 12 30 4 14 60 20.
Parker 2 9 11 -34.4
Peoria 4 14 18 '.'67.4

Phoenix 31 143 6 66 246 .55
Prescott 7 43 3 15 68 11.3
Ray 3 12 7 22 23.9
Scottsdale 8 8 6.9
Snowflake. 9 17 26 13.
St. David 1 5 2 5 13 23.6
Superior 8 7 15 10.7
Tempe 12 12 5.5
Tucson 18 108 1 31 158 13.5
Willcox 13 13 12.
Williams 1 9 10 6.7
Winslow 1 11 8 20 4.4
Yuma 1 26 6 33 6.

Total 133 197 19 244 1193

Per cent of total high school enrollment studying shorthand 8.44

Total number of boys studying shorthand 152

Total number of girls studying shorthand 1041



122

Status of Elementary Bookkeeping - Bookkeeping is the

third most popular commercial course offered in high school,

i. e., it has the third highest enrollment with a total of

6.98 per cent of the high school students of the state en-

rolled. Bookkeeping is recommended by many administrators

as an elective for all high school students, regardless of

the curriculum in which they are enrolled. This is done

because the subject is not purely vocational, but gives

students an insight into the activities of a business con-

cern. In this course the student learns how the various

activities occur, the recording of transactions, the handl-

ing of budgets and how business instruments are used. In

a community that is not typically industrial it is very

desirable that this type of knowledge be taught to all

students.

Table 52 shows the per cent of the various high

schools that are enrolled in bookkeeping. Here again we

find that a larger per cent of the smaller schools are

enrolled in bookkeeping than of the larger schools. In

this case it is probably more justified than in either

typewriting or shorthand. In the larger towns and cities

the students will have more business contacts. They-have

a greater chance to work for business concerns and be

around business houses thereby learning from contact and

experience. In the smaller communities there are not these

opportunities for learning through experience.
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There are thirty -four schools teaching book-

keeping with a total of 328 boys and 502 girls registered
in this subject. Although it was expected that there would

be as many boys as girls registered for this work, the per
cent does not go any higher than in typing, i. e., 39.51
per cent boys and 60.49 per cent girls.

Table 52

ENROLLMENT IN ELEMENTARY BOOKKEEPING IN ARIZONA SCHOOLS

School Boys Girls
Per cent in

Total Total Enrollment

Ajo 4 12 16 8.9

Bisbee 11 44 55 9.6

Buckeye 3 6 9 5

Chandler 6 4 10 7.7

Clarkdale 12 15 27 12.3

Douglas 14 14 28 5.6
Duncan 3 6 9 7.5

Flagstaff 12 12 5.7

Florence 2 5 7 5.8

Ft. Thomas 5 6 11 23.9

Glendale 4 7 11 3.1

Globe 2 6 8 1.1

Holbrook 6 7 13 8.7

Jerome 7 16 23 13.1

Kingman 11 3 14 8

Mesa 12 8 20 3.1



School Boys

Miami 7

Morenci 8

Nogales 22

Parker 2

Pearce 3

Peoria 8

Phoenix 54

Prescott 9

Ray 11

Scottsdale 3

St. David

Superior 5

Tempe 2

Tucson 66

Willcox 3

Williams 4

Winslow 3

Yuma 16

124

Table 52 (cont'd )

Girls Total

OW

Per cent in
Total Enrollment

13 20 6.7

4 12 8

23 45 15

1 3 9.3

5 8 16

9 17 6

99 153 3.4

9 18 3

19 30 32.5

7 10 9.1

6 6 10.9

1 6 4.3

9 11 5

Total 328

Per cent of total that are boys, 39.51

Per cent of total that are girls, 60.49

Per cent of total high school enrollment, 5.88

60 126 10.8

8 11 10.2

5 9 6

9 12 2.7

44 60 10.9

502 830
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Year in Which Elementary Bookkeeping is Taught - There is

no uniformity in the year of high school in which book-

keeping is taught. The one noticeable thing is that it

is avoided in the first year. Practically all schools

permit it to be taken in the third or fourth years with

fifteen schools permitting it in the second year.

It is my opinion that this subject should be

taught in the second year an under no conditions later

than the third year. The reason for this decision is that

elementary bookkeeping is a subject that can be success-

fully taught at this time. It should not come in the first

year as business arithmetic should come at this time and

be required as a prerequisite to this course. To teach

it in the third and fourth year of high school will crowd

the students course at this time. These years should be

devoted to the more difficult of the commercial courses

such as advanced shorthand, economics, law, salesmanship,

etc. If these more difficult subjects are offered in the

first years of high school they will be of very little

value to the student.
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Table 53

YEARS IN WHICH ELEMENTARY BOOKKEEPING IS TAUGHT

School

Ajo

Bisbee

Buckeye

Chandler

Douglas

Duncan

Flagstaff

Florence

Ft. Thomas

Glendale

Globe

Holbrook

Kingman

Mesa

Years Taught School Years Taught

3 -4 Miami 2 -3 -4

2 -3 -4 Morenci 2 -3 -4

4 Nogales 1

3 -4 Parker 3 -4

3 Peoria 3 -4

3 -4 Prescott 2 -3

3 Ray 1 -2

2 -3 -4 Scottsdale 2 -3

2 -3 -4 Superior 3 -4

3 -4 Tempe 2 -3 -4

3 -4 Tucson 2 -3 -4

2 -3 -4 Winslow 2 -3 -4

2-3-4 Yuma 3

2 -3
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Textbooks Used - The textbooks used in the teaching of

bookkeeping are rather well standardized, there being only

four different texts used in this state. Thirty schools

reported on the textbook used. Twenty -six of these

schools or 87.7 per cent use the "20th Century" text which

is published by the South- ;estern Publishing Company.

Two.schools use the Elwell & Toner text,. one the McKinsey

and one the Klein text. The reasons for the large number

of schools selecting the 20th Century text is not stated,

therefore my own reasons for the superiority of this text

will be given.

1. This text uses a combination of the journal and the

äccount form of approach. This method of approach

is easy for .a high school student to understand. The

rules and equations are in small units. making them

easier to teach.

2. The text is divided into logical teaching; units. The

different phases of work follow each other as they are

used making it unnecessary for the teacher to skip

all over the book to cover the material that is

necessary.

3. There are a large number of short problems. These

problems cover each chapter. The teacher may give

as much practice material as she lies on any phase

of the material as there are many more problems than

can be used.
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4. The sets accompaning this text are not too long-and

difficult.

5. There is plenty-of supplementary material other than

the sets that may be used for instruction.

6. There are a series of scientifically constructed tests

which are keyed to this book.

Requirements - In the teaching of bookkeeping these are no

definite requirements that can be determined as there are in

shorthand and typing. In this subject the measure of accomp-

lishment which we have is in the volume of work produced and

objective testing from standardized tests which are published

by the various companies. This statement does not infer that

there is not a definite volume of work to be done in typing

and shorthand, but that the work in these subjects is second

to the final marks which are determined by a positive objec-

tive test.

Usually the amount of work required in high school

bookkeeping is measured by the number of sets or problems

completed. If all schools used the same text or system

these requirements could be determined in an absolute manner.

Owing to the fact that a large majority of Arizona

schools use the 20th Century text this system will be used

for discussion purposes. Accompaning the 20th Century text

are four sets. Two of these sets are purely hypothetical

using only instructions from the book to determine trans-

actions. The other two sets are of the budget type with

various business papers and forms furnished to be used as
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required. According to the course of study as determined

by the publishers of this text, any school that requires

as much as two periods or eighty minutes per day in the

study of bookkeeping should be able'to finish all four

sets at the end of one year. If a less amount of time is

given to bookkeeping a proportionate amount of material

should be covered.

Some schools use the plan of omitting set number

three which is purely a textbook problem. This method is

certainly not to be condemed and is much better than having

to omit part of the fourth set. If set three is worked

out with the entire class working together and the teacher

helping on it, the aims of the set will be realized with

only a minimum loss :of time.

Number of Periods Required to Teach Beginning Bookkeeping -

At the present time there are sixteen schools in Arizona

that require two periods per day for the study of bookkeep-

ing. This is fifty -seven per cent of the total number

that teach this subject. According to the course of study

published by the South- Western Publishing Company all of

these schools should complete four sets in one year. In

this study it was found that only nine of these schools

do require the four sets while four require three sets and

two require only two sets. Two schools do not state the

number required.

On the other hand there are three schools using

the single period plan that completes the four sets while

ten schools using the single period plan complete three

sets. No schools other than the two mentioned above re-
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quire as small a number as two sets.

