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Chapter I

Introduction

Recently many parents have shcwn a great deal of

confusion in their minds concerning the nature of the jun-

ior high school, its purposes, its curses, and in parti-

cular the course in Junior Business Training Of which

they have heard their children speak so much lately. Is

it commercial training which will enable their son or

daughter to get work immediately on leaving school? Is

it just another name for the course in Office Practice?

Is it commercial arithmetic in disguise, or is it some-

thing new which has originated since their days in schcol?

Eighth grade students have asked much the same type

of question. Will it help me to get a job after school and

during vacations? Why do I have to take Business Training?

Will it do me any good if I later decide to take a com-

mercial course? If I like the course can I take a second

semester of it?

Questions like these coming from the interested patron

and from the even more interested student have been a factor

in prompting this study. The taxpayer has a right to know

what is happening as a result of his tax dollar, and the

student certainly has a riEfo:t to know where he is being

led.



With these questions in mind the writer prepares to

delve into a study of the status of Junior Business Train-

ing with particular references to the course in Tucson.

Th,e Problem

On close examination the study resolves itself into

several questions. What has been the history of tde devel-

opment of the course? 'shy is the course desirable? What

is the content of the course? What is the most desirable

grade placement? hat are some of the results and parti-

cularly the immediate results of the course as taught in

the junior high schools of Tucson? What are some motivat-

ing devices that may be used to good advantage? That

recommendations may be made as a result of this study?

The writer proposes to answer these questions which he con-

siders pertinent to a determination of the status of Junior

Business Training.

The Procedure

The first step in the procedure was to formulate the

basic objectives of the course. The objectives follow closely

the aims of the junior high school. The second step consisted

of a determination of the proper grade placement. The third

step was the selection of content to meet the objectives.

The fourth step consisted of an attempt to measure some of

the outcomes of the course. These outcomes fall into several

classes - - knowledge, attitudes, and skills. These may further



be divided into deferred outcomes and immediate. outcomes.

In this study the writer has attempted to measure some
of the immediate outcornBs as regards the use of business
laiowledge, attitudes, and skills.

A questionnaire was sent to three hundred seventy two
junior high school students who had just finished the course.
An attempt was made to find out how r_2.ny bad had work since

entering the junior high school and the nature of this work.
In addition, they were asked what tarts of the content of
the course they had already been able to use in situations
outside of the classroom. They were further asked if they
had been able to make up their minds to select or avoid fu-
ture commercial courses. (See Appendix A)

The students in the senior high school filled out a
questionnaire designed to reflect certain uses which they
might have made of Junior Business Training since taking
the course. An attempt was made to find if they had select-
ed or avoided commercial work as a result of having studied
Junior Business Training. An investigation was also made to
see if the elementary course had helped them materially in
other school work as evidenced by their opinions and by
grades. Although Junior Business Training is a required
subject in the Tucson Schools, the fact that one hundred
eighty four students out of nine hundred fifty three had
entered from other systems not requiring it provides a con-
trol group for purposes of comi,arison. (See Appendix B)



The senior high school also provided a report as to the

number of students who have had work in the last two years

and the nature of the work they have had. They also were

asked their opinions as to whether Junior Business Training

had helped them in their work.

It has often been said that certain attitudes should

be instilled in every pupil as a result of his school work.

This is one of the aims of the course in Junior Business

Training, but as to success in this respect there is a great

deal of dispute. As an attempt to measure some of the atti-

tudes, the writer asked the senior high school students if

Junior Business Training had influenced them to start a

savings account or a budget. In regard to having life in-

surance a comparison between the two groups mentioned pre-

viously was made.

The senior high school students were also asked to

indicate which of certain representative business topics

they had had to use since entering the senior high school.

The next step in the procedure was to formulate and

outline some motivating devices that may be used to advan-

tage in the junior high schools.

The last step in the procedure was to recommend

certain revisions in regard to placement, motivation, and

content Which apply to the local situation.



Chapter II

The Historical Development

Let it first be said that Junicr Business Training is,

relatively speaking, e now course or subject; and as such ,

is undergoing a rapid development, perhaps to a larger ex-

tent than any ether subject in the junior high school aur-

riculum.

Nbmenclature The rapid development can be shown in one

way by the variety of titles by which the course is vnown.

The proper name still seems to be a matter of controversy.

In some localities it is spoken of as Elementary Business

Training; in others it is called Junior Business Training

or Junior Business Science; some schools prefer to call it

Business Practice, and others General Business Training.

Of all the names, the last seems to be the most appropriate,

because "general business" gives students and teachers alika

a better concept of its purposes and content by enabling

them to draw an analogy between it and similar subjects in

other fields, especially general science end general mathe-

matics. The title should be such that it indicates that the

subject is elementary in nature, inclusive of the whole field

of business, and exploratory in content. It might even be

well to omit the word "training" as this is applicable only

to the acqujsition of skill. Since General Business Training



includes outcomes other than mere skills, this part of

the name is misleading.

However, since the name 'Junior Business Training" is

already an established title in the local community, the

writer intends to continue the usage in this study.

Textbooks It is difficult to set an exact date for the

introduction of the course, but from a wide variety of

sources of data it seems likely that it developed as a foun-

dational subject in the commerce curriculum of the senior

high school about the year 1903. The publication of text-

books might give s c.e indication of the development of the

course.

Lomax and Haynes1 report a list of twenty seven text-

books on elementary business training p.bl fished prior to

1927. The earliest of these, A First Book in Business

Methods by Teller and Brown, vrais published in 1903. A book

adapted to both camnercial and noncommercial needs entitl-

ed Elements of Business, by Schlock and Grose, apreared in

1918. In 1919 and 1920 came the first and second editions

of First Lessons in Business, by Bexel and Nichols, and in

1922, Business Forms and Customs, by Cadwallader. Since 1925

there have been several publications a year pit on the market.

Lomax and Haynes Problems of Teaching Elementary
Business Training

Prentice Hall 1929 p 48
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Needless to say, the growth of the subject has been greatest
in the last few years.

Develument in the High School Probably the nearest rela-
tive in the early development of junior Business Training
was the course called Office 'Practice. This was, and still
is, a course in the use of office machines and equipment,
customs of business, and the usage of different business
forms. This course is still in the curriculum of ins.ny of
the larger high schools in centralized industrial a.nd com-
mercial centers. When the need for a generalized course in
business became evident, the junior hict school was still
in its infancy and partly for this reason the course was
first introduced in the high school.
Very few publications mentioned the subject of General
Business Training prior to 1927. Those few articles 7,hich

were written were very indefinite as to aims, ccntent, grade
placement, and outcomes.
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TABLE NO. I

HIGH SCHOOLS REPORTING JUNIOR EUSINESS TRAINING IN 1927-23
IN THE UNITT,D STATES

Alabama
Ari zona
Arkansas
California
Colorado
Connecticut
Delaware
Dist. of Co]..
Florida
Georgia
Idaho
Illinois
Indiana
Iowa
Kansas
Kentucky
Maine
Maryland
Massachusetts
Michigan
Minnesota
Mississippi
Missouri
Montana
Nebraska
New Hampshire
New Jersey
New Mexico
New York
North Carolina
North Dakota
Ohio
Oklahoma
Oregon
Pennsylvania
Rhode Island
South Carolina
South Dakota
Tennessee
Texas
Utah
Vermont
Virginia
Viadhington
West Virginia
Wisconsin
Wyoming

Schools
reporting

189
45
235
535
180
89
20
16

153
226
140
801
617
701
547
401
108,

133
283
555
473
260
675
158
429
112
172
78

712
471
324
824
417
196
864
18

121
252
208
433
53
69

265
262
202
330
69=7

Schools
offering B. Train,.

Enrol
in D. Tr.

8 343
3 556
4 602

141 12573
11 348
23 2295
2 421
4 291
10 587
6 855
8 238
23 2904
26 1322
23 1379
14 363
8 492

10 232
11 655
66 6714
69 2349
61 1691
8 215

17 1112
8 220
22 1510
11 325
45 358S
1 26

212 10646
6 185
2 72

78 5204
6 4081
g 430

164 13957
1639

5 145
4 41
3 80

475
3 157
1 15

13 768
14 681
18 530
57 31 42

g 221
129 (S



The first comprehensive statistical repart concerning

Junior Business Training appeared in 1929.
2

(See Table I)

It will be seen that this table gives the enrollment in the

high schools. It might be well to see whiCh states have

been the leaders in the movement and the extent to which the

course was offered. This nay be accomplished by changing

the numbers of Table I to percentages and arranging the states

in rank order.

Table II

RANK ORDER OF THE STATES HOSE HIGH SCHOOLS OFFERED JUNIOR
BUSIITES3 TRAINING IN 1227-23

rank state pct.

1. Rhode Island 50
2. California 35.6
3. Connecticut 31.4
4. Massachusetts 30.5
5. New York 29.7
6. New Jersey 26.1
7. Washington, D.C. 25
8. Pennsylvania 19
9. ;:iisconsin 15

10. Wyondng 13
11. 1.1innésota 12.9
12. Michigan 12.4
13. Delaware 10.

14. New Hampshire 9.8
15. Ohio 9.4
16. West Virginia 8.9
17. Maryland 7.9
18. Arizona 6.5
19. Florida 6.5

Colorado 6.5
21. Maine 5.9
22. Idaho 5.7
23. Utah 5.6
24. Washington 5.3
25. Nebraska 5.1

rank state pct.

23. Montana
27. Virginia
23. Georgia
29. Oregon
30. .Llabara
31. Indiana
32. 3outh CaroliLa
33, Lyiu.

31. Ilississippi
35. Illinois
35, Kacsas
37. Missouri
36. Kentucky
39. Texas
40. krkansas
41. South Dakota
42. Vermont
43. Oklahoma
44. Nev Mexico
45. North Carolina
46. Tennessee
47. North Dakota
48. Nevada
49. Louisiana

4.9
4.7
4.5
4.2
4.2
4.1
3.2
3
2.8
2.5
2.5
1.9
1.9
1.7
1.6
1.4
1.2
1.2
1.2
1

0
.6

o

2 U.S. Bulletin 1929 No. 35 p 124
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It will be seen from Table I that there were 1290

schools out of 14,698 reporting that offered a course in

General Business Training for the years 1927 -23. This re-

presents a percentage of 8.7. There was reported a total

enrollment of 2,896,630, and of tiis number there were

86,746 in General Business Training. This represents a per-

centage of 2.99

It will be seen by consulting Table II that the main

development of the course has occurred in the eastern

states with the exception of California. This is perhaps

due to the fact that there is more opportunity along com-

mercial lines, and in many instances it has been a required

subject in the commercial curriculum in these states. It

might be well to notice that Arizona ranks in a tie for

eighteenth place. The percentage standings of the lower

twenty indicates that the course was not very widely offer-

ed in 1927-28.

The reports of the various states are very indefinite

and incomplete. Very frequently Junior Business Training

is included in a classification with other subjects of a

socio- economic nature. For this reason it is bard to trace

the development statistically.

California, one of the leaders in regard to the develop-
3

ment, has a few figures to offer on the subject.

3 Biennial Report of the Superintendent of Public
Instruction 1930 Fart I p 90
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Table III
THE DEVELOPMaTT OF JUNIOR BUSINESS Tr-LA.INLNG IN THE HIGH

SCHOOLS OF CALIFORNIA

1927-28 1929-30

Total high school enrollment
Junior Business Tra ining Enroll.
Percent of enrollment
No. of schools offering Bus. Tr.
Total higa schools
Percent of schools offering

100978
12573

6.9
141
385
36.6

192644
10680

5.6
291
365

'79.7

There is a decided drop in the percent of total enroll-
ment between the years 1927-28 and 1929-30. However, one

must remember that this period is marked by an increase in
the junior high schools, and this subject is one which was
rightfully transferred to the younger organization. Table

VII shows the extent to which the course was offered in the
junior high schools.