With the exception of the two schools that

require only two sets it may be said that the double period

in bookkeeping is justified.

Testing in Bookkeeping - There are two common types of

tests used in bookkeeping, the objective and the problem.

Both are satisfactory and both should be used for any

final examination. The standard objective tests as

published by the South -Western Publishing Company are

unusually good. They are constructed in a scientific

manner and the results which should be expected are deter-

mined by giving the tests to thousands of students. Owing

to the fact that practically all the schools in Arizona

use the 20th Century textbook these tests are available

without cost to these schools. There are tests published

by other companies, but they have not been in use long

enough to have any definite scale of measurement.

Problem tests will have to be constructed by the

teacher. They should cover the application of subject

matter which has been taught and emphasized.

In Arizona all schools except Ajo and Superior

report that they do use objective texts in the teaching

of bookkeeping.

Equipement - To teach bookkeeping with a minimum loss of

time in mathematical procedure it is necessary to have

machines to do the detailed work of the problems. Although
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the use of the machines is not a necessity it should be the

function of the course to teach the proper use of one or

more of these machines. If their use is not taught the

student will go into a business to take a position and

will not be prepared for this position as he should be.

Of course it is impossible to teach the use of

all the various types of machines that the student may be

called on to use, but it is the theory of many that if the

use of one or two of these machines is properly taught that

it will not take him so long to learn to operate the other

types.

In Arizona there are twenty -three of the report-

ing schools that have some type of machine for use in the

bookkeeping course. A few of these schools have several

machines, but the majority have only one. In these twenty -

three schools there are a total of 47 machines, twenty -

seven of these being adding machines of some type. There

are only five bookkeeping machines in use, all of these

being in the larger schools where advanced bookkeeping is

taught.
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Table 54

MACHINES USED IN THE BOOKKEEPING DEPARTMENT OR ARIZONA SCHOOLS

Adding Caluculators Bookkeeping
School Machines Monroe Dalton Burrough Machines Comptometer

Bisbee

Buckeye

Douglas

Glendale

Globe

Holbrook

Jerome

Kingman

Mesa

Miami

Morenci

Nogales

Parker

Phoenix

Peoria

Prescott

Ray

Scottsdale

Superior

Tucson

Willcox

Williams

Winslow

Totals

i

i 2

1 1

i

2

1 1

1

1

1

1

1

2 1

1

5 1 :1 2

i

2

1

1

1

3 1 1 1 1

2

1

1

27 5 3 4 5. 3
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Status of Advanced Bookkeeping - There are only eleven .schools

in Arizona that are offering a course in advanced bookkeeping.

In the majority of these schools the classes are very small.

5.88 per cent of the total school enrollment is enrolled in

elementary bookkeeping while only 1.1 per cent are enrolled

in advancéd .bookkeeping. This difference in the enrollment

of the two subjects show the number that are actually attempting

to specialize in bookkeeping.

Although it was thought that this subject would be

found in only the larger schools, this was not the case as four

of these are schools that should be classified as small schools.

Table 55

PER CENT OF TH7. TOTAL ENRDT.T ZENT THAT IS ENROLLED IN ADVANCED
BOOKKEEPING

School Boys Girls Total
Per Cent of
Total Enrollment

Bisbee 2 6 8 1.4
Douglas 3 5 8 1.6
Globe 1 1 2 .003
Kingman 3 2 ,5 2.9
Mesa 5 1 6 .1
Phoenix 22 40 62 1.4
Prescott 2 2 .003
Ray 5 8 13 14.1
Scottsdale 3 10 13 11.1
St. David 2 2 3.6
Tucson 22 11 33 2.8

Total 68 86 154

Per cent of total that are boys, 44.16
Per cent of total that are girls, 55.84
Per cent of total high school enrollment, 1.1
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e. f ar, £ rakirda Advanced Pookkeeping Is_ Offered - In ten of

the reporting schools advanced bookkeeping is offered in

the fourth year while in seven it is offered in the third

year. Only one school permits this subject to be taken

before the third year, that school being Ray High School

which permits this subject to be taken in the second

year. In view of the fact that so many of the schools

offer elementary bookkeeping in the second and third years

this placement of advanced bookkeeping is logical. In

accordance with the recommendation on page 125 this subject

should be taught in the third year so as to logically follow

the elementary course.

Table 56

YEARS IN WHICH ADVANCED BOOKKEEPING IS OFFERED

School Years Offered School Years Offered

Bisbee 3 -4 Kingman 3 -4

Buckeye 3 -4 Mesa 3 -4

Chandler 4 Ray 2 -3

Douglas 4 Tucson 3 -4

Glendale 4 Prescott 3 -4

Globe 4
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Reqúirements for Credit- - Owing to the fact that there

were no standard requirements in the amount of work that

was required in elementary bookkeeping, there cannot be

any definite requirements in advanced bookkeeping. All

of these schools start the advanced course at the point

that the elementary course ended as they all use the same

system for both courses. If only three sets of the 20th

Century system were covered in the elementary bookkeeping,

this would mean that sets four and five would be completed

in the advanced course. If the first four sets has been

completed set five would be completed the first semester

of the second year. For the second semester's work one of

the special sets should be used. Some of the more common

of these special sets are: bank accounting, cost account-

ing, the lumber set and the garage set. In determining

which of these to use the type of industries in the

community should be given consideration, using the one

that will be of the most benefit and interest to the

greatest number of students.

Periods Required - There are three schools that teach

advanced bookkeeping that require only one period per day.

The remainder require two periods. These schools are:

Douglas, Tucson, and St. David.-
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Summary of Beginning and Advanced Bookkeeping - The com-

bined enrollment of beginning and advanced bookkeeping is

shown in table 57 . This table shows that there are a

total of 984 students enrolled in this subject. This is

6.98 per cent of the total school enrollment. According

to table 5P there were 6.5 per cent of the students

enrolled in this subject in 1928. This means there has

been an increase of .48 per cent in this subject. Table

23, shows that in the United States in 1928 that 10.67

per cent of the students were enrolled in this subject.

Arizona is approximately four per cent lower than this

average. This shows that the schools of this state are

placing less emphasis on bookkeeping and more emphasis

on typewriting. (see page 99.)

Of the .total number enrolled, 396 or 40.24

per cent are boys. In beginning bookkeeping 39.51 per

cent are boys while in advanced bookkeeping 44.17 per

cent are boys. In this subject a larger per cent of the

boys are continuing while in typewriting and shorthand a

larger per cent of the girls are continuing.
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Table 57

SUMMARY OF ENROLLMENT IN BEGINNING AND ADVANCED BOOKKEEPING

School
Beg. Bkp.

Boys Girls
Adv. Bkp.

Boys Girls
Per cent of

Total Total Enrollment

Ajo 4 12 16 2.
Bisbee 11 44 2 6 63 11
Buckeye 3 6 9 5
Chandler 6 4 10 7.7
Clarkdale 12 15 27 12.3
Douglas 14 14 3 5 36 -7.2
Duncan 3 6 9 7.5
Flagstaff 12 12 5.7
Florence 2 5 7 5.8
Ft. Thomas 5 6 11 23.9
Glendale 4 7 11 3.1
Globe 2 6 1 1 10 1.4
Holbrook 6 7 13 8.7
Jerome 7 16 23 13.1
Kingman 11 3 3 2 19 16.7
Mesa 12 8 5 1 26 3.9
Miami 7 13 20 6.7
Morenci 8 4 12 8
Nogales 22 23 45 15.

Parker 2 1 3 . 9.3
Pearce 3 5 8 16
Peoria 8 9 17 10.9
Phoenix 54 99 22 40 215 4.8
Prescott 9 9 2 20 3.3.
Ray 11 19 5 8 43 46.7.
Scottsdale 3 7 3 10 . 23 20.9
St. David 6 2 8 14.6
Superior 5 1 6 10.9
Tempe 2 9 11 4.3
Tucson 66 60 22 11 159 13.6
Willcox 3 8 11 5
Williams 4 5 9 6
Winslow 3 9 12 10.2
Yuma 16 44 60 2.7

Total 328 502 68 86 984

Total number of boys, 396
Total number of girls, 588
Per cent of total that are boys, 40.24
Per cent of total that are girls, 59.76
Total number enrolled, 984
Per cent of total high school enrollment, 6.98
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Status of Business Arithmetic - The subject of business

arithmetic is taught for the purpose of giving a general

training in the fundamental mathematical processes that are

needed by all people in the handling of ordinary business

transactions. Though this course is usually taught as a

prerequisite to other courses in business, it need not be

classified as such except for bookkeeping..

Owing to the fact that this course is not a

specialized course and does not offer a training in any

specific line of work, it is often not considered of very

great importance as the fundamentals of arithmetic should

have been learned in the elementary school. For this

reason many school administrators do not deem it worthy of

a place in the curriculum or place it in the curriculum

only after all the technical subjects have been first

placed. This condition is found to be true in the Arizona

schools, there being only sixteen schools teaching this

subject. The majority of these schools are the larger

schools, although there are some small schools teaching

the subject.

Of the schools teaching this subject there is

2.37 per cent of the total enrollment of fie schools enrolled

in it. One noticeable difference between this and other

subjects is thy: per cent of the total enrollment that are

boys, that being 51.2 per cent.
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Table 58

PER CENT OR THE HIGH SCHOOL ENROLLMENT THAT IS ENROLLED
IN BUSINESS ARITHMETIC

School

Bisbee

Buckeye

Douglas

Flagstaff

Florence

Glendale

Globe

Kingman

Mesa

Nogales

Phoenix

.Ray

St. David

Boys Girls Total
Per cent of
Total Enrollment

41 20 61 10.7

7 1 8 4.4

12 12 24 4.8

13 9 22 10.5

10 5 15 12.5

18 21 39 11.1

6 18 24 3.4

3 11 14 8

18 9 27 4.1

15 19 34 11.3

Mathematics Department

8 , 7 15 16.3

6 16 22 40

Tucson Junior High School

Willcox 2 4 6 5.6

Winslow 12 11 23 5.2

Total 171 163 334

Total number of boys,171

Total number of girls163

Per cent of total that are boys, 51.2

Per cent of total that are girls, 48.8

Per cent of total school enrollment, 2.37
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Year in Which Business Arithmetic is Offered - There is

no definite tendency as to what year this subject should

be taught, although it occurs in the first and second

years more frequently than do the other subjects. Accord-

ing to the recommendations on page 125 pertaining to book-

keeping it is my opinion that this subject should be taught

in the first year. If it is taught at this time it makes

a logical prerequisite to the s tudy of bookkeeping and at

the same time gives a general type of training to those

students that drop out of school at the end of the first

or second year. Another reason why it should be taught

in the first year is that it is one of the easier subjects

for the students to learn, therefore should come at this

time leaving room in the later years for the more difficult

commercial subjects.

Table 59

YEARS IN WHICH BUSINESS ARI TH ETI C IS OFFERED

School Year Offered School Year Offered

Bisbee 2 -3 -4 Globe 2

Buckeye All Kingman 2

Douglas 1 Mesa 2 -3

Flagstaff 2 Nogales 1

Florence 3 -4 Parker 3 -4

Glendale All St. David 1

Yuma All
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Textbooks in Use - Of the sixteen schools teaching business

arithmetic, there are seven different textbooks in use.

There is only one book that is used in enough schools to

receive mention. This is the text by Curry & Rupert,

published by the South -Western Publishing Company. This

text is used in five schools.

There is no great difference in the content of

any of these texts, the chief difference being in the make-

up or order of presentation of materials. Some of them

give a larger number of practice problems than do others.

In some of the older textbooks the practice

problems are not of a practical nature, or are not practi-

cal for a particular type of community.. In the choosing of

a commercial arithmetic text, one should be chosen that

has practice problems that will cover various types of

business.

Table 60

BUSINESS ARITHMETIC TEXTBOOKS USED BY ARIZONA HIGH SCHOOLS

Author Publishing Co. Number Using

Curry & Rupert South -Western Pub. Co. 5
Miner , Elwell & Touton Ginn & Co. 3
Finney & Brown Holt & Co. 1
Cowan & Locker Ginn & Co. i
Schaaf Heath & Co. 1
Barker Allyn & Bacon i
Sutten & Lense Norwood Press 1
Joseph Smith South-Western Pub. Co. . 1
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Number of Semesters Taught - There is considerable var-

iation in the amount of credit given in this course or

the length of time for which it is taught. Six schools

consider this subject of great enough importance to

offer one full unit of credit while eight schools offer

only one -half unit. The majority of the textbooks are

written to cover one year of work, although some of them

are printed and bound so that the first semester of work

may b e had as a separate book.

The first part of the majority of the texts are

given over to practice on general mathematical principles

and to speed in calculations. If a school is using one

of these one semester books, there will be very little

study of pure business mathematics; but only speed drills

and a review of simple arithmetic. To use a one year

book in the subject when it is taught for only one sem-

ester means that the teacher will have to be careful in

her selection of materials.

It seems that if this subject is properly taught

that there should be plenty of worthwhile material for

one year of study. If there is not, the course should be

rebuilt and made into a practical mathematics course

which will be more complete.

Status of Commercial Geography - The practical value of

commercial geography has been questioned by ïiany commer-

cial teachers and educators. It is claimed that this

subject does not make any direct contribution to the
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commercial curriculum. Under the present type of commer-

cial curriculum this claim is well founded as this subject

is more closely related to the field of economics thaid to

the vocational subjects.

Owing to the fact that this subject is of less

importance than many other oommerci al subjects, it is not

taught in many schools of the state. Of the schools that

do teach this subject the enrollment is not high, there

being only 1.46 per cent of the total enrollment of high

school students that are enrolled in this subject.

Table 61

COMMERCIAL GEOGRAPHY ENROLLMENT IN THE HIGH SCHOOLS OF
ARIZONA

Per Cent of
School Boys Girls Total Total Enrollment

Bisbee 15 4 19 3.3

Flagstaff 14 19 33 15.7

Florence 13 7 20 16.6

Kingman 13 4 17 9.7

Phoenix 57 41 98 2.2

Prescott 11 8 19 3.1

Total 123 83 206

Per cent of total that are boys, 59.7
Per cent of total that are girls, 40.3_
Per cent of total high school enrollment, 1.46



144

Credit Given - Commercial geography is ordinarily considered

only a one semester course. To give additional credit means

that the student is filling his course with non -technical

material and at the same time not getting the fundamentals

of business.

In the Bisbee and Tombstone high schools this

subject is offered for two semesters. It is highly ques-

tionable whether or not this can be justified in these

schools.

Years in Which Commercial Geography is Taught - Geography

is not considered a very difficult course for the majority

of the students. If this is true it should be placed in

the first or second year of the high school. Apparently

this is the case in Arizona as all the schools that teach

this subject offer it in the first and second years.

Table 62

YEARS IN HIGH SCHOOL IN WHICH COMMERCIAL GEOGRAPHY IS
TAUGHT

School Years Offered School Years Offered

Bisbee 2 -3 -4 Florence All

Douglas 2 -3 -4 Mesa 1 -2

Flagstaff 1 Prescott 2

Kingman 1 -2
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Status of Business Law - Business law is a subject that

is sometimes required or recommended to all students in

a school. The purpose of this recommendation is not as

an exploratory course in law as is sometimes suggested,

but to give all students an insight into some of the

more common errors that occur in business. By knowing

these common points of business law he is the better able

to avoid making errors in business that will lead him into

court.

This course serves the same purpose to all

students that bookkeeping does to many students, i. e.,

it gives practical knowledge and at the same time is an

excellent background to additional study in the business

field.

In Arizona there are thirteen of the reporting

schools that are teaching law. There is no definite trend

as to whether these schools are large or small. The one

noticeable fact is that the schools that are teaching this

subject are the schools that show a superior commercial

department in other parts of the survey. this is only an

assumption as there is no definite way of determining the

superiority except by subjective opinions.
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Table 63

ENROLLMENT IN BUSINESS LAW CLhSSES IN ARIZONA SCHOOLS

School Boys Girls
Per cent of

Total Total Enrollment

Bisbee 5 5 10 1.7

Buckeye 10 9 19 10.5

Flagstaff 2 13 15 7.1

Florence 7 3 10 8.3

Glendale 9 8 17 4.9

Kingman 8 2 10 5.7

Mesa 23 7 30 4.6

Nogales 7 8 15 5

Phoenix 35 32 67 1.5

Prescott 11 11 1.8

St. David 1 5 6 10.9

Tucson 24 6 30 2.5

Winslow 1 4 5 1.1

Total 143 102 245

Total number enrolled, 245

Per cent of total school enrollment, 1.74

Number of boys enrolled, 143

Per cent of total that are boys, 58.37

Number of girls enrolled, 102

Per cent of total that are girls, 41.63
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Credit Offered - In all of these schools this subject is

offered for only one semester. There is sufficient mat-

erial for a much longer study of this subject, but it is

questionable whether or not it is worthwhile to the average

high school student to give any more than one -half unit.