The figures showing the extent of the course in Arizo-
na are shown in Table IV

Table IV

THE DEVELOPMdIT OF JUNIOR BUSINESS TRAINDTG IN TIE HIGH
SCHOOLS OF A.RIZarA FROM 1927-1933

Number of high schools
No. offering Business Training
Percent offering the course
Percent of total enrollment in Bus.Tr.

1927-28

46
3
6.5

1932-33
37*

8
21.6
1.4

4 Allen, J. E. The Status of Commercial Education in
riTz ona 1,52. er s Thesis Univ. of Ariz.
-13-3----

* Only thirty seven high schools answered Allen's questionnaire.
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The fact that only two hundred ten students were enroll-
ed in Junior Business Training in the eight high schools indi-
cated that the enrollment in each school is restricted. Althcugh
in California the ccurse ranks fourth in enrollment in the
commercial curriculum, it does not seem to be so popular in
the schools of Arizcna.

Development in the junior high schools The early approach

to Junior Business Training is expressed by the Sub-committee
on Business Education in Secondary Schools in 1919.

"The committee believes that tryout commercial courses
of a general character may well be offered in grades seven
and eight. Any tendency to offer specialized instruction
such as typing, shorthand, and bookkeeping is to be regarded
as regrettable."

At this time Junior Business Training was not menticned
by name. Its acceptance in the junior high schools was very
limited. The only approach was the fact that many of the
spacialized subjects were pit on En elearitary basis.

5Koos seems to indorse much the same ideas in 1921.

"Nevertheless it has been demonstrated feasible to
offer some work in a number of subjects for purposes of ex-
ploration and pre-vocational training, alnng thea penmanship,
commercial arithmetic, spcili_c, shortlic.nd, bookkeeping, and
typing. These materials should be presented with as intimate
contact with actual conditions of business as may be, and
accorayenied by information concerning the occupations. whi ch

5 Koos, Leonard V. The Junior Ilirrh School
Ginn and Co. 1920 pp 294-304
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they are intended to explore. Serious s.ni extenled speciali-
zation must be deferred."

At this time Junior Business Training as a course
existed mainly in the minds of progressive educators. An

investigation of the courses of study of the relatively
few schools that offered it indicates that the content was
very closely allied with the content of the course in Office
Practice. In most instances, it Tas an integral part of the
commerce curriculum, and was very seld.orl. pursued by students

in other courses.
Early impetus was given the course by the Junior Occu-

pational Survey 6 whi eh revealed large numbers of boys an

girls leaving school and entering clerical work without
training and with little conception of the opportunities.
Although the occupations which these young people engaged in

were of a varied nature there were certain knowledges and
skills which were of practical use in nearly all. In this
respect the early development of the course was elong voca-
tional lines, with the Idmp-out/ student's needs well in
mind.

Mallot7 summarizes the development of Junior Business

6 Federal Board for Vocational Education Survey of
Junior Commercial Occupations
Sixth Yearbook Department of Superintendence p 443

7 Mallot, J. O. Report of the Bureau of Business Educa-
tion U.S. Bulletin 19 23 No. 25
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Training in the Biennial Report of the Bureau of Education.

"There are three distinct stages in the adaptation
of commercial courses in the junior high school. In the
beginning stage senior high school subjects were pushed
downward in a vague desire to offer commercial work. These
subjects were usually taught by high school teachers who
often used high school texts. (Table V shows the extent
of these subjects)

In the second stage a. variety of subjects persisted
but the content and m eth odd became more appropriate to the
junior high school level. Much progress was made in defer-
ring the major vocational courses.

In the third stage the need developed for a single
course to bring together the various elementary phases of
cOninercial education on a functional basis . In some places
the content is yet little more than a fus ion of spelling,
penmanship, and arithmetic using a single t it L e. In other
places these subjects supplement general business informa-
tion and elementary clerical training. Efforts have been
made to coordinate the content. Tool subject drill is re-
placed by an emphasis on their proper functioning in the
new subject. The tendency is to increase the number of
semesters of the subject in order to better meet the ob-
jectives.*

Ma llot later (1930) shows the more recent trends in
the development of the course.8

"Significant developments in the junior high school
center around the Junior Business Training course. The
number of schools that added it was fourteen times as
great as those that dropped it in the last three years . .

If the present trends continue the time is not far
distant when Junior Business Training and Commercial. Geo-

. graphy will be the outstanding leaders in the small junior
high school, and Junior Business Training and Office Practice
in the larger schools."

8 Ma llot, J. O. Office of Education Bulletin 1930 No. 16
p 247
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Table V

COURSES IN Th-TE COi=CIAL CURRICULUA OF TWMTY-PIVE JUNIOR
HIGH S CHO GLS IN 192', ( 9)

7 8 9 total
Jr. Bus. Tr. required

elective
1 1

Office Practice required
elective 2 3 5

Bookkeeping required
elective ... 9 12

Comm. Arith. required 1 2 1 4
elective I 1 8 10

Comm. Geog. required 1 1
elective 2 4 6

Shorthand required
elective 1 2 3

Typing required
elective 2 8 7 17

Corm. Sub j. required 2 1 3
not classified. elective 2 4 2 8

This table serves to show the variety of subjects
offered in the junior high school. Typing, Bookkeeping,

end Commercial Lrithmeti c seen to be the leaders , and

Junior Business Training is practically neglected. It is
noticeable that in most instances the commercial subjects
are elective.

9 Compiled from office of Education Dal.letin 1030 No. 16
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Glass10 after studying a number of junior high school

commercial curricula, reported that in many instances it

was the practice to offer an eighth grade course in the

interpretation of commercial practices, followed by a

strictly vocational course in the ninth grade. There al-

ways has been, and for that matter still is, a great deal of

contention as to whether junior high school commercial courses

should be informational, pre -vocational, or strictly voca-

tional. Smith11 made a study along these lines in Oregòn in

1920. His findings are summarized in Table VI.

Table VI

PURPOSES OF INDUSTRIAL AND COL ' + CIAL COURSES IN SIXTY-
FOUR JUNIOR HIGH SCHOOLS

chiefly
informa-
tional

pre -voca-
tional

both
inform.
and pre -
voca.

strictly
vocational

Three year
systems 11 10 19 a

Two year
systems 9 1 1

Total 20 11 20 2

10 Glass, T.M. A Composite Case Study of the Business
Curri c u l u m e c o nd Yea r7o 3 E te rn-
Commercial Teachers Association 1929

pp 115 -121

11 Smith, W.A. Junior High School Practices in Sixty-
Four ities Educational Admíiastration
EMMUTZTiTsion Vol 10 (19 24) p 575
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Figures showing the extent of the course in most of
the states are not available. California, however, shows

the extent of the course in 192930. 12
Table VII

NUMBER OF JUNIOR HIGH SCHOOLS IN CALIFORNIA OFFERING
JUNIOR BUSINESS TRAINING

Total enrollment
Bus. Tr. enrollment
Percent of students in Jr. Bus. Tr.

114,085
9,683

8.4
Number of junior high schools =.153
Number of junior high schools offering Jr.Bu.s.Tr. 78
Percent of junior high schools offering Jr.Bus.Tr. 51

The present status of the course in the junior high
schools is shown by Haynes13 who secured 811 satisfactory
answers to his questionnaires which he had sent to a number
of junior high schools scattered throughout the United States.
Of the 811 replies, there were 434 schools which indicated
that they offered the course. This represents about 53.5
percent. By comparing this percent with the percent derived
from Table V we note a very considerable increase in the
last ten year period.

12 Table compiled from the Biennial Report of the State
Superintendent of Public Instruction 1930 Part I p 90

13 Haynes , Benjamin. R. "Elementary Bus iness Training in
the Public Junior High Schools
of the United States"
Doctor's Dissertation New York
University 1932



Summary Junior Business Training was first introduced

in the high schools, about twenty -five ye ars ago. Its

development has been rapid as indicated by the wide variety

of titles by which the course is known, and by the increas-

ing publication of textbooks on the subject. Statistical

reports indicate that the course is developing more rapid-

ly in the Eastern States and California. Due to the nature

of the junior high school, the course has become widely

adopted in that organization. The . latest data show that

about half of the junior high schools in the United States

offer the course as an elective subject.
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Chapter III

The Need for a Course in Junior Business Training

Before any course becomes established in a school it
should be justified by showing that it fulfills a need of
the students and of the comunity, and that it brings about
desirable outcomes in the matter cf habits, attitudes, and
skills . The writer pro poses to do th is in the present chap-
ter.

If, as the writer maintains, Junior Business Training
is best suited to the needs of the junior high. school, it
should be justified in the light cf the purposes of that
organization. These lurposes as outlined by Briggs seem
to be universally accepted. 14

1. To continue to a gradually diminishing degree commn
integrating education.

2. To ascertain end reasonably to satisfy the important
immediate and assured future needs.

3. To explore by me m.s of material, in itself worthwhile,
the interests, aptitudes and capacities of the pupils.

4. To reveal to then, by material otherwise justifiable
the possibilities in the major fields of learning.

5. To start each pupil on the career, which, as a result
of the exploratory courses, he, his parents, and the
school are convinced is likely to be of profit to him
and to the State.

14 Briggs, T. H. The Junior High School p 26 (1920)
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The writer has these aims of Briggs well in mind as

he starts to show the need for the course in Junior Business

Training.

Junior Business Training as an exploratory course Many

junior high schools in the past have followed the practice

of offering commercial c our ses of a specialized nature , such

as shorthand, bookkeeping, and office practice. This plan

of beginning with courses of a specialized vocational na-

ture assumes that the student is a fixture in the commercial

department, that he can succeed in the courses, and that he

can obtain a position and succeed in that position. These

are all unsafe assumptions.

A transcontinental transport pilot about to land an

important cargo on a strange field carefully circles about

to survey the airport in order to make a good landing. It

is equally important that the junior high school student

survey the different possibilities in the courses of the

commercial curriculum before making his choice of occupation.

The course in Junior Business Training should be in the

nature of a 'tryout'. If the student feels that his inter-

ests and aptitudes are such that he will likely succeed in

later courses, his enrollment in the commercial curriculum

of the senior high school may be safely brought about. On

the other hand, suppose he finds that a business career is

not what he expected it would be. Perhaps he does not have

the necessary requirements, either academic or personal,
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;hat are demanded in. business. Perhaps he finds that his
lain interests lie in other fields of endeavor. Has he then

Lost all his time spent in Tunicr Business Training? This

lepends a great deal on the content of the course. If the
content is *in itself worthwhile' no time has been lost.
A part of the guidance program ..7herever possible the

course in Junior Business Traininp should be closely correlat-
ed with the course in Vocations or Occupations. The two

should be an integral part of the guidance program. Vocation-

al guidance is defined by the Tat ional Vocational Guidance

Association as "the giving of information, experience, and
advice in regard to an occupation, preparing for it, entering
in it and progressing in it." Junior Business Training is
concerned more or less with all of these aims. Too many

times occupations are chosen be of the glamour and not
because of a knowledge of the requirements or opportunities.
Kitson15 in relation to guidance says, "Students of guidance
agree that a wise choice of vocation rests on two foundations:
self discovery of one's interests, and enlightenment as to
the requirements end opportunities, and problems in the par-
ticular field of their choice."

It is the duty,then, of Junior Business Training to
'esent a worthwhile content in such a way that the student

-Ai, Harry D. Commercial Education in secondary
Schools Ginn and Co. 11-3'29 p 77
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himself will come to realize that he has or has not certain
abilities and aptitudes for business. An aptitude test might
be of use, but it is not as convincing as success in sane
activity carried on more or less by the student on his own
initiative. The student must be made to see that business
demands proficiency in certain tool subjects such as
English, arithmetic, penman sh ip , and spelling, and that the
school is the best place to acquire the necessary skill in
them. The course in junior Business Training also shows
him that these tool subjects are very necessary in the can-
mercial ccurses of the high school. The ideal course in
Junior Business Training also reveals to the student that
business demands certain personal traits , and suggests to
him how he may better his attitude toward neatness, accuracy,
dependability, proraptne ss , attent ion to detail , and initiative.

Dodd brings out some of these requirements in his re-
cent survey.16 He submitted a questionnaire to a number of
employers in an attempt to find the chief weaknesses of
their employees. It will be noticed in Table VIII that the
weaknesses are of two classes, those which are due to a
lack of skill, and those due to a lack of the proper person-
al qualities.

16 Dodd, J.H. A Commercial Occupational Survey of Virginia
The Balance Sheet Vol ( May 1937) p 346
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Table VIII

CHIEF WFAKNESSES OBSERVED IN COMMERCIAL WORKERS

Tra-rt " `-----7 réquency

Lack of initiative 245
Lack of attention to detail 231
Poorly written English 220
Poor penmanship 219
Inability to meet people 168
Poorly spoken English 161
Little knowledge of arithmetic 133
Lack of tact 132
Poor knowledge of bookkeeping 102
Inaccurate typing 98
Lack of common sense 98
Lack of dependability 94
Lack of neatness 93
Lack of courtesy 85
Inaccurate shorthand 80
Poor spelling 65
Slow shorthand 49
Slow typing 36
Lack of honesty 30

All of these items with the exception of typing, book-

keeping, and shorthand may well be part of the content on

the course in general business. The rank of some of these

items is misleading. Bookkeeping, for instance, is halfway

down the list, but it must be remembered that not so many

of the workers were engaged in that type of activity. It

should also be mentioned that these opinions are subjective

and consequently liable to prejudice. In this respect Table

VIII is not entirely reliable but is only an indication.

A terminal course One of the original arguments for the

junior high school was that it had a tendency to keep pupils

in school longer. Instead of dropping out at the end of the
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eighth grade many of these potential dropouts returned for
'another year or tart of another year. Many remain in school

only until they can get work. It will readily be seen that the
junior high school must offer some terminal course which will
contribute to the efficiency of these boys and girls. It
might be well to see what these boys and girls do on leaving
school prematurely.

Table IX 17

OCCUPATIONAL DISTRIBU2ION OF JUNIOR COMdaiCIAL ',70RICMS
WHO LEAVE SCHOOL EARLY

type of work Boys Girls Total
No. pct. No. pct. pct.

Messenger 1313 52 495 23.8 39.2
Clerical 617 24.4 480 23.2 23.8
Selling 35'7 14.1 510 24.5 18.8
Machine operating 4 2 349 16.9 8.6
Stenographic 11 .4 104 5 2.5
Bookkeeping 29 1.1 53 2.5 1.8
Miscellaneous 160 6 83 4 5.3

It is noticeable that the occupations with the three
highest percentages do not demand a highly specialized type
of training, at least not to the extent that the stenograph-
ical or bookkeeping positions, which rank lo 7 in the list.

As far as a terminal course is concerned, it is the duty
of Junior Business Training to give the student the opportuni-
ty to develop the skills and supply the source of Imowledge
that will be most useful in these types of w ark.

17 Survey of Junior Commercial Occupations in Twenty Cities
Federal Board for Vocational Education
Department of Superintendence Sixth Yearbook p 443
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At this point , sone defender of the old style junior
high school commercial curriculum may see fit to inquire
as to the feasibility of offering typewriting and shorthand
in preparing the worker for his position. In some respects
this seems reasonable, but it is unlikely that the degree
of skill these dropouts would attain in the course of one
year, a semester, or even a shorter period of time, would
be of sufficient use to warrant these course being offered
as terminal.

A study in regard to the uses made of typewriting after
completing one year in the junior high school was made by

Murphy18 in 19 31. His study included one hundred pupils
who fitted the desired setup. A total disuse was reported
by fifty three percent. It was found that students who later
entered other commercial courses made more use of it than
did the strictly academic and practical arts students. His

final c Inclusions were that not many students rake a voca-
tional use of the typewriter after only one year of it in
the junior high school.

In attempting to meet the needs of the junior worker,
we should not overlook his c omme rc is l needs in adult life.

18 Iiiirphy, Henry Martin That Uses are Made of Typewriting
by P er so n. s Who Drop it After One Year of
it in the Junior High Schools of Elizabeth,
New Jersey Masters Thesis New York 1931
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Several occupational surveys show that adult occupa-
tions are somewhat similar to those of. the junior .worker.
Table X shows some of the most frequent commercial occupa-

tions in the United States as a whole.
19

Table X

NUMBER OF WORKERS IN D I FFERFN T COP CIAL OC CUPAT I O NS

Office clerks .

Retail dealers
Salesmen
Bookkeepers and cashiers
Stenographers, typists
Store clerks
Office boys,messengers

19 20

1,487,000
1,703,000
1,988,000

734,700
615,000
283 , 000
113,000

1930

1,997,000
1,328,000
1,125,000

930,600
811,000
401,000
90,000

It might be interesting to note here some of the
occupations of a commercial nature participated in by
boys and girls.

19
Table XI

THE NUMBER OF WCRKERS TIN TO SEVIlNTEEN YEARS OF AGE ENGAGED
IN DIFFERENT COP O' CIAL OCCUPATIONS

1930

Office clerks 77,000
Salesmen 67,000
Office boys and girls 45,000
Store clerks

V
3 5, 000

Stenographers, typists 349000
Bookkeepers , cashiers 15,000
Retail dealers 2,740

19 Compiled from the fifteenth report of the Bureau of
the Census
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It will be noticed on Tables X and XI that many of

these occupations do not require a great deal of technical

Another oocurational survey was made by Anderson20 in

Pasadena, California. The classifications of work are a

little different than those used by the Bureau of the Census.

Table XII

RELATIVE NUMBER OF WORKERS IN CO=RCIAL OCCUPATIONS IN PASA-
DENA, CALIFORNIA

types of work Me n Women Total

Selling 44.3% 22.6% 34.4%
General clerical 9.4 34.1 20.6
Secretarial 4.8 13.7 11.9
Accounting 0.8 11.9 9.8
Misc. Administration 8.2 5.3 6.9
Transportation end storage 10.3 1.3 6.2
Machine operating 6.9 4.8 5.9
Financial 6.3 1.3 4.3

As will be pointed out later, the content cf the course

in Junior Business Training should be directly applicable

to as many of these types of work as possible without

sacrificing any of the other aims. Since the National Re-

covery Administration has been in operation the status of

junior occupations has changed sone77hat. Then, too, the fact

that the school is increasing its holding power, thus caus-

ing many juniors to defer looking for work, decreases to a

certain extent the validity of the claim of Junior Business

Training as a terminal course.

20 Anderson, John A. Fittinza the Comnerce Course to the
Needs of the ComMility
Department of Superintendence Sixth Yearbook p 448



The curriculum should be constructed to meet the needs of
the community, and if any community has a large number of

dropout students, it is the duty of the schools to prepare
them for the kind of work in which they are likely to par-
ticipate. In that case, the content of the course should be
selected with emphasis on the vocational aim.

Where the school is large enough it might be practical
to segregate the students who feel reasonably sure they will
not remain in school much longer, and offer them the course
with their probable future needs uppermost in their course
of study.
As a ,fie- vocational course Some schools, principally
high schools, offer the course in Junior Business Training
as a prerequisite to the commercial curriculum. This prac-
tice seems to be based on the idea that an elementary course
will explore the student's interests and perhaps keep him
from entering later commercial courses where he might be
a misfit. The practice is also based on the idea that many
elementary skills and kno wledge s can be acquired, thus leav-

ing later courses free to carry on a more advanced type of
work. Even if the elementary course gives only a bare idea
of the purposes and content of the later course it would be
worthwhile to the extent this aim is pursued. Besides being
informative as to the content of subsequent commercial courses
it should point out the requirements of each subject. A pupil
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may not realize that faulty ftndarientals cf
may prevent his 0-uccess in accountancy. A lack of cc-icen

tration and an aversion to drill may spell ruin to a pro-
spective typist. If a student were informed of these
requirements early, he night take steps to ccrrect them,
otherwise he will be eligible for the drop or failure list.
Junior Business Training should result in fewer failures
in later commercial courses.

The pre-vocational content of the course should give
a view of business life as a whole, and not ccnsider each
course as a separate unit. It should. act as a welding unit
showing the inter-reltion argil inter-dependence of each

course to the others.
A course to meet immediate needs There is a well accepted
theory in educational circles that secondary educational
courses should have immediate value to the extent pursued.
Although many teachers claim immediate value for their sub-
ject it would be interesting to know the facts. How many

junior high school students would report a functional use
of algebra or Latin as being concerned with their every-
day life outside of the class room? It is doubtful if the
functional value is as great as the pedantic value to them.
It is the writer's opinion that Junior Business Training
offers more in the way of immediate practical value than
any crther course in the junior high school curriculum.

As a step in measuring the immediate functional value
of the course, a questionnaire was sent to the ninth grade

students
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while they were in the last week of the work. They were

asked to indicate which of certain Items of content they
had had use for outside the classroom. Only a few of the

topics of content were used as the whole list would have
taken too much space on the paper. The list of thirteen
items by the writer as representative of the course.
The results are tabulated by percentages in Table XIII.

Table XIII
THE IMMEDIATE FUNCTIONAL VALUE OF JUNIOR BUSINESS TRAINING

AS SHOWN BY NINTH- GRADE STI3DTIZTS IN TUCSON

content Mansfeld Safford Roskruge Total
Club records 40.2% 48.5% 52.5% 46.5%
Business letters 42.9 40.7 42.5 42.2
Applications for work 27.5 53.4 35. 37.1
Business ms.nners 13.4 62.1 .32.5 33.
Use of a time table 22.8 24.2 35. 27.1
Use of Parcel Post 24.8 25.2 19.1 26.1
Composing telegrams 22.1 25.2 29.1 25.2
Figuring sales tickets 18.7 32. 27.5 25.2
Filing 25.8 11.6 19.1 20.1
How to keep a budget 22.1 15.5 13.3 17.4
Advertising 16.7 13.5 16.6 15.8
Lumber invoices 15.4 8.7 10.8 12.
Checking bank statemezts 11.4 11.6 4.1 9.1

Not reporting

Total questionnaires
returned

12.7%

149

4.8'70

103

7.5% 8.8%

120 372

This table should be rend thus: forty and two tenths per-
cent of the ninth grade students of the Mansfeld Junior
high school indicated that they had had use for a knowledge
of how to keep club records.

It is noticeable that only a small percent failed to
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report a use for any of the items. If the list had been
longer, it seems likely that the group not rep.orting would
have been similar.

The need for Junior Business Training is of paramount
importance in the home life of the student. He and his par-
ents make many moves every day involving business practices.

Many of these activities are put in the hands or the chil-
dren. Included in the list are running errands , buying gro-

ceries,and similar articles, answering the telephone, paying
the gas bill, buying clothing, depositing money in the bank
for the father, wrapping and mailing plickages, and many
others seemingly unimportant in themselves, yet considered
as a whole, an efficient performance of each is a great help
to the family, and is good training for the younger members.
Many of these activities may be lmrned by the trial and error
method - experience - but the course in Junior Business
Training should provide a short-cut to experience, and to a
certain extent eliminate the error.