It will probably be better to give one half unit in some

other course than one unit in business law.

Years in Which Business Law is Offered - Business law is

usually considered as a quite difficult subject for high

school students. This is because it is technical and

detailed. For this reason it is usually recommended in

the third or fourth year. This is the case in Arizona as

all schools but one offer it only in the third and fourth

years. Globe teaches this subject in the second year.

It is very questionable whether the aims of the course

will be realized when taught at this time.

Textbooks Used in Business Law - There is only one text-

book that is used by enough schools to be worthy of con-

sideration. This is the text by Peters & Pomeroy,

published by the South- Western Publishing Company.

This book is written in a clear concise type of

English that is easily understood by the average high

school student. Unlike any other high school law text

it is free of technical law terms. Apparently it was

written for the express purpose of giving a background

of business knowledge to all students and not simply as

an explanatory course for a few students.
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The content of this text is chiefly from cases in every-

day life and from business transactions of small concerns.

It does not go over the student's head by dealing with

points of law that occur in only the multi -million dollar

concern.

Table 64

BUSINESS LAW TEXTBOOKS USED BY ARIZONA HIGH SCHOOLS

Author Publishing Company Number Using

Peters and Pomeroy South- Western Pub. Co. 11

Gano Ginn & Co. 2

Bays American Book Co. 1

ñuffcut Ginn & Co. 1
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Status of Junior Business Training - Junior business

training is a comparatively new commercial subject.

This subject was constructed as an exploratory course

and was intended for use in the junior high school. Of

the schools reporting in this survey there are only eight

that teach this subject. There are probably more schools

teaching it, but where the junior high school is separate

from the senior high school this subject would not be

listed.

There are a total of 210 students taking this

subject. This is 1.48 per cent of the total school enroll-

ment. Of this number, 108 or 51.4 per cent are boys while

102 are girls.

Table 66

ENROLLMENT OF JUNIOR BUSINESS TRAINING IN ARIZONA SCHOOLS

Per cent of
School Boys Girls Total Total Enr011ment

Bisbee 33 19 52 9.1

Buckeye 16 3 19 10.6

Globe 18 12 30 4.3

Phoenix 19 17 36 .8

Prescott 11 22 33 5.5

St. David 5 15 20 36.3

Williams 3 11 14 9.3

Florence 3 3 6 5.

Total 108 102 210

Per cent of total school enrollment, 1.48
Per cent of total that are boys, 51.4
Per cent of total that are girls, 48.6
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Status of Economics - Economics is a subject that should

not necessarily be taught to all students of business just

because they are business students. Why the stenographer

or the ordinary bookkeeper should know any more than any-

one else about this subject is not easily understood. Of

course the theory that everyone should know some of the

principles of economics is not disputed. It is my belief

that everyone should, but the requiring of the subject

for commercial students only is not justified.

There are eleven of the reporting schools that

are teaching this subject. These schools are both large

and small. One very noticeable thing is that of the

schools offering this subject, a high per cent of the

total school enrollment are taking the course. If this

is indicative of student demand it would probably be

justifiable for all schools to teach the subject. If the

course is required in some of these schools it does not

mean anything.
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Table 65

NUMBER OF STUDENTS ENROLLED FOR ECONOMICS IN ARIZONA
SCHOOLS

Per cent of
School Boys Girls Total Total Enrollment

Bisbee 23 45 68 11.8

Buckeye 19 17 36 20.

Douglas 14 15 29 5.8

Ft. Thomas 12 12 24 52.5

Globe 27 36 63 9.

Hayden 10 3 13 10.5

Kingman 11 6 17 9.7

Morenci 17 19 36 24.

Nogales 17 7 24 8.

Prescott 14 8 22 3.7

Tucson 78 38 116 9.9

Total 242 206 448

Per cent of total enrollment, 3.18

Per cent of total enrollment that are boys, 54.02

Per cent of total enrollment that are girls, 45.98



152

Credit Offered - All the reporting schools offer only one -

half unit of credit in economics. This is probably all

that should be offered as this is only a fundamental or

exploratory course. There is very little practical know -

ledge that will come from a course of this length, but it

does give an insight into the field so that the student

will know whether or not he wishes to continue his study

in the field.

Year Taught - At one time economics was coupled with

sociology by many schools to make one unit of credit. This

unit was practically always offered in the third or fourth

year. At the present time it somewhat common for the

subject to be coupled with business law, constitution,

salesmanship, or business English. This makes a much more

logical arrangement of the subjects. These subjects are

nearly always offered in the third or fourth year of high

school.

Other Commercial Subjects - There are eleven of the re-

porting schools that are teaching eight commercial sub-

jects other than those which have been discussed in this

survey. Of these eight other subjects there is only one that

is taught in enough schools to be worthy of note. This is

business English which is taught in four schools. The

total enrollment of this subject was not available as the

Phoenix and Kingman high schools teach this subject in the

English department.
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This situation was not discovered in time to obtain the

information from the English departments.

There are a total of 546 students enrolled in

these other subjects. This is 3.8 per cent of the total

high school enrollment. In 1928. (see table 23) 4.4

per cent of the students of Arizona were enrolled in these

other courses. If the business English enrollment of the

Phoenix and Kingman high schools were included the present

per cent would probably be about the same as in 1928. For

the United States at large there was only 2.06 per cent of

the students that were enrolled in these other courses.

Table 67

ENROLLMENT IN OTHER COMMERCIAL SUBJECTS

School Subject Enrollment

1

Bisbee Business English 20
Buckeye Penmanship 34

Spelling 34
Douglas Business English. 30
Flagstaff Penmanship & Spelling 33
Glendale Penmanship & Spelling 56
Kingman Business English English Department
Phoenix Business English English Department

Introduction to Business 20
Business Practice 158
Business Organization 34
Secretarial Training 24

Prescott Business Administration 13
St. David Secretarial Training 4
Tucson Salesmanship 45
Yuma Penmanship 31

Total 536
Per cent of total school enrollment, 3.8
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Conclusions on the Status of Commercial Subjects

From a study of the statistics on the various commercial

subjects there are several conclusions that can be drawn.

Several of these conclusions coincide with sound educa-

tional principles while several are critical. From the

critical conclusions recommendations will be made. These

recommendations will be based on the most recent scientific

principles and procedure.

1. That there is no uniformity in the objective

requirements of any of the subjects.

2. That there is no uniformity as to the year in high

school in which the various subjects are offered.

3. That there is considerable difference in the type

of the subject matter that is offered in the subjects

by the different schools.

4. That the percent of enrollment of commercial

classes are remaining practically constant.

5. That some commercial subjects are being taught in

communities where they are not justified.

6. That emphasis is being placed on the wrong com-

mercial subjects in high school.

7. That the two period plan in the teaching of

typing and bookkeeping is not justified.

8. That there is no systematic plan of curriculum

construction or systematic plan of constructing

of course within the curriculum.
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Recommendations on the Status of Commercial Subjects -

The recommendations for the various commercial subjects

will be based chiefly on conclusion number eight on page

154. By making a thorough recommendation of this type,

it will automatically take care of recommendations on the

other conclusions.

From this conclusion it is recommended that some

educational agency in Arizona should determine and construct

the commercial curricula for the various sizes and types

of high schools. After . these curricula have been deter-

mined there should be constructed a course of study for

each of the individual subjects within the various curric-

ula.

For the construction of a commercial curriculum

there are two agencies that could make this study and

construct these curricula.

1. The curricula may be constructed by the state

department of education or one of the educational

institutions of the state.

2. The commercial curriculum of each school could

be determined by that school, the state depart-

ment of education making suggestions and giving

information in bulletin form as to the correct

procedure in the scientific construction of a

commercial curriculum.
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The use of the first method will mean that there

will be greater uniformity in the commercial curricula

throughout the state, but it does not allow for particular

industrial situations which may be found in various commun-

ities. To use the second method will mean that the indivi-

dual situations will be taken care of, but that there will

not be any uniformity. It is recommended in this paper

that the latter method be used, but that the schools

should hot construct their commercial curriculum in a

haphazard manner or from precedent, but to construct their

curriculum in a highly scientific manner.

It is recommended that the course of study for

all the various subjects should be constructed by a cen-

tralized agency such as the state department of education

or the University of Arizona. For one of these agencies

to construct the courses of study will mean that there

will be far greater uniformity in the type of subject

matter offered, the requirements for credit and the year

in which each subject is offered. A situation of this

type would be most desirable.