Many junior high school students carry on work outside
of school hours, on week-ends, and daring vacations.
Table XIV gives some idea as to the nature of this work.
It is evident from the table thRt the majority of the pupils
are engaged in work of a commercial nature. It is also evi-
dent that none of the occupations requires training of a
specialized technical nature. There are certain elements or
activities that are shared by most of these cecupations.
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Table XIV

WORK CARRIED ON BY NINTH GRADE STUDE:TTS OF TUCSON JUNIOR
HIGH SCHOOLS OUTSIDE OF SCHOOL HOURS

Kind of wor4 EbnsfeldEg_z_at.LctSafford RoskruGe Total
1o.

Clerk in store 23 27. 19 25.6 21 30. 63 27.5
Delivery work 23 30. 21 28.3 12 17.1 59 25.7
Paper route 23 27. 15 20. 18 25.7 56 24.4
Selling rapers 10 11.7 15 20. 10 14.2 35 15.2
Child care 12 14. 8 10.8 8 11.4 23 12.2
Yard work 8 9.4 12 16.2 3 4.2 23 10.
Messenger 10 11.7 6 3.1 5 7.1 21 9.1
Curb hop 6 7 3 4. 8 11.4 17 7.4
Farm wxk 6 7 3 4. 5 7.1 14 6.1
Office wark 3 3.5 3 4. 7 10. 13 5.6
Building trades 6 6. 4 5.4 1 1.4 11 4.8
Dist handbills 0 0 9 12.1 0 0 9 3.9
Market helper 4 4.7 2 2.7 2 2.8 8 3.5
Service station 0 0 5 6.7 1 1.4 6 2.6
Caddy 0 0 4 5.4 0 0 4 1.7
Magazine sales 1 1.1 0 0 0 0 1 .4

Having the work
listed above 85 57 74 71.8 70 58.3 229 61.5

This table should be read thus: twenty three or

twenty seven percent of the ninth grade students of Mansfeld

Junior High School have worked as a clerk in a store in the

last two years.
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Among them might be mentioned the handling of money, figur-

ing costs, writing receipts, carrying out directions, keeping
s imple records , and others of a like nature . Junior Business
Training should offer content which is directly applicable to
these occupations.

The extra -curricular program of the junior high schools
also calls for a number of business activities on the part
of the student. As will be seen from Table XIV, a knowledge

of how to keep simple club records is indicated as being the
most useful item. Our junior high schools have until re-
cently carried on a well defined club program. Even now,

without the clubs, there is ample opportunity for the use of
business activities in the Rome Room Organizations. Sometimes

a student is put in charge of attendance records; many times
there is money to be accounted by the treasurer, minutes to
be kept by the secretary, program supplies to be purchased,
letters to be received and writ ten, and numerous elect ions
to be held. Here is another case where principles learned
at two o'clock may be put to use at three. Other activities
involving business practices are school plays and entertain-
ments, the school newspaper, the yearbook, and school con-
cessions at athletic meets . In fact , the world of bu sin ess .

is just as present in the school life of a youngster as is
his home life.
Asa course to meet probable future needs It is generally
recognized that there is a body of skills and business
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knowledge which is used by nearly everyone regardless of

vocation. It consists of those seemingly trivial things

that we do every day. Since they are so common it is taken

for granted that they are performed correctly by virtue of

experience. This is not necessarily true, and sometimes

experience is a bitter teacher.

In the past development of the coarse this phase was

neglected. Weersing
21 in 1927 retorts that general business

training of the sort needed by everyone, irrespective of

vocation, was lacking in most of the schools.

Some of these activities which are performed by every -

body have been compiled by BlackstoneP This list was for-

mulated by leaders in the field of education.

1. To know what factors make high and low rent

2. To know ho a taxes are assessed

3. To knowhow to make tax returns

4. To know how to ship by freight and express

5. To know how to check and transfer baggage

6. To know how freight classifications are made

7. To know how to save and invest -money

./.4010111.1115.

21 WeersinE.,,, F.J. Commercial Education in the Public
Hi-,11 Schools of Yinnesota
Unpublished thesis Univ of Minn. 1027
Departrent of Superintendence
Sixth Yearbook p 453

22 Elackstone, E.G. Studies in Commercial Education
Univ. of Iowa Monograph Vol. VIII
No. 3 p18
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S. To understand the elementary principles of
life insurance

9. To know how to calculate the dividend of a
member of a co- operative store

10. To know how to read meters

11. To calculate the cost of a fraction of a pound
quart, or dozen when the unit price is given

12. To know how to prepare a budget

13. To know how to prepare shipping papers

14. To know how to keep simple accounts

15. To know how to procure and use travelers checks

16. To know how to manage a bank account

1 7. To know how to properly write a check

le. To know how end when to stop payment on a check

19. To know when a check should be cashed

There is a need for the student to have a knowledge

of the use and meaning of business terms, so that he may

read intelligently business reports in newspapers and

magazines. It is also important that he be able to con-

verse more or less fluently on business topics. A study in

this respect was made by Blackstone23 by analyzing the con-

tent of fifteen different newspapers and magazines to deter-

mine what kind of terms were most used. (See Table XV)

The general references were divided into specific ref-

erences and the same magazines analyzed again. These are

tabulated in Table J vi.

23 op. cit. p 19



Table XV

GENERAL REFERENCES TO BUSINESS AND ECONOMIC TERMS FOUND IN
FIFTEEN NEWSPAPERS AM MAGAZINES

Rank Reference frequency

1. money and banking 4170
2. trade and distribution 3221
3. business organiqation and administration 2208

1860
1225
849
797
512
191
149
237

4. investments
5. record keeping
6. production
7. taxes and revenue
8. property, wills, and estates
9. transportation and communication
10. insurance
11. unclassified

Table XVI

SPECIFIC REFERENCES TO BUSINESS AND ECONOMIC TERMS FOUND IN
MAGAZINES AND PERIODICALS

Rank Reference frequency

1. corporations 190
2. costs 167
3. profits 160
4. pay payments annual payments 155
5. sales 151
6. finance 145
7. capital 142
8. investment 130
9. money 129
10. credit 129
11. price 123
12. industry 118
13. market 110
14. competition 108

These two tables serve to show what topics are fore-

most in the news of the day. Junior Business Training should

provide elementary information about each so that ordinary
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discussions will have some meaning to the reader. Of course,

it would be impractical to attempt to study the higher

branches of these subjects in the junior high school, but

the ordinary person should have some interest in topics

other than the sport page and the comics, and this interest

may be based on an understanding of the terms of business.

Besides a knowledge of the terms of business Black-

stone made a study of the knowledges and skills which are

used in everyday adult life. Two thousand business men re-

ported on the common knoWledges and skills which they

thought everyone should know.

Table XVII

RANK ORDER OF SKILLS AND KNOWLEDGES MICH EVERYONE SHOULD
POSSESS , ACCORDING TO THE OPINIONS OF 2000 BUSINESS MEN

RAISE KNOWLEDGE OR SKILL FREQUENCY

1.. Principle of a good letter 320
2. General knowledge of balking 315
3. Danger of indorsing notes and checks 308
4. Importance of making a will 303
5. How to figure simple & compound int. 289
6. Necessity for title examination 285
7. How to write a simple contract 281
8. Kinds and importance of insurance 280
9. Nature of 1st and 2nd mortgages 268
10. Danger of cashing checks 267
11. How to make ,income tax returns 255
12. How to write a check & keep stubs 265
13. Danger of investing on appearance 258

PCT

16.
15.7
15.4
15.1
14.4
14.2
14.
14.
13.4
13.3
13.2
13.2
12.9

24 op. cit. p 20
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These items shown in Table XVII were expressed in terms

of experiences and sent to a group of laymen in Colorado.

One hundred seventy four usable replies were used in making

Table XVIII.

Table XVIII

FREQUENCY OF TWO HUNDRED FORTY EIGHT BUSINESS ACTIVITIES AS
REPORTED BY ONE HUNDRED swam FOUR LAYMEN

rank activity frequency pct.

1. used a telephone
2. endorsed a check
3. wrote a check and stub
4. used first class mail.
5. wrote business letters
6. sent-Post Office Money orders
7. wrote a receipt
8. insured mail
9. bought railroad tickets
10. registered mail
11. kept a cash account
12. used a time table
13. used Parcel Post
14. cashed a money order
15. kept books and records
16. transferred on street car or railroad
17. bought insurance
18. prepared a deposit ticket

.
239 borrowed on call loan
240 had an article patented
241 had insurance during bankruptcy
242 subject to legal action on short checks
243 exercised exemption in garnishment

162 93.1
161 92.5
146 83.9
146 83.9
145 83.3
139 80.
139 80.
137 78.7
136 78.1
134. 77.
125 71.8
123 70.6
121 69.5
121 69.5
114 65.5
110 63.2
109 62.6
108 62.

2 1.
2 1.
1 .7

1 .7
1 .7

These tables show that there is a body of skills that

everyone uses. It will be noticed that many are of a very

elementary nature, suitable for content in a course of gen-

eral business training in the junior high school. Of course,

by making this the basis of a course in the senior high school,
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'the more advanced reaches of subject could be attained,
but in that case the needs of the dropout student would
be neglected.

A course to provide for self activity and early develoy-
ment of leadership and individuality In the junior
high school particularly, the meaning of a certain much
expressed idea has been put to practical use: "We learn
by doing." This idea of doing things with the hands ap-
peals to the junior high school student; and, if at the
same time he can exercise his mental equipment, so much

the better.
"General Business Training", says Cox, 25 "in practice

often seems to emphasize the informational goal. Thus the
course has fallen into the perilous path of academic educa-
tion. It has attempted to seek a shortcut to experience and
understanding by means of verbalism, definitions, and ab-
stractions. This kind of procedure is likely to be as futile
as chronological history or formal grammar............Com-
mercial education in the junior high school should consist
of activities and experiences always parallel to, often
dramatically produced, and sometimes actually consisting of
the very socio-economic experiences of everyday life. These
activities should be planned and carried out so as to re-
enforce, guide, and direct the attitudes and behaviors of
the boys and girls, both in school and in their lives out-
side and beyond the school."

Since business activities are so varied and numerous
in the life of the pupil, it is not particularly difficult

25 Cox, P.I.L. The Junior High School and its Curriculum
Scribeners 1929 p 366
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to follow the foregoing suggestion. It is the duty of all
the courses in the junior high school to contribute to the
development of individuality and leadership, but due to the
social nature of the content in Junior Business Training, it
should be one of the leaders in this respect. This phase of
the course will be further discussed in the chapter on
Motivation.

Summary There is a need in the junior high school for
an exploratory course in order to have a better selection
of students in the commercial courses in the senior high
school. There is need for vocational and pre -- vocational
subject matter and a great need for certain knowledges and
skills used by everyone regardless of occupation. Due to

the socialized nature of the subject matter there is ample
opportunity for the student to develop initiative and leader-
ship by means of self activity.
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Chapter IV

Me Content of a Course in Junior Businem Training

The content of a course in Junior Business Training

should be so selected es to meet the needs outlined in the

preceding chapter. The curriculum has no definite objec-

tives except in connection with a definite group and in

relation to the community in which it is to operate. This

means that if it is at all possible a survey should be mcde

before the course is established. If the airvey is impossi-

ble, it would probably be best to select a similar community

where this had been done. Above all else, attention should

be paid to the immediate and probable future needs of the

citizens in the particular locality. Besides the functional

needs, provision should be made for exploration and prevoca-

tional knowledge ana skills.
.

The content of a typical course nay be briefly out-

lined 4s follows:

1. Informational
a. travel services
b communication services
C. store services for the consumer
d. shipping services
e. bank services
f. investment services
g. Insurance
h. contracts
ie business forms and terminology

2. Vocational
a. retail selling
b. filing and finding
C. letter writing
d, applications for employment



42

3. Foundational
a. thrift and savings
'b. record keeping land budgeting
C. business behavior
d. character end personality

This foregoing outline probably contains the essential
elements of the course. However, a more logical way of ex-

pressing the content would be to put it in terms of action
and arrange it according to its usage. Although the fol-
lowing content is divided into arbitrary units, it is not
the writer's contention that the rnterial be taught accord-
ing to these units. This particular arrangement is used in
order to show that the alb ject matter which is to be recom-
mended fulfills the needs outlined in the previous chapter.
Content to meet immediate needs

1. Suitable for home use
a. buying groceries fcr the family and getting

full weight and measure

b. buying clothing and getting the desired
quality, returning undesirable goods, pay-
ing and receiving change

C. depositing money in the bank being careful
to have the checks endorsed 'for deposit'
using the pass book and duplicate deposit
tickets

d. wrapping and I-inning packages - using heavy
paper, having them correctly tied, legibly
addressed, and, if valuable, insured.

e. answering the telephone, taking memoranda,
calling long distance

f. writing business letters
g. accepting C.O.D. packages
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h. reading the..ïmeters and verifying the
light and gas bill

i. keeping a personal budget and expense
record based on al lean c e s or wages.

2. Suitable for school use
a. keeping club minutes

b. advertising a school function - organizing
a staff, placing posters, writing an ac-
count for the newspapers

C. keeping nmbership and club records
d. managing a ticket sale for a school function
e. operating the mimeograph for school bulletins

and pro grams

f. minding the office for short periods -
answering the telephone, receiving visitors,
locating students

g. helping make inventories of classrooms and.
supply rooms

h. filing enrollment ösrds and attendance cards

3. Suitable for use in work outside of school hours
a. business manners - how to meet and introduce

peo ple

b. how to apply for a job - locating a vacancy,
blind alleys, letters of application,
personal application, references, recommendations
behavior during the interview - dress, personal
appearance, manners

d. elementary techniques in selling such as maga-
zine and newspaper subscriptions

e. how to make change, how to detect counterfeit
money
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f. how to run errands - follow directions,
get a delivery receipt

g. hoar to figure sales tickets, invoices,
discounts

h. advertising -- window signs, show cards

i. how to mind an office

j. how to take orders for merchandise over
the telephone

k. how to fill out common forms

Ex Elo ra to ry and - me - vocational c o nt en t

1. Bookkeeping

a. use of the simple personal account .

b. use-of vouchers, check stubs, and- a check
register.

c. simple-and compound interest -- use of
. . tables and short-cuts

d.. discounts - single end multiple

e. elementary work .in journals

f ..use of the cash book

2. Secretarial

a. form of a business letter

b. business spelling -

e. use of reference books .

d. use of long distance in malting appointments

e. filing - indexing, geographic, subject,
numeric, cross references

f. telegrams - composing, counting chargeable
words, relative costs of the different ser-
vices
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g. usage of common business terms

3. Sal esmansh i p

a. how to conduct an interview

b. how to construct a sales letter

a. business manners in regard to entering
homes and offices

d. credit - when to extend, to whom, abuses

4. Commercial law

a. contracts, negotiable papers, common car-
riers, agency, bankruptcy, garnishments,
attachments, bills of sa le , statutes of
limit at ion

b. how to proceed to collect an overdue account

C. study of the activities of lawyers

Content suitable to meet probable future, needs

1. Insur -ance - principles, terms and definitions
types of policies best suited, property insur-
ance , heal th and accident, public liability

2. How to send money - drafts, Post Office money
orders, express and telegraphic money orders

3. U. S. Mail - classes, registry and insurance
rates, addresses, wrappings, unmailable arti-
cles

4. Bank Services

a. how to open an ac count - references,
signature cards

b. how to use the pass book and the du pli ca te
depo sit ticket

C. how to write checks and stubs

d. when not to accept checks - "hot checks"
"rubber checks" forgery and raised checks

e. how and when to "stop payment"
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valid receipt

g. how to borrow money -- security, rate of
interest, discounting notes, danger of
indorsing notes for others

h. use of safety deposit boxes, access, cost

i. use of banks as trustees.

5. Verifying sales tickets, invoices, statements,
bills

6. How to construct budgets-household, business

7. How to keep records for the home, comparison
with the budget

8. How to write good business letters. How to
order goods by mail

9. Using the different means of travel

a. railroad time tables -- planning itineraries
accommodations

b. by boat -- accommodations of different class,
cost, foreign exchange, passports, visas

c. by auto -- service station credit cards, A.A.A.
service, tourist courts, travellers checks

d. by airplane --- relative cost, accommodations,
safety

10. Installment buying -- advantages and disadvantages

11. How to obtain credit --- disadvantages and advan-
tages of credit

12. How to invest money -- earmarks of a good invest-
ment, rate of interest, stocks, bonds, building
and loan, Postal Savings, savings bank, first
and second mortgages, unsecured loans, dividends,
annuities

13. Consumer education --how to buy wisely, earmarks of
quality, how to interpret advertising, reasons for
special sales, how to detect frauds
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14. Hovr to go about applying for a job-- -
references, recommendations, letters
of application, employnt bureaus

15. Shipping services

a. Parcel Post-- unmaiiable articles, zones
weight, size, wrappings, insurance

b. Express relative cost, insurance

e. freight -..liability of the railroad,
bills of lading, cost

d.. How to make
. C.O.D. shipment s

16. Taxes --where to pay, assessments, property
tax, poll tax, income tax, luxury tax,
sales tax, internal revenue

17. Use of reference books- -
city directory, telephone book, atlas,
U.S. postal guide, Dun's rating book,
time tables.

Summary It has been the intention of the writer

to recommend content of a wide and varied nature, cover-

ing as nearly as possible the whole field of business.

This content has been defined in terras of action, and has

been grouped according to the different needs which the

course is designed to fulfill.



Chapter V

The Grade Placement of Junior Business Training

There is e wide range in the grade placement of the
subject. In the state of Arizona we find the course offer-
ed in the eighth grade and also in the eleventh grade. There
are other states which offer it as a seventh grade elective.
Due to this wide range it would seen that the course is
not very well standardized as to aims, and consequently, as
to content and method.

Lide26 gives us a picture of the trends of grade place-
ment in the junior high schools. His study included all of
the commercial courses, but as has been pointed out, the
tendency is to build the commer c ial curriculum around the
course in Junior Business Training. In other words, this
general elementary course is taking the place of other more
specialized courses. There is little reason, to believe that
Junior Business Training is not one of the influential fac-
tors in tb,ese trends. (See Table XIX)

The same invest iga to rte` shows the trends in regard to

decreasing the number of commercial courses in the junior
high school. (See Table XX)

26 Lide , Edwin S. Trends in the Junior High School
Programs ó tudy
School Life 17:34-35 (Oat. 1931)
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Table XIX

TRENDS IN THE GRADE PLA CEMM T OF C Vl4 ivI R CIAL SUBJECTS IN THE
TUNIOR HIGH SCHOOL

7th 8th 9th

1915-1920

1929-1931

21

7

33

18

38

51

A distinct movement toward the placement of commercial

subjects in the ninth grade is noted on the preceding table.

Table XX

THE NUMBER OF COÌJ.M RCIAL COURSES OFFERED IN SIXTY JUJNIOR
HIGH S C ID OLS

year xaedia.n

1915 - 1920

1929 1930
3.4

2.4

range

1.25 - 6

1.5 3.9

These trends are actual since the courses of study
of' the same schoolsools were studied- in 1 °30 as in 19M.

Figure 1 shows the distritution of time spent on com-
mercial sub jects in the same junior high schools that were
studied and shown in Tables XIX arld MX. It is noticeable
that the trend is again toward the ninth grade.

Lide27 concludes, "Better 'articulation between the

2? op. cit. p 36
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7th 8th 9th . to'tal

the percent of
total time spent
on corn. ercial

sab jeets
1915 - 1920

FIG. 1

percent
of total t iue
1929 - 31

TI L] DISTRIBUTION OP TILE SENT ON COLi1_,JRCIAL SUBJECTS
IN JUiáIOR rilúli 'SCHOOLS
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two lower grades and the upper grade is evident in the
greater number of schools offering generalized and explor-
atory courses such as General Language , General Mathematics,
General Science, and General Business Training."

Walters28 reports the practices of forty junior high

schools in cities of ten thousand to two million inhabitants.

The distribution was widely scattered geographically. He

found that fifty -five percent of the schools offered Junior

Business Training in the eighth grade, thirty percent in the

ninth grade, and fifteen percent in either the eighth or

ninth grade. He reports further that it is the practice for

all commercial subjects in the junior high school to be con-

sidered as variables; that is, they are required of commercial

students but not of academic students. Some schools, however,

make an exception and list Junior Business Training as a

constant.

Other findings29 based on studies of one hundred thirty -

nine junior high schools show that the course is elective in

either the eighth or ninth grade along with other comer cial

subjects. None of these one hundred thirty -nine report it as

a constant.

The U. S. Office of Education reports that ordinarily

Junior Business Training is not a required subject in the

schools that offer it .30

28 Walters, R.G. Basis for Constructing the Commercial
Curr i ciaa
The Balance Sheet Vol 14 p 299 (Mar. 1933)

29 National Education Association Research Bulletin
Creating a Curriculum for Adolescent Youth
Vol VI No 1 p25

30 U.S. Office of Education Bulletin 1932 No. 17 p 268
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_Placement in the high school It has already been pointed
out that Junior Business Training is very well adapted to
the junior high school, but there are many localities which
have not yet adopted this type of organization. It might
be of interest to note the status of the course in the
senior and four year high schools.

Table XXI

GRADE PLACEME<3T OF THE CONNERCIAL SUBJECTS MOST FREQUENTLY
OFFERED IN EIGHTY SENIOR AND FOUR YEAR HI CH SCHOOLS

year offered 9 10 11. 12 total
no. of semesters 1 2 1 2 1 2 1 2

1st yr bookkee ping 13 52 15 80
1st yr typing 11 33 36 80
1st yr shorthand 2.. 34 48 80
Commercial law 3 1 7 4 45 6 66
Sale smanship 2 1 15 14 21 3 46
Office Practice i 3 24 12 40
Commercial Arith. 12 1 19 3 3 2 40
Gen. Bus. Tr. 13 10 23
Senior Bus.Tr. 1 1
Commercial. Geog. 7 9 17 8 5 3 2 ' 51

It is evident from the table that the technical
courses such as bookkeeping, typing, and shorthand are com-
monly introduced in the tenth or eleventh grade. From a

standpoint of interest then, it would seem wise to offer some
elementary business course which would hold the attention of
the student until he is far enough advanced in a general way
to profit from more specialized work. Junior Business Train-
ing is exploratory, and, to a certain extent pre-vocational.
This is probably tart of the reason for its being offered in
the ninth grade.
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One argument for offering the course in the ninth

grade or later lies in the fact that in many instances the

credit may be applied to college entrance. In this regard

Walt ers31 made a study of the colleges that will accept

commercial credits as a part of their entrance requirements.

The data which he gathered are included in Table XXII.

Table XXII

PRACTICES OF THREE HUNDRED THIRTY THREE COLLEGES AND UNI-
VERSITIES ACCEPTING HIGH SCHOOL COMMRCIÌL CREDITS

Nb. of units accepted 1 1 2 3 4

Commercial Geography 137 72 4 4 1
Commercial Law 138 61 3 1 1
Typing 44 111 3G 1 1
Bo okk ee ping 12 12G 6 64 3 2
Shorthand :12 114. 2 71 1 2
Commercial Arith. 34 79 1 2 1
Salesmanship 98 27 1 2 1
General Business 41 32 1
Business English -77 rg 2 1 1
Office Practice 1 1
Commercial History 1 1

This table is read thus: one hundred thirty -seven colleges

accept a maxim= of one half unit of commercial Geography

credit; seventy -two accept a maximum of one unit credit.