The detailed process of scientific curriculum

construction has been found to be of such length that it

has been considered advisable to include as a separate

chapter. In the next chapter the detailed process of

curriculum construction and course 6f study construction

will be discussed to some length.



Chapter V

THE BUILDING OF A COMMERCIAL CURRICULUM

In the state of Arizona as well ai in all other

states, there are many high schools teaching a complete

commercial curriculum, when in the light of sound curriculum

construction this cannot be justified. By this statement

it is meant that a "complete" curriculum cannot be justified.

However, in all of these schools there can probably be found

reasonable justification for one or two commercial subjects,

the exact subjects to be determined by an extensive survey

of the community. The result of a curriculum of this type

is, that it will either encourage the students to leave the

community and seek larger fields upon graduation from high

school, or there is a tremendous waste of money and effort.

In either case the curriculum is not justifiable in the

light of present day educational procedure.

On the other hand it will probably be found that

in some of the larger city high schools, where a complete

curriculum should be offered, a curriculum no more complete

than that given in some of the smaller schools is being

offered. The result of this is that the students must have

additional training to fit themselves for a place in their

own community, or they must relinguish their place to out-

siders and follow a different (probably lower) type of

vocation.

To eliminate defects in the high school curric-

ulum which have just been discussed, it would be necessary

to revise the complete curriculum, building the new one

upon the scientific principles of curriculum construction.
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To do this there are certain fundamental steps which
1.

should be followed. These steps are:

1. Make a comprehensive community survey.

2. On the basis of this survey select the curricula
which are the most defensible and feasible.

3. For each curriculum outline the component courses.

4. Provide for each course to be constructed to
include the proper content.

5. Make available to students such guidance that
the student will enroll in the most valuable
courses for him.

In the making of the comamndty survey there are certain

factors of which a definite study should be made in

order to determine whether or not the commercial curric-

ulum will be justifiable. Among these are:

1. Number of business houses in the community.

2. Type of business houses.

3. Size of business houses.

4. Number of commercial occupations.

5. Types of commercial occupations.

6. Other activities of the community.

7. Wealth of the community.

8. Relation of this community with outlying
districts and other communities.

After these various factors have been studied,

the survey committee will be in a position to determine

what, if any, commercial subjects will be justified. After

these subjects have been determined the curriculum commit-

tee will be in a position to start the building of the

courses which are more nearly justifiable.

1.
Mimeograph copy used for instruction. Edu. 213 b. U. of A.
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The Building of a Course in a Subject - To build a course in

a particular subject there are four distinct steps which should
1.

be followed. These steps are:

1. List the objectives.

2. Select the content..

3. Outline the methods.

4. Provide for evaluation and revision.

Under each of these major principles there are series of steps

which must be considered. The first step is the classification

of pupil outcomes. These outcomes may be classified under the

following: knowledge, habits, skills, interests, attitudes,

ideals, understanding and appreciation.

In an endeavor to prepare students to realize the

major objective of occupational or economic efficiency, we

should analyze with great care the knowledge and aims that

would indicate the information which a person should have,

the habit aims that would specify the ready -made responses

which a person should exercise, the skills which he should

possess to perform the duties of his occupation more success-

fully, the interest aims that would develop, the driving

motives which a person should possess, the attitudes toward

his work and interests that will make him strive to improve

it, and the appreciation and understanding of various phases

of his field of work and of other fields that may be con-

nected with it. All of these elements enter into the study

of the bookkeeping, stenographic, or any of the various

curriculums.

1. Mimeographed bulletin for class study. Edu. 213b.
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Commercial subjects as well as all other subjects

should contribute to the major objectives of education.

Some subjects lend themselves more readily to contributions

to the major objectives, though all subjects may be made to

contribute.-

To contribute to the objective of health, physical

and health education should be required in the commercial

curriculum. For each subject to contribute directly, subject

matter may be used which is educational from the health point

of view. Instead of typing materials which are only worth-

less stories and entirely meaningless, literature pertaining

to health training may be used. The same is true of dictation

materials in shorthand. Inall classes health may be taught

by insisting upon correct posture, neatness, cleanliness,

and punctual habits.

All commercial subjects make very decided con-

tributions to the command of the fundamental processes.

Arithmetic and bookkeeping are direct contributions to the

process of computations. They also contribute to reading

because of the ability to read and interpret the problem

which is required. Shorthand and typing contribute very much

to reading while shorthand contributes distinctly) to writing.

Commercial education contributes to worthy home

membership through the teaching of thrift, economy and

budgeting. Additional contributions may be made by using

subject matter in practice material which will deal with

home membership.
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Commercial education is vocational. Vocational

education should equip the individual to secure a livlihood

for himself and those dependent on hire.

Instruction in citizenship should develop those

qualities in a person that will make hirn a good citizen, a

good neighbor and give him a basis for the understanding

of civic problems. Commercial education does this from the

economic side. It teaches the student how to plan for civic

improvement, how to economize in civic expenses, how to develop

new possiblities for the community, how to conduct, operate

and maintain his home, keeping it in the best of condition

which will lead to greater civicpride.

Provision 'should be made in the commercial

curriculum for such subjects as art music and drama. Too

frequently the mistake is made of believing that the student

of business does not need to learn or appreciate these subjects.

This is entirely the wrong viewpoint to be taken. It is true

that business is their vocation, but this is used to obtain

a livlihood. They need also to be able to appreciate and

understand some of the more beautiful things in life. The

old adage of, "all work and no play makes Jack a dull boy,"

is very true. Everyone should know how to make worthy use of

leisure time.

Ethical character is one of the most important

things to be developed in a democratic nation where there are

such great opportunities for advancement and social growth.
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Ethical character should be taught at all places in the school,

the classrooms, the corridors, the assembly and the playground.

The business subjects offer unusual possibilities for the

teaching of honesty, integrity, personal responsibility,

initiative and a spirit of service and cooperation. Practically

all of the commercial subjects lend themselves quite readily

to the socialized recitation and group projects. Here is a

wonderful opportunity for the development of ethical character.

The third step under the listing of objectives is

to check the available sources to determine the needs for the

subjects. Some of the sources for determining the objectives

of commercial education are:

1. Needs of business houses in the community.

2. The needs of the pupils.

3. Needs of business in general.

4. Needs of laymen for training in general business

methods.

After these three steps have been checked to see

what the selection of objectives should include, the process

of determining the major objectives of the particular subject

may be started. In small schools it is not always defensiblé

to go to such an elaborate process, therefore some of the major

objectives may be determined by using state and city courses

of studies which are available, making adaptations to fit the

particular community.
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Selection of Content - The function of content in a commercial

curriculum or subject within the curriculum is to enable the

student to attain vocational efficiency in the subject. If

the objective of the student is to be a bookkeeper in a small

business the content should be so arranged that he may reach

this objective in as a short a time as possible. If the ob-

jective is to be a certified public accountant the content of

the bookkeeping or accounting course will have to be consider-

ably different. The same: is true in the field of stenography.

The content must be considerably different for the training of

an ordinary stenographer than it'-is for the training of a

court reporter or private secretary. No matter what the aim

may be the function of the content of that subject must be

such that it will enable the student to reach the desired aim.

There are any number of sources of content for

commercial subjects. Some of the more important of these

are:

1. Needs of the students for their particular business

occupation.

2. Needs of business houses in the community.

3. Needs of business elsewhere.

4. Studies made by business educators and business men.

5. Opinions of business men.

6. Opinions of laymen.

From these various sources the content of the subject may

be selected. However, to make a proper selection of the con-

tent there must be some definite criteria for the judging of it.

Some_ of the criteria for the judging of content of commercial
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subjects are:

1. It must contribute to the major outcomes of commercial

educati on.

2. It must contribute to the major outcomes of

secondary education.

3. It must contribute to the major outcomes of the

subject.

4. It must furnish the fundamental theory of the

subject.

5. It must be practical in business life.

6. It must allow for growth to meet changing business

conditions.

If the content does not meet specifications according to

these criteria it probably should be rejected and new content

selected which will measure -up to these criteria;,

The content should be arranged to meet the varying

levies of accomplishment of the various students. This is

very necessary if the maximum result are to be obtained from

the teaching process. Owing to the fact that in some of the

commercial subjects there are very definite means of measuring

accomplishment, it is the belief of many that credit should

be given according to what is accomplished by the pupil. This

idea is now in use at the University of Chicago and is being

advocated by many leading educators.