It is pointed out that seventy-three, or almost twenty -

two percent, of the colleges and universities accept general

business credit. This fact must be taken into consideration

when the program of studies is being established.

The attitude of the North Central. Association, however,

makes a provision for the course in runior Business Training

31 Walters, R.G. Basis for Constructinz the Commercial
CuriciIm
Th-e Balance Sheet Vol. XIV p 248 (Feb.1933)
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to be placed prior to the ninth grade. It recommends th

introduction of vocational subjects such as agriculture,
manual training, household economics, and comrercial sub-

jects into schools vThere local conditions render such intro-
duction feasible.32

Summary It is the practice to offer Junior Business
Training in either the eighth or the ninth grade. in com-

munities where a high percentage of the junior high school
graduates eventually enter college it would seem wise to
offer the course in the ninth grade in order to take advan-
tage of practices in college entrance requirements. On the

other hand, where there are many drop-out students it would.
possibly be better to offer it as an ek-hth grade course.
In instances where the curriculum is differentiated, it is

the practice to require junior Business Training in the com-
mercial course, but in the sin e curriculum it is usually
elective. The trend in the junior high school is gray from
a large number of con7ercial courses and toward one general
course - General Business Training.

32 North Central .2..ssociation Quarterly
Vo 1 . VII I No . 1 ( June , 1.933) p 113
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Chapter VI

Measuring Some of the Results of Junior Business Training
in the Tu es on S ch o ols

The outcomes of any sub je et nay be defined in to nns of

knowledges, attitudes, and skills. The exact measurement of
all these outcomes is a difficult task. The writer has at-
tempt ed to measure some of the results, by means of a qu.es-

tionneire sent to the students of t$e Tucson Senior High
School. The preliminary tabulation of the results follows:

Table XXIII

GRADE DISTRIBUTION OF TUCSON HIGH SCHOOL STUDIZITS .R.. RN-
Z11iG ME WRITER'S QUESTIONNAIRE -

sophomore junior senior total

Have you taken
a course in
Junior Business
Training
percent

yes. no yes no yes no yes no

320

83.6

63 280

81.6

63
--

169

74.4

58
.

769

80.6

185

Junior Business Training is a required ccurse in the
junior high schools of Tucson, but the fact that many
students enter the senior high school from elsewhere pro-
vides a control of one hundred eighty -five, or about twenty
per cent. This group will be used for purposes of compari-
son.
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In regard to the exploratory function of
the course the students were asked if Junior Business
Training had influenced then in their selection or rejec-
tion of senior high school commercial courses. The tabu-

lation of responses appears in Table XXIV.

Table XXIV

JUBGIET-2S OF PUPILS CON CMINING TH E EXPLORATORY VALUE OF JUN-
IOR BUS INIiSS TR.= TivTG

Helpful
...

Not helpful Not reporting
No. pct. No. pct. No. Pct.

Sophomores 220 69 12 3 88 27
Juniors 223 79 9 3 48 17
Seniors 138 81 10 6 21 13

Total 581 75.5 31 4.1 157 20.4

It will be noticed that the percentage of sophomores
that indicated an influence of Junior Business Training is
much smaller than the other two classes. This is, at least
partly, due to the fact that only two commercial courses
are open to them -. typing and shorthand.. The students report
that the courses vaich were influenced either pro or con
were typing, bookkeeping, shorthand, and commercial law.

An examination of the enrollment in commercial courses

seems to indicate that junior Business Training is influ-
ential in the matter of s ele ct in g commercial work. Although

the differences on Table XXV ere too slight to be reliable,
the writer claims they are only an indication.
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Table

AVERAGE NUMBER OF COVIIESCIAL COURSES PURSUED BY JUNIORS AID
SENIORS IN THE TUCSON HIM SCHOOL

Students having taken
Junior Business Training

Students not having taken
Junior Business Training

Juniors

,67

.64

Having taken Junior Business
Training and no other

Comrercial courses

Not having taken Junior
Business nor any other

Commercial course

Sei lors

1.43

1.36

20.3%

Provided the two groups of students are similar, and
there is little reason to believe they are not , the pre-
ceding tables point out to a mall degree that Junior
Business Training puts a favorable imprint on later comrwr-
ci al courses.

Pre-vocational value A claim has been advanced in Chap-

ter III that Junior Business Training has certain pre-voca-
tional values. It was indicated that it should be of help
in other commarcial courses. The questionnaire described
in the introduction attempted to find out which c curses were
benefitted most by the elementary ccurse, and the miner of
students who believed it had been of .11e1p. The results
are arranged in Table XXVI.



58

Table XXVI

STUDENTS' OPINIONS AS TO WHETHER JUNIOR BUSINESS TRAINING
IS HELPFUL IN OTHER CLASSES

Helpful - Not helpful Not reporting

No. pct. no. pct. no. pet.

Sophomores 77 24 82 25.6 161. 50.3
Juniors 118 42.1 67 23.9 95 33.9
Seniors 70 41.3 27 16. 72 42.6

Total 265 34.4 176 22.9 328 42.6

The courses most frequently reported as having been

helpful were bookkeeping, typing, &iglish, shorthand, com-

mercial law, salesmanship, commercial arithmetic, and a

variety of miscellaneous subjects. The opinions in regard

to several of these subjects were analyzed and the results

tabulated in Table XXVII

Table XXVII

STUDENTS' OPINIONS AS TO THE HELPFULN BS S OF JUNIOR BUS IN ES S
TRAINING IN CERTAIN O J1IER COURSES

No. taking. Bus.Tr.
helpful

Percent

Bookkeeping 87 79 90.8
Shorthand 103 28 27.2
Commercial law 79 32 .40.5

The indications so far have been largely a matter of

students' opinions. It might be well to see if grades in

the different subjects indicate the same degree of helpful-

ness. (See Table XXVIII)
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Table =VIII

AVERAGE GRADES OF TUCSON HIGH SCHOOL STUDENTS IN COMER -
CIAL C OURSES

those having
had

Jr. Bus. Tr.
those not

hav ing had
Jr. Bus. Tr.

Bookkeeping
Juniors 2.3 2.4
Seniors 2.17 2.35

Shorthand
Juniors 2.29 2,54
Seniors 2.42 2,55

Commercial
Law Juniors 2,4 3.1

Seniors 2.68 2,4

Salesranship
Juniors 2.7 2.83
Seniors 2.35 2.7

It w ill be noticed t hat the differences in the aver age
grades to the two groups are sligit , yet in seven out of
the eight cases there is a difference seemingly in favor
of the elementary course.

A course to meet immediate needs In regard to content of
immediate value the writer considered that the students'
opinions are of some value. The gxestionnaire asked if they
had had work within the last two years, the kind of w ck,
and whether the course in Junior Business Training had helped

them aisy in the work. The data are arranged in the next

three tables.
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Table XXIX

NtJIZER AND PERCENTAGE OF STUDENTS 1HO HAVE HAD WORK OUTSIDE
OF SCHOOL HOURS

No.enrolled No. having
work

pct.

Sophomore 383 85 22.1
Junior 343 112 32.6
Senior 227 90 39.6

Total 953 287 30.1

The next table shows the distribution according to the
kind of work. It would be well to keep in niind the c ant ent
recommended in Chapter IV to see if it meets in any degree
the needs of the students in regard to the work which they
carry on outside of school hours.

Table XXX
KINDS OF WORK PARTICIPATED IN DY STUDENTS OF THE TUCSON SEN-

IOR HIGH SCHOOL

soda. junior senior tot al
No. pct. No. pct. No. pct. No. pct.

Work in a store 29 34.1 37 33. 28 21.1 94 32.7
paper r cxt a 13 15.3 19 3.7. 17 18.6 49 17.
soda fountain 2 2.3 9 8. 8 8.8 19 6.6
manual labor 10 11.7 5 4.4 2 2.2 17 5.9
child care 1 1.1 7 6.2 :° 9 10. 17 5.9
Messenger 1 1.1 9 8. 5 5.5 15. 5.2
office work 2 1.7 10 11.1 12 4.1
servi ce station 6 7. 2 1.7 3 3.3 11 3.8
yard work 6 5.3 3 3.3 9 3.1
usher 2 1.7 5 5.5 7 + 2.4
waitress 1 1.1 2 1.7 3 3.3 6 2.
janitor 3 2.6 3 ,1.
building trades 3 3.3 3 1.
selling magazines 3 3.5 3 1.
truck driver I .8 1 1.1 2 .7
caddy 1 1.1 1 .3
miscellaneous 15 17.6 16 14.2 11 12.2 42 14.6
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It will be noticed that a majority of the kinds of
work shown on Table XXX may be helped materially by the

course in Junior Business Training, provided the proper
content is offered. At this point it would be well to
consider data which indicate the degree of helpfulness of
Junior Business Training according to students' opinions.

Table XXXI

STUDINTS' OPINIONS AS TO THE HMPFULNESS OF JUNIOR BUSINESS
TRAINING IN TIE ;TORK THEY HAVE HAD

Number that be-
lieved the course
was helpful

percent

sophomores 33 42.8
juniors 33 42.7
seniors 34 50.

total 105 44.8

These figures are not entirely encouraging, but one
must remember that not all of the students were engaged
in commercial occupations.

It is interesting to note that students having taken
Junior Business Training are more successful in obtaining
work. As will be shown on Table XXXII the differences are
insignificant and my perhaps be due to other influences.
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Table XXXII

A COI ARISON OF THOSE HAVING HAD BUSINESS TRAINING AND THOSE
NOf HAVING HAD IT IN REGARD TO OBTAINING WORK

Those having had
jr. Bus. Tr.

Those not havinghad Jr.. Bu s . T r .

No. pct. No. pct.

sophomores 77 24. 8 12.4
juniors 89 31.7 23 36.5
seniors 68 40.2 22 37.9

total 234 30.4 55 28.8

Besides the matter of work an attempt was made by

means of the questionnaire to find what part or topics of
the content were being put to use by the high school students.
Here, as in the junior high school questionnaire, a complete
list of the content was not given_ as it would have been too
long and required too much time . However , a few of the typical
items of the content were submitted in the form of a check
list. The extent of the usage follows.

Table XXXIII
THE EXTELIT OF THE USAGE OF SOME TYPICAL ITEMS OF TETE CONTENT

OF JUNIOR BUS MESS T RAININ G

soph. junior senior total
pct. pct. pct. pct.

bus mess letter writ ing 41.5 43.1 40.9 41.5
application for work 37.3 37.6 44.5 39.1
business manners 26.6 31.1 36.1 30.5
filing 11.2 18. 20.7 15.9
club records 10. 16. 11. 12.3
bank services 11.3 12.2 14.9 12.3
advertising 12.2 10.2 11. 11.2
not reporting 37.8 32.3 29. 33.7
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Due to the fact that the .fist of cotent was greatly
curtailed and was placed at the botta of the page where it
did not evidently receive a full share of the time of the
students answering it, the percentage of students not re-
porting is not exactly indicative of the fact that they
had. no use at all for any of the items of content. A

similar list was sent to the students of the junior high
schools. The results are shown on Table XIII. It will be
noted that the number not reporting is very small. The

list was longer and more time was devoted to filling out
the questionnaire.
Attitudes One of the aims of the course in Junior Business
Training is to encourage habits of thrift and savings. One

indication of thrift is the fact that a pEzson has a budget.
Likewise, en indication of saving is the fact that he has a
savings account or life insurance. An inquiry was made in an
attempt to find out how many students were raking practical
use of a knowledge of budget making. The following figures
answer the question 'Did the coarse in Junior Business
Training influence you to keep a personal budget ?'