All content should be arranged in psychological

teaching units. To have content arranged in this manner the

objectives will probably be reached at the end of each

quarter or semester.
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Methods -- To accomplish the most in any class there should

be very definite teaching methods for the subject. Some

suggested methods are: problems, project, debates, social-

ized recitation and special reports. In the more common of

the commercial subjects the project method is very useful.

To be successful in the teaching of typing and shorthand,

much depends on psychological methods used by the teachér.

These are necessary to take care of the individual differ-

ences in mechanical ability of the different students.

To know whether or not the best methods of

teaching a subject are being used, it is necessary to

have some very definite criteria for the judging of these

methods. The best criteria for judging methods in com-

mercial subjects are:

1. Whether it maintains the interest of the student.

2. Whether they put forth unusual effort on the sub-

ject.

3. Whether they take interest in business methods

outside the school.

4. Whether the department is growing or not.

5. The number of jobs that graduates have been able to

obtain and hold.

In the mechanical subjects of the commercial

field there is more room for individual effort than in most

subjects. The reason for this is that the student can

determine his own progress to a greater degree and he likes

to see himself improve. This is true of the slow as well
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as the better students if they do not feel that the remainder

of the class is improving too rapidly for them. If the

proper methods of instruction are being used it will be

very noticeable by the extra amount of time which students

will spend in practice. If poor methods are being used there

will be a very noticeable effect on the students during

practice periods and there will be very little additional

effort on the part of the student.
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Measurement --- While we may judge methods to a great

extent by the various criteria for judging methods,

the most common and most reliable is by the measuring

of pupil outcomes. Measurement is a simply the testing

to determine if the aims of the subject have been realized

and the objectives have been reached. This measurement

can only be done in the more common subjects of the com-

mercial field by means of objective tests. Subjective

tests do not find a place in this field.

In the using of objective tests there will be a

certain standard in each subject with which the results

should conform. Probably this statement by itself will

not agree with the opinion of many teachers cf education,

in that all grading should be made on the curve of learn-

ing. However, if these standards are made from the

results of testing of large numbers of students the final

outcome should compare very favorably with any learning

curve.

Some of the advantages of objective testing which

apply to other subjects as well as commercial education

are:

1. They eliminate personal opinion.

2. They make possible a more extensixe sampling.

3. They compel the student to be brief and definite.

4. They may be quickly and accurately graded.

5. They permit more time to be given to the scientific
preparation of tests and less to grading.

6, They are more reliable.
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There is one phase of testing in Commercial

education in which there is plenty of room for improvement.

This phase is the testing on the ability to apply know-

ledge and mechanical efficiency to actual business con-

ditions. The testing can be done, but the measuring of

the results present a difficult problem as this reverts

to the matter of teacher opinion.

In the preparation and administration of tests

there are some definite steps which should be followed.
1

These steps are:

1. Itemize all things that the students were
expected to learn.

2. Of the things itemized, check those that are
to be measured.

3. Check with the aims of the course to see if you
are measuring realization of aims.

4. Prepare the key for the test.

5. Prepare the test.

6. Prepare a grading schedule for the test.

7. Prepare directions for administering the test.

8. Give the test.

9. Compile test results.

10. Interpret test results.

ii. Plan remedical instruction on basis of results.

12. Consider improvements of the test.

1Lomax - Commercial Teaching Problems p. 189

Checking the ?roposed Curriculum -- After the course of
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study for any system has teen completed it should be

thoroughly checked before being submitted to the prin-

cipal or curriculum director. This checking process

should be in addition to checking which is being conducted

during the process of construction. Aims, content, methods

and outcomes should be checked to see that they are in

harmony with each other. Organization should be checked.

The entire course of study should be checked to see that

it is directly related to the general aims of education.

It should be checked to see that it benefits the commun-

ity to the greatest possible extent. It should be checked

to see that there is -room for growth.

Only by making this final check will the various

committees be able to determine definitely, the absolute

result of their efforts. This checking process should be

done by a committee which probably should contain a

representative of each of -the original committees. Only

by this method will the course of study remain in a

balanced form and have the final approval of all the

working committees.

Aims and Objectives -- The aims of the commercial

curriculum are many and varied. The reason of this is

because we have many types of commercial education. There

,is a kind of commercial education that c óncerns certain

limited commercial occupations such .es, those of the

stenographer, salesman, bookkeeper. There is a second

kind of commercial education that concerns all occupations,

commercial or otherwise, since there is obviously a business
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side to the work of a doctor, farmer, engineer, preacher,

or any _other vocation. There is a third type of commerc-

ial education which concerns social institutions since

there is clearly a business side to the home, church,

state or school.

"The object of an adequate program of commerc-

ial education must be an economic efficiency, balanced by

a recognition of the broader and more permanent interests

of society."

The teacher and students should have an immediate

aim for each lesson. They should know how this aim is

related to the ultimate or major objective of the course.

There is at present too much "blind teaching" in all

fields. Both students and teachers flounder from day to

day not knowing where they are going or why. The student

follows the dictates of the teacher. The teacher teaches

as she was taught. It is no wonder that outside forces

criticise our schools.

The major objective of commercial education is

vocational efficiency in the field of economic endeavor.

To attain this vocation efficiency it is necessary to

have some general aims of commercial education from which

to work.

Department of Superintendence 6th Yearbook p. 436
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Some of these general aims are:

1. To gain a knowledge of prevailing methods of
business procedure.

2. To acquire an appreciation of the vocational
significance of commercial subjects.

' 3. To obtain knowledge of one's personal abilities
and limitations.

Under these major objectives we have a large number of

aims which arise out of the various subject matter fields.

1. The ability to use knowledge of advertising in a
practical manner.

2. The ability to sell merchandise to the consumer.

3. The ability to sell yourself and services.

4. The ability to buy wisely.

5. The ability to act as invoice clerk, billing
clerk, stock clerk, etc.

6. The ability to take an inventory efficiently.

7. The ability to do work as a bookkeeper.

8. The ability to keep accurate record of one's
personal business.

9 . The ability to audit books of account.

10. The ability to make up a bank deposit and handle
money, checks, drafts and other instruments.

11. The ability to apply knowledge of typing to actual
office work.

12. The ability to apply knowledge of shorthand to
practical office work.

Function of Aims -- The functions of aims of commercial

subjects are:

1. To develop in students the power to solve business
problems.

2. To put together in proper relationship his school
learnings and adapt them to actual business
conditions.
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3. To differentiate and observe a difference
between things caused by economic conditions.

4. The ability to select out of these, habits,
ideals, knowledge, etc., that are revelant to the
solution of the business problem.

These general aims do define the end of action

in that each aim tells both the teacher and student where

he wants to go and what the definite point is which he

wishes to reach. Without this end of action in mind it is

only aimless wandering which may reach what should be the

desired end, but more probably will leave him stranded

at the half-way mark.

Only by having general aims set forth can the

teacher or curriculum coimaittee determine the content which

is necessary to reach the desired end. By keeping these

general aims constantly in front of them they may study

and look for content which will contribute directly to

this end. Many of our textbooks in commercial subjects as

well as in other fields, are filled with material which was

handed down from another era or with material which makes

a good filler at a certain point. This material was not

selected to fulfill any definite aim, either specific or

general. If it does happen to meet the end which is nec-

essary it is usually only in part and was not by the

conscious effort of the writer. It is usually the case,

especially in small high schools, that curriculum content

is determinedby the textbooks used. This means that the

outcome of the course will not be the same as the outcome

which should be accomplished.
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"The general aims of a field should indicate
1

the type of method which should be employed."

The above function of an aim is only partially

true in the teaching of commercial subjects. In the

teaching of the mechanical subjects such as typewriting

and shorthand, it does not seem that the aims suggest

any direct methods of instruction.

Sources of aims -- In any small school it will be impossible

for a curriculum comittee to try to determine from the above

sources what the aims should be. They will be expected to

use the contributions of various writers on the subject

of curriculum construction, and then use the results of

their reasearch. Of course this material should not be

lifted bodily from any one study or book, but should be a

composite of various studies. These results should be

modified and added to, to fit the specific condition.

In the smaller school it will be very desirable to make

a detailed study of the various business houses and the

various commercial occupations of the particular community.

It is true that this is probably fitting the student for

a very narrow field of endeavor when you try to confine

him to his own community, but it is also true that one

of the chief functions of our public schools is to

equip the children of the community for a place in the

community. If the student wants a higher level of

- - - - - - - - - - - - - - - - -
1Hopkins - Curriculum Principles and Practices p. 88- - i - - - - - - - 401. - - - - - - - w - - w1 - - . - - -
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training, he may as well leave the community to get it as he will

probably have to leave the community to obtain employment on the

higher level.- The above suggestion is consistent with the prac-

tices in most of our larger high schools. These larger schools

offer a much higher level of training, but this higher level is

required in order for the pupil to be prepared to take his place

in the life of the city.