Table XXXIV
1.'HE INFLUENCE OF JUNIOR BU-SINS TRAINING IN THE MATTER OF

STARTING A BUDGET

so ph. junior
Students indicating
an influence 37.1% 38.2% 41.4% 33.4%

senior total
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It would have been wise to have arranged the question
so as to have shown the comparison with the control group.

If it is really true that thirty -eight percent have been in-
fluencers to keep a budget the results in this direction
are moderately satisfactory.

The results obtained from the question 'Did the course

in Junior Business Training influence you to start a savings
account ?' are shown in Table XXXV.

Table XXIV

THE fl FLUMIC E OF JUNIOR BUSINESS TRAINING IN THE TTY OF
STARTING L SAVINGS ACCOUNT

Students indicating an
influence

so ph. junior senior total
40.9% 35. % 43.1% 39.5%

Here again, the results would be more reliable if
there were a control group, but as they are, they seem to
indicate a fair degree of success.

In the natter of life insurance, the students were ask-
ed to indicate whether or not they had a policy and when it
was started. A total of three hundred thirty indicated
that they had a policy. Of this group, there were sixty -
three who had taken a policy since entering the senior hi
school. The distribution may be seen on Table X XVI .

2
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Table =VI
LIFE INSURANCE POLICIES STARTED BY STUDENTS SINCE mTT'ERING

THE SENIOR HIGH SCHOOL

Those having
had

Jr.Bus.Tr.

sopb.. `junior senior total

no. pct. No. pct. No. pet No.' pot.

15

3

13.6

13.

18

3

20.

18.7

18

6

27.2

2.

51

12

19.1

18.7

Those not hav-
ing had Jr.
Bus. Tr.

Here, as elsewhere in this Chapter, the differences
are too slight to be reliable. In the case of high school
students taking out insurance, it seas more likely that
the influence and the wherewithal comes from the parents,
since the earning power of boys and girls this age is
limited.
Conclusions In regard to the exploratory value of Junior
Business Training the seventy -five percent of the responses
(Table /XIV) which claimed that the elementary course had

helped them to select or avoid certain future courses in-
dicate that the course is functioning in this respect .
The average number of commercial courses taken and the

percentage of those who have taken no commercial courses
indicates that Junior Business Training has been active in
pointing out to the students the value of certain subjects
in the commercial curriculum.
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This conclusion is also substantiated by the fact that many
students elect commercial law and salesmanship and omit

the more specialized courses .
The pre -vocational value of the course is shown by the

- opinions of thirty -four percent who claimed that the elemen-

tary course had helped them in other school work. The per-

cent in itself is not so conclusive, but one must take into
account the fact that most students do not elect many com-
mercial subjects-many just one course. Also the sophomores

who have not yet come into contact with many commercial

subjects tends to cut down the percentage. In general the
grades in commercial subjects tend to show that Junior
Business Training is a helpful course as a forerunner of
the senior high school commerce curriculum.

The fact that thirty percent of the hier school students
and sixt y percent of the junior high s cho of students have
had work should be a challenge to the course to offer ma-
terial of a practical nature. This is an encouraging num-

ber when one considers the opportunities for work in Tucson.
The forty -four percent which indicated that Junior Business
Training helped them. in -their work is not too encouraging,
since most of the work was of a commercial. nature. This

seems to show that either the boys and girls who had work
did not realize the part Junior Business Training was play-
ing, or else the content was not .adaptable to their needs.
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The content of the course is used to some extent by
a majority of the students, but not to such an extent as
would be desirable.

There is an appreciable influence exerted by the
course in regard to the use of budgets and savings accounts.
In regard to life insurance, the difference between the two
groups is too small to be reliable.

The results which have been forthcoming from the

attempted measurement only in a small degree measure the

effectiveness of the course. There are many other out-
comes besides those considered, and the writer makes no
claim to having measured the total outcomes of the course.
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Chapter VII

Motivation

What is meant by motivation in school work? This

question is met by Colvin33 probably as well as any other

authority.

"Most work that we do until it becomes a matter of
habit is not done for itself, but for some par pose that
lies outside the work as such. This is a motive. The prob-
lem of securing an adequate motive for school work is one
of the most pressing and difficult of all the questions
that confront the teacher."

Colvin divides motivation into several elements:

(a) An appeal to instinctive tendencies such as the

manipulation of objects, curiosity, interest

in movement -- especially self -activity, the de-

sire to make collections, and the play spirit.

(b) Motives based on rewards or punishments

Co) Motives based on rivalry

(d) An appeal to community and vocational. interests.

The work fia the school should be related to

real life activities.

(e) Motives based on a stimulation of the coopera-

tive instincts of the pupil.

33 Colvin, S. S. "An Introduction to High School Teaching"

The Macmillan Co. (1921) p 409
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In this chapter the writer intends to pay particular
attention to devices which rake an appeal to instinctive
tendencies, and to community and vocational relationships.

The teacher According to reports ride to the Bureau of
Commercial Education by different city and state super-
intendents of schools, the greatest difficulty in the de-
velopment of the course in Junior Business T raining is
that of obtaining teachers who can motivate the work.34

This subject, to be well taught, demands a teacher
with a wide range of knowledge . Often the bookkeeping

teacher or the shorthand teacher or the commercial law
teacher will be assigned the course, and it is only natur-
al to expect that he will emphasize his own subject. This

misplaced emphasis may change the general nature of the
course and make it a course of specialized knowledge and
skills.

What is particularly needed is a teacher who has a
good knowledge of all the courses in the commercial cur-
riculum. This is necessary in order to guide the explora-
tion of the pupils' interests and abilities in regard to
school subjects. That is perhaps more necessary is to
have a teacher who has a wide and diversified knowledge

of many kinds of businesses.

34 Office of Education Bulletin 1930 No. 16 p 247
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A glance at the content outlined in Chapter IV will
demonstrate the need for a wide range of knowledge of com-

mercial activities. There a text book is used the teacher
must be able to adapt the content to meet the local needs.
Business customs and practices in different sections of
the country differ in many details. Textbooks often are

inadequate in this respect, so a teacher must be informed
on the different details in the community in which he
finds himself.
Dramatizations In the questionnaire which was submitted to
the junior high school students there was an opportunity to
suggest certain changes which would make class work =ore

enjoyable and profitable. It was noticeable the number of
students who indicated that demonstrations and "acting out
situations" would be worthwhile. In many instances, the
students indicated a desire for activity on their part.
It has been noticed that students enter into these drama-
tizations with a great deal of enthusiasm. Many teachers

seem to think that this method is exceedingly childish and
beneath their dignity of subject. However, according to

educational authority35 it ranks as the highest type of
teaching, and is especially suitable in the junior high
school. Many topics of the content are well suited to this
procedure; among them it might be particularly worthwhile to

35 Colvin loc. cit.
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mention business manners, how to act in the interview,
how to use the telephone correctly, how to sell a maga-
zine subscription or en insurance policy, how to collect
an overdue account without antagonizing the customer, and

how to proceed in getting credit (interview with a credit
manager) .

Lifelike Situations Junior Business Training offers many
good opportunities to present a lesson in a situation
similar to real life. An, example of this is the study of
banking. Of course, this is taken up from the standpoint
of the consumer. For- the exercise in opening the account
it is a gnod idea to have ea ch student fill out the sig-
nature card, provide his own references, and leave the card
with the bi.k ( the teacher or a student banker) , who in

turn will give it to a filing clerk to be put away for fu-
ture reference. Somewhat the same procedure may be fol-

lowed in the making of deposits. Select several student
tellers, the number depending on the size of the class,
and let them supervise the students. If the classroom is
large enough so that several windows are available for the
tellers, so much the better. It is a good idea for the
teacher to instruct the tellers before class, and tb.ereaf-
ter interfere as lit tle as pos Bible.
Practice Sets Recently practice sets have been worked out
with the idea of presenting the material using situations
which approximate those of real life.
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A connected story involving different business activities
is formulated. Many of the activities such as check writing,
receipt writing, sending telegrams, taking telephone mes-
sages, and auditing invoices and sales tickets, recur fre-
quently, thus adhering to one of the laws of learning --
frequency. One of the faults of the old style practice set
was the fact that the practices were too intense. Check

writing was practiced by writing a dozen checks all in the
saine lesson. Them the attention was turned to filling out
Post Office Money order applications, and so on, down the
list of business forms. There was no continuity in the
procedure. The young student's imagination was not aroused
for him to become greatly interested. The writer has had

experience with both types of practice sets and can testify
as to the interest value of the more lifelike situations.

There are some teachers who believe that the use of a
textbook is sufficient. Incidentally, they underestimate
the velue of self activity and practice, without which the
exploration of ability, aptitudes, and interests is dif fi-
cult, not to say impossible. The textbook method seeks a

shortcut to experience and understanding by the use of
definitions, illustrations, and verbalisms. Of all places
to avoid this approach, the junior high school is probably
the foremost.
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On the other hand, as here in Tucson, sometimes the

textbook is omitted entirely and emphasis put on activity
in a practice set. This method seems to be feasible for a
one semester course, provided the school library and the
classroom are well supplied with a variety of good refer-
ence books.

Reference books Every Junior Business Training classroom

should have readily available a good supply of reference
material, consisting of books, magazines, and pamphlets.
These provide an outlet for the interests of those students
who finish their budget of work before the class period
ends. books should include the following: .

a number of the more modern texts

a cyclopaedia of business
commercial arithmetic texts

the city direoto17 and telephone books
several dictionaries
The Shipper's Guide

Who s Who in America'

World Almanac

The Balance Sheet published by the Southwestern
Publishing Company, Cincinnati

The Journal of Business Education by the Haire
Publishing Company, New York City

Time tables, and miscellaneous pamphlets published
by telephone and tele graph companies.
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Visual Aids The importance of visual instruction is

coming to be realized more and more as time goes by.

Many of the techniques of this phase of education nay be

applied to Junior Business Training as well as to any

other coarse. It might be worthwhile to mention briefly

some of the adaptations.

(a) Pictures of machines, devices, files, and other

office equipment which may be out from the ad-

vertising section of magazines and mounted may

be useful. Posters may be used as a means of

encouraging thrift and wise investment.

(b) Moving pictures which illustrate technical

points in business are not yet well developed,

but there are a number of films that provide

for vocational exploration. R ,any also emphasize

the importance of good character and a pleasing

personality.

(c) Slides and stills may be used to good advantage

in reproducing tables, charts, and graphs.

(d) Where it is impractical to darken the room. the

blackboard is indispensable and should be used

frequently in illustrating abstract ideas.

(e) Junior high school students like to make collec-

tions. This interest may be used as a basis for

the collection of business forms which are of
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common use in the community. These forms should

be mounted in groups and displayed in the room. This

display also makes a good exhibit for Parents' Night or

Open House. There are other visual aids of a varied na-

ture,the use of which depends on the size and interests

of the class.

Maniyulation "We learn by doing" has been an overworked

expression, but the practice of this principle has not been

so common on the part of many teachers. However, it is com-

monly understood that it is an important factor in the

learning process. Junior Business Training offers many op-

portunities for this means of motivation.. A demonstration

on the part of the teacher should arouse interest which may

be increased by letting the student perform by himself. This

is sometimes practical with the following equipment if it is

available.

(a) Check writers and protectors -- these may

frequently be borrowed from the students'

parents .

(b) Adding machines - extensive use is not to

be recommended as this would diminish the

opportunity for further practice in the

fundamental process.

(c) Dial telephones - in many communities these

are a novelty, but it takes only a minute

to learn the operation.
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(d) Mimeograph - The use of this machine may

be brought about in the preparation of

school bulletins and similar material.