Evaluation of Aims - In order to evaluate the aims of any specific

curriculum or subject with the curriculum it is necessary to have

some definite set of standards or principles to use as a guide for

evaluation. Many standards or principles are of such a nature that

they will apply to any field of study, while others are of such a

nature that they will apply only to a specific subject.1

Criteria for judging of commercial aims:

1. Should be an outgrowth of business.

2. Specific enough to give the pupil a direct insight
into his chosen occupation.

3. Specific enough that when reached the pupil will have a
satisfactory working knowledge of commercial occupations.

The aims of the curriculum or subject should be analyzed and evalu-

ated against each of the criteria. Only by doing this is it pos-

sible to be sure that the aims as set forth are well founded and

are the aims which should be set forth to benefit the greatest

number of students.

1 For criteria that will apply to any field of study see

Hopkins - Curriculum Principles and Practices page 116.

For criteria that will apply to subjects with in a curriculum,

Hopkins - Curriculum Principles and Practices page 91.



175

Function of Content - - The function of content is to
enable the individual to go from the point where he is
to the goal which he wishes to reach. Only that content

which will enable him to reach this goal should be
selected. All content which d,oea- r o.t.. contribute directly

to this objective should be eliminated. As the aims of

the subject shift and change the content_must also be
changed to meet the new need. The definite fixing of
content in advance is not to be highly recommended in
many cases as it does not leave room for expansion.
This is the chief criticism of many state courses of
study. The state department determines the content.
They do not leave room for expansion, therefore, the
schools of the system sometimes must work under a static
curriculum for years even though a definite need for a
change is felt. The reason for this is that in our larger
states the various committees are controlled through the
state department of education and these in turn are con-
trolled by politicians. This makes for an unwieldy

organization and one that does not secure results readily.
In a single school system where there is a centralized
system of control, the definite fixing of content in ad-
vance can be more nearly justified. However, even in

this case it does not allow for individual abilities
and inititative on the part of various teachers.

In selecting the content of a curriculum or
course there are several things which must be considered.
The content must be checked to see that it is justifiable
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according to the objectives of the course. It should be

checked to see if all possible means of securing materials

has been used. The content should be arranged for the

varying levels of pupil interest.

Many times the content of a curriculum is based

upon the objectives and content of the curricula in other

schools, regardless of any possible differences in the

conditions in the other schools and in the business of

the communities, including employment opportunities and

background of the pupil. This is probably the most

common method of developing the curricula and probably

of less value than any other type. It may be true that

the curricula will fit owing to the similiarity of the

communities, but at the best, it is only a hit or miss

affair.

Some of the better methods of determining the

curriculum content for commercial education are:

1. To make a study of employment conditions in the
community and determine what particular type of
positions that it would be possible fOr graduates
or "drop -outs" to fill.

2. A study to determine what specific kinds of inf or-
mation, skills and traits are required of work-
ers employed in each of the office or store
positions most frequently filled by beginners.

3. An office appliance study to determine what office
appliances are most extensively used by beginners
in offices and stores.

4. A permanent follow -up plan to learn the degree
of efficiency of the instruction in the commercial
subjects and to determine the initial positions
and the promotions received within a reasonable
time.

Another very important problem which often arises,

is to make the course of study in such a manner that it



177

will meet the needs of those who drop out before graduation

or completing the course, for those who desire to change

from one curriculum to another, and for those who are able

to attend school only part time.

To meet the first problem the first thing to do

is to make a study of the persistency and transiency in the

school. If the degree of persistency is high the curricu-

lum should- be developed so that specialization will come in

the last years of high school, while fundamental or back-

ground courses will be given in the first years. If there

is a low per cent of persistency there should be a very

thorough study made to see why this condition prevails. If

it is a condition that cannot be improved to any appreciable

extent, the definite vocational training will have to come

in the earlier years of school so that the pupil will have

something with which to earn a living.

There are many schools that are making the serious

mistake of planning their vocational- subjects in the first

years of high school, because they have not made a definite

study of why the persistency is low. They believe they are

meeting an unavoidable condition When in reality they are

creating this condition by making it possible for the

student to drop out of school before graduation. There are

probably many students that drop otit of school before

graduation who could continue without inconvenience to

themselves or families, if they only had a definite reason

for continuing.

In all schools we have the continual problem of
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students wanting to change from one curriculum to another.

This may be caused by a great variety of things, some of

which are: lack of stability on the part of the student,

lack of exploratory courses in the junior high school,

lack of a definite guidance program, or the failure of

the guidance program to function properly, dislike of some

one teacher, or anyone of a number of other reasons. Many

of these can be eiliminated or improved, but the problem

will always remain to some extent and must be met. One of

the best ways of meeting this problem is by allowing an

elective for each year. The director of guidance should

see that the pupil chooses his elective in the field of

second choice. Now if he does desire to change from the

curriculum of his first choice he is not behind in the

work of the curriculum that he desires to enter. He has

already had the elementary course or courses and may con-

tinue without interruption in his program. After making

the change he may continue some work in the first curricu-

lum or may take work in an entirely new field. (For de-

tailed study see Willcox Survey, 1932 pp. 76) It may be

argued that this amounts to the scheduling of a double

curriculum or of two curricula. This is partially true,

but the student will be better off to do this until we have

more definite methods of guidance in our schools.

The part -time student is always a source of

trouble in our schools. He is usually older than the
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majority of the other students and realizes his objective and

wishes to reach it sooner than the remainder of the class.

He is usually capable of reaching this objective sooner.

To meet this condition the subject matter must be arranged

to meet the varying levels of accomplishment. However,

this must be done without disrupting the regular class. The

arrangement of the schedule for the part -time student is

offtimes quite a problem. He will usually want to take two

or more allied subjects, such as typing and shorthand, but

he will want to put in the minimum time at the building.

To accommodate him it means that one of these subjects must

follow the other on the daily schedule and must be at a

convenient hour of the day. It is not always possible to

accommodate the student to this extent, but it is always

a problem where there are part -time students.

At present there is being too much time given to

the technical subjects of the field. By technical subjects

is meant shorthand, typing and secretarial training or office

practice. This statement is not meant to construe the im-

pression that students preparing for work in the secretarial

field can obtain a satisfactory working knowledge in any

less time. This is not true. What is meant is that there

are being too many students prepared for the lower forms of

clerical work. It is true that many of the students taking

these courses are not planning to use them as a vocation,

but only as an aid in other fields of endeavor. If they

know that they will use them later, the taking of the course

cannot be argued against. However, many of them have an
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inflated idea of the value of the courses. This is

especially true of shorthand. Shorthand is a course that

does not have a very great value to anyone except the

stenographer, secretary or reporter. It is a subject that

must be practiced continually to be useful. Some students

take shorthand for the one purpose of taking notes in

other classes or at college. If commercial teachers or

other students would only point out the falacy of this

objective there would be a greater saving of time and money.

The ideal commercial course of the future should

be limited to the last two years of high school, the first

two years being given over entirely to teaching of basic

subjects as a background to further learning. Within the

commercial curriculum there would be various courses such

as secretarial, business management, merchandising or

higher account ing .
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In many small high schools the teaching of typing

and shorthand cannot be recommended. If they are taught,

only one unit of each should be given. The reason for

this is that there are but very few stenographic positions

in such communities and these positions do not require a

high degree of training. Another reason why they cannot be

justified is because of the unusual expense required to

install and teach these courses. Ihese smaller schools

would be far better off to offer such courses as: book-

keeping, business arithmetic, salesmanship, law and etc.

These courses do not require a large capital outlay and

at the same time offer a type of instruction that is very

beneficial and also fundamental to advanced study and

practice in business.

After the various subjects have been selected

it will be necessary to arrange one or more curricula,

giving a definite teaching order to the subjects. By

teaching order is meant the years in which they should be

taught.

If a school is large enough to justify a large

number of subjects, these subjects should be divided into

two or more distinct commercial curricula, one of which

may well be called the stenographic or technical curriculum.

In this curriculum there should be definite provision for

subjects which will give a complete training for the duties

of a stenographer or secretary. this curriculum may include

such subjects as: typewriting, two units; shorthand, two
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units; bookkeeping, one unit; secretarial or office training,

one -half unit; and business English, one -half unit. If

the persistency is high in the school, which we will presume

it is, the first unit of typewriting and the unit of book-

keeping should come in the tenth year. The reason for re-

quiring the typing in the typing in the tenth year is that

it is a necessary prerequisite to the efficient study

of shorthand. Bookkeeping may be offered in this year

as it is a subject that does not need a prerequisite other than

general school training which has been received before this

time. Another reason for offering these two subjects first,

is that they are generally conceded to be the two most

valuable courses of the entire commercial curriculum, there-

fore if the student should have to leave school before

graduation he will have received the best courses.

In the eleventh year the second unit of typing

and the first unit of shorthand should be offered. Typing

is offered at this time so as to logically follow the first

unit and as a prerequisite to advanced shorthand which

will be offered the next year. In the twelfth year the

second unit of shorthand, office practice and business

English will be offered. Business English should be

offered the first semester thereby making a better back-

ground for the office practice course.

The second commercial curriculum which should

be offered, may well be called the accounting curriculum.

In this curriculum will be offered, business arithmetic,
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bookkeeping, two units; typing, law, one -half unit; and

economics, one -half unit. Typing and business arithmetic

should come in the second year, elementary bookkeeping

in the third year, and economics and law in the fourth year.

Typing is offered in the second year simply as a matter of

convenience and to conform with the stenographic course.

Business arithmetic is offered in the second year as a

prerequisite course for bookkeeping. The offering of

bookkeeping in the third year does not conform with the

recommendation as suggested in the stenographic curriculum.

The reason for this variation is simply a matter of convenience

in arranging the sequence of subjects in the curriculum.

However, the offering of bookkeeping to students of two

different grades will probably not cause any great inconvenience

in a school teaching this number of commercial subjects as

there will probably be two or more classes in bookkeeping.

The offering of economics in this curriculum is justified by

a need of the underlying principles of business by an

accountant, as the accountant is the physician of business

and must diagnose its ailments. Law is an absolute essential

to the accountant. If he does not know and understand the

fundamentals of law he is liable to make errors for which he

would be both criminally and financially liable.

Another commercial curriculum which may be offered

in this school may well be termed a general business curricu-

lum. This curriculum may serve a two -fold purpose. It will

serve for those students that believe they want or should

have a business education but cannot decide in what they wish

to specialize, or it will serve those students who want a
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general business education for the purpose of becoming

salesmen, clerks or in operating or assisting in the operation

of a small business. In this curriculum should be included:

typing, business arithmetic, bookkeeping, salesmanship,

advertising, economics and law. Typing and business arith-

metic should be offered in the tenth year, bookkeeping in the

eleventh year, salesmanship, advertising economics, and law

in the twelfth. These twelfth year subjects are for one -half

unit each.

In a small high school (150 -250) such an elaborate

array of commercial subjects would not be defensible or just-

ifiable. In a school of this size probably not more than two

of these curricula would be justified, and these would not be

as complete as those suggested. These curricula probably

should be the stenographic and general business curriculum.

In the stenographic curriculum should be offered: typing;

one and one -half units; shorthand, one and one -half units;

bookkeeping, one unit. The first year of lying would be

offered in the tenth year, the first year of shorthand and

bookkeeping in the eleventh year, advanced typing and. advanced

shorthand in the twelfth year. Advanced typing should be

taught the first semester as a prerequisite to advanced

shorthand, because of the high typing speed which is needed

for transcription.

The subjects which should be offered in the

general business curriculum are: typing, bookkeeping, business

arithmetic, salesmanship, and economics. Typing and business

arithmetic should be offered in the tenth year, bookkeeping

in the eleventh and economics and salesmanship in the twelfth.
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This curriculum does not give a definite technical preparation

in any field, but does give the underlying courses of all the

commercial subjects, at the same time giving a preparation

that will enable the pupil to hold an ordinary position as a

salesman or, clerk.

In all of the above curricula, the offering of

practical mathematics as a substitute for business arith-

metic, should be permitted and sanctioned. To place the

subject of practical mathematics in these curricula cannot

be justified without knowing the other curricula of the

school.

In the arrangement of the above curricula there has

been no mention of the fact that there will be a difference

in the mental ability and in the occupations which the boys

and girls may wish to enter. However, the arrangement of

the curricula in both the large and small high school does

automatically make provision for this selection of

occupations in the choice of curriculum which they are

permitted. According to present day trends there does

not seem to be any recognition of this difference. Accord-

ing to the following quotations this is a grave error on the

part of our school administrators.

"There is no more reason for the same courses

for boys and girls in commerce than there is for

the same courses for boys and girls in industry."

Thompson - Commercial Education in Secondary Schools. P. 143
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"Training for boys and girls should be different

in content and emphasis. The usual course of study in com-

mercial schools is suitable for girls and unsuitable for

boys. A girl needs, chiefly, specific training in one line

of work, a boy needs, chiefly, training in general business

education. " 1

"Difference in mental abilities between boys and

girls in the "secondary school are probably negligible.

Difference in interests and attitudes are great and impor-

tant .'

Content -- Regardless of how scientifically a curriculum may

be constructed it will not be of great value unless each

subject contains the proper content. What is proper content

for a subject will depend on the objectives of the curriculum

and the objectives of the subject. Without this definite

list of objectives no course will be sure of containing the

proper content. This is true of commercial courses as well

as any other courses.

Guidance -- In all schools both large and small, there should

be a very definite provision for a guidance program. Without

this program there will be á large amount of wasted time

and effort on the part of students as they will register for

a curriculum or courses for which they may not be fitted.

Guidance should be attempted only after a very thorough

l'Stevens - Boys and Girls in Commercial Work p. 179

2 'Inglis - Principles of Secondary Education p. 114
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study of the student, his home conditions, social position

financial position, and family history, if possible. Any

or all of these factors may have a direct influence on

the vocation which the student should. select.

Outcomes -- Whether a curriculum or subject is founded

by a scientific method of curriculum comstruction or

whether it is the product of aimless teaching, there will

be some very definite outcomes to the course. These may

be desirable or they may be quite undesirable. A

curriculum which has been founded by a scientific method

of research should lead to desirable outcomes. The

only way in which they may be checked is by determining

some very definite functions of outcomes."

The function of outcomes in commercial education

is to give both teacher and pupil a number of results which

are expected to be achieved. They will give the student

a perspective of his vocation. They give the student a

knowledge of the degrees of efficiency in his subject

which are required. They will give the student a series

of objectives to be accomplished. They give the student

something by which to check his progress from time to time.

The function of outcomes for the commercial teacher will

not differ materially from those which have been previously

stated for all teachers. It is necessary for both teacher

and student to know what they are striving for, therefore,

it is the function of outcomes to give them this knowledge.

Hopkins - Curriculum Principles and Practices p. 220
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By having these outcomes before the teacher it

will be possible for her to obtain maximum results in her

work, as she will know when she is using desirable methods

and that she is securing the same outcomes as other teachers

of the same subject, when they are stated uniformly. If

a teacher is allowed to select her own outcomes she will

select what she considers of major importance, but these

may differ considerably from those of other teachers of

the same subject.

Outcomes should be selected after aims, content

and methods, as they are a direct outgrowth of these.

All of these should be in harmony. If either aims, con-

tent, methods or outcomes are not in harmony, one or the

other must be changed to make uniformity.

If a curriculum has been constructed in the

manner as suggested in the preceding pages of this

chapter with the various courses of study constructed

as suggested, it is reasonably sure that there will be

a minimum loss of time, effort, and money in the teaching

of commercial subjects.
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General Conclusions And -.Recommendations- From this survey

there are a few general conclusions that may be drawn re-

garding commercial education in Arizona.

1. That commercial education in the state as a whole

is not founded upon scientific education principles.

2. That each individual school has too much author-

ity as to what subjects should be taught, when they should

be taught, and what subject matter should be included.

3. That because there are such a large per cent of

the high school students of Arizona who are taking commer-

cial subjects, the field is of a great enough importance

to warrant a much closer supervision by the state depart-

ment of education.

In view of the foregoing conclusions there is

only one general recommendation that will be made. This

recommendation is that there be appointed by the state

department of education a director of commercial education.

If this position is not feasible then the duties of the

director of commercial education should be placed under the

state director of vocational education. This director would

supervise the teaching of commercial subjects in the

high schools, making suggestions, criticisms, and aiding

with various problems which may arise. Under this central -

ized plan of supervision there should prove to be a much

greater degree of uniformity and a much higher degree of

efficiency in the teaching of commercial subjects in the

high schools of Arizona.
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