(e) Files - If several kinds are available each

student should have the opportunity of fa-

miliarizing himself in their manipulation.

(f) Cash register - Sor times it is possible to

borrow one of these machines. Besides gaining

a knowledge of the operation , it offers

sane practice in making change.

(g) Posting and Billing L a chines - While it is

practical to demonstrate then, the technical

usage belongs to the course in Office Practice.

Field Trips It is the writer's opinion that field trips

are not to be indulged in too frequently -- perhaps two or

three times a semester, depending on the size and character

of the class. Each trip should be planned to the smallest

detail. It is a good idea to provide each student with a

check list of questions to be answered from observations.

These field trips offer an opportunity for effective learn-

ing, but if not handled properly they are only a holiday

for the student. If the school has a course in Vocations it

is a good idea for the two courses to co- operate in the

matter of arrangement of trips so as to avoid duplication.

In many instances, telephone and telegraph companies seem
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glad of the opportunity to educate the public in the use
of their facilities. Sometimes banks will accommodate a

small group, and if it is at all possible, the class should
see the operations of the clearing house. The superior court
may furnish a good lesson, provided a case with suitable con-
tent is being tried. While the group is in the courthouse,
a visit to the county recorder, the tax collector, and the
assessor would be interesting, since these offices seem to
be greatly concerned with community welfare, If a factory
or large wholesale house is conveniently located, a trip
to the accounting department, the advertising department,
and the shipping room might be worthwhile. Other possibili-
ties for field trips depend on the kind of city in wh i ch the
school is located.

These trips are best scheduled during regular class
hours, but oftentimes students are anxious to go after
school, or on Saturdays if the occasion promises enough
interest.

Class Discussion The advantages of a class, discussion
are often extolled; but, in the opinion of the writer, the
method is greatly misused. Too often the discussion degen-
erates into a series of questions and answers, both done
in a more or less mechanical way. In large classes a good
discussion is difficult and must be handled tactfully by
the teacher. There are usually some outspoken pupils who
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want to make the most of a chance to monopolize the con-

versation, and more frequently there is the quiet pupil
who has a contribution to make, but cannot find the courage.
It is the teacher's duty to re.ilate these two types if
the discussion is to produce the maximum benefits.
In junior Business Training it has been found practical to
give each of eight or ten students a typewritten slip of
paper on which is outlined some question or situation.
These are handed out on Wednesday, and each of the eight

or ten pupils is to discuss his question on Thursday. When
he has finished, the rest of the class has an opportunity
to express an opinion relative to the question. In the
course of a few weeks, the whole class has had a chance to
lead a discussion. The topics which are assigned each pu-
pil should be of a difficulty corresponding to the teacher's
estimate of the pupil's ability. In this way each student
feels that he has attained a fair degree of success. There

are many problems suitable for this type of discussion. A

few examples follow:

(a) "It is a good idea to leave the cash
register drawer open end in full
sight over night . "

(b) "Mr. X believes that a thrifty person
should pay cash. He is going to wait
a few months until he saves enough
money to repair a badly leaking roof
on his house, rather than borrow the
money."
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(c) "S. M. 'Smarty' Adams, the school "cut-up' ,
is fined ten dollars for destroying pro-
perty as a Hallowe'en prank. As a matter
of spite he presents Judge Andrews with a
bag of one thousand pennies. ghat might
be the Judge's action?"

These examples are sufficient to show the type of
question used. As a mesas of stimulating thought on the
part of the student, and sontime s the parents, this meth-
od has been found very satisfactory.

Extra -class Activities It is commonly understood that
the classroom is the principal agency of learning. This

is largely true, but the fact that there are many opportuni-
ties outside the classroom itself that are useful as a means
of motivation must not be overlooked. Whether these acti-
vities are voluntary or re gaired on the part of the student,
they free him from some of the pressure of classroom restric-
tions. Following is a list of these activities which have
been found practical.

(a) Help conduct the school bank
(b) Keep a scrapbook of business realia
(c) Demonstration of office equipment after

school hours, by agents
(d) Have charge of information booths when-

ever possible
(e) Production of plays of a commercial

nature (36 )

(36) Connell, Jessie F. The Slander Case
The Balance Sheet Vol XIII p 322
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(f) Help with inventory of school equipment
(g) Help in school offices
(h) Organize a junior Business Training exhibit

for Parents' Night
(i) Assist in the school second hand book store
(j) Operate the mimeograph in making tests and

bulletins for school use
(k) Organize the ticket sales for class and

school entertainments
(1) Make a class or club budget
(m) Organize and conduct a commercial museum

consisting of old pencils, pens, papers,
letters, bills of sale, and other forms

(n) Business manager of the school yearbook
(o) Organization of a Junior High School

Chamber of Commerce

This list is not to be considered as complete, for

there is a variety of other suitable activities depending

on the size, location, and operation of the school.

A Junior Employment Bureau In schools where the percent-

age of dropouts during or at the end of the ninth wade is

large, the organization of a junior employment bureau may

be of practical use. It might well be a phase of the voca-

t ional guidance program, if the school supports one.

During the school year, many students work after

school hours and on Saturdays, doing a great variety of

odd jobs, many of a business nature. (See Table XIV and

Table XXX) . There is a need for some agency to place these

pupils in the job where they can do their best work. If this

plan should be adopted, it would be the responsibility of

the teacher to administer it. To the best of the writer's
knowledge, the only place where this plan is in operation at

present is in the Oliver School of South Bend, Indiana.
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Summary Special effort should be exerted to make the
course i.n Junior Business Training as attractive as pos-
sible, in order that the student ney be persuaded to con-
tinue in school as long as he can. The success of these
efforts depends largely on the ingenuity of the teacher.
Motivation in Junior Business Training may be divided in-
to several classes: the personality of the teacher, the
use of demonstrations and dramatizations, the use of
lifelike situations, the use of practice sets, the use of
reference books, the use of visual aids, manipulation of
equipment, field trips, class discussions, extra -class ac-
tivities, and the junior employment bureau.
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Ohapter VIII

bumraary and Recommezsdatiens

Summary

Historical developlaini Junior Business., Training was first

introduced in the high Schools about twenty five years ago,

but with till development of the junior high schools it is be-

coming one of the more important subjects. in the yota.nger or

ganization . At present the course appears in the programs of

about fifty percent of the junior high schools . Comparative

data concerning the course in the .high schools are not avail-

able in the local library, but there are indications that the

extent is not so large as in the junior high school.

Need for a course in Junior Business Training. Due to the
w.. ..., 11M.

Peculiar function pi,the junior high school the junior busi-

ness course is suitable as a partial means of meeting the

various objectives. The course in its several aspects is ex-

ploratory and a vital part of the guidance program, a ter-

minal .course, a pre -vocational, course, a course to meet im-

mediate and assured future needs, and a coarse to provide for

suitable, self activity, Qn the part of the student.

Content The content of the course is arranged in terms of

action or experiences and is grouped according to the needs

of the students. Special attention has been given to content

to meet immediate and future needs,
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Grade placement According to the data it is the practice

to offer Junior Business Training in either the eighth or

ninth grade. By placing the course in the ninth grade the

credit may be used for college entrance. The North Central

Association however makes provision for a grade placement

below the ninth. The trend in commercial _education in the

junior high school is away from a variety of subjects and

toward a course in general business.

Results Students' opinions indicate that the course is

functioning in an exploratory way. Both students' opinions

and grades indicate a pre -vocational value. T .e work in which

the students participate outside of school hours is of such

a nature that the students should benefit by the course, but

opinions as to the helpfulness in regard to work show that

there is room for improvement in presenting content to meet

immediate neeas. There seems to be an appreciable influence

exerted by the course in regard to the use of budgets and

savings accounts, but data in regard to the attitudes toward

life insurance are not conclusive.

Motivation Students' interests in the course depend largely

upon several factors - the ingenuity of the teacher, the use

of dramatizations and demonstrations, the use of lifelike

situations, the use of practice sets, the use of reference

books, the use of visual aids, manipulation of equipment,

field trips, class discussions, and extra-class activities.
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Recommendations

The local situation In order to recommend changes or re-

visions there dust be a specific condition to which they

apply. The writer has in mind the situation here in Tucson,

Arizona. A brief review of the local history of the course

would be useful for an understanding of the recommendations

which will be made.

Junior Business Training has been required of all pupils

for one semester in either the 9A or 9B grade. In each of the

three junior high schools of the city there are from one hun-

dred twenty five to one hundred seventy five students en-

rolled annually in the course.

For two years the text was " General Business Training "

by Crabbe and Blinker 37
accompanied by a workbook by the

same authors. For the last two years we have been using " The

Goodman Store " which is entirely a practice set. No corre-

lated text is used. 38

The last study made of 'drop -outs' in Tucson was in

1929. 39 It included a summary of the previous six years.

It was found that from twenty to twenty five percent of the

enrollment withdrew each year. This seems rather large, but

37 General Business Training Crabbe and 61inker
South- iidestern Publishing Company Cincinatti

38 The Goodman Store A.B. ZuTaveru
Commercial Textbook Company So.Pasadena, Calif.

39 Report of the Superintendent 1929
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one must remember that there are _zany winter visitors who

leave before school is out in the spring. It was found that

these students comprise about seven percent of the total

enrollment. Students for whom no reason was found make up

about five and one half percent. Those who quit school to

go to work five and four tenths percent. Others leave on

account of poor health, death, marriage, and financial

reasons. It is safe to say then, that about four to seven

percent of the high school leave annually to go to work.

This study does not include the students who leave school

at the end of the eighth grade. Due to the large idexiean

population it seems likely that number was and still is large.

It is possible that the organization of the junior high

school has decreased the number of withdrawals at the end

of the seventh and eighth grades. No figures, however, are

available on this phase of the situation. This, in brief,

is the condition to which the following recom_aendations will

apply.

Revision of content From Tables XI and XV it is evident

that a considerable number of students work during vacations

and after school hours. If Junior Business Training is to be

of functional value the content outlined in Chapter IV should

be emphasized. The kinds of work shown on these tables will

help to indicate the content in this respect. Tables VII, .VIII

and IX show some of the types of commercial work participated
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in by both junior and adult workers. We should select, at

least to small extent, content which will contribute to the

success of these people. Tables XIII and XXXIII inuicate

some of the content that is most in demand by those students

still in school. This includes the keeping of club records,

applications for jobs, and business manners.Tables XIV and

XV indicate that the use of the telephone, managing a check-

ing account, use of the mails, writing business letters, and

keeping personal records are among the most frequent business

activities in adult life, and as such should be given due

emphasis in the coarse in elementary business.

Grade Elace:nent The practice of locating Junior Business

Training in the ninth grade is in line with the practices

elsewhere as shown by Table XVI. The practice of requiring

Junior Business Training of all students is commendabl ''.

This is based on the assumption that the course has value

for all pupils regardless of their future vocation. In most

schools the course is a variable; in this respect the Tucson

Schools are in the van of the movement.

The writer suggests that a second semester of the course

be offered as an elective with content to meet imi iediate and

future needs. Many expressions on the junior high school

questionnaire indicate that the students would welcome fur-

ther study in this type of work. A senior high school coarse

in consumer education would fulfill this need on the part of

many students.
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In either case the majority of the colleges would accept the

extra one -half unit. ( See Table XXII )

Eotivation The writer recommends (1) that teachers of Junior

Business Training take advantage of dramatizations and dem-

onstrations whenever possible; (2) that the students be given

every opportunity possible to practice their skills in sit-

uations outside the classroom; (3) that when circumstances

permit the classroom be equipped with tables instead of the

conventional desks which are not large enough to accommodate

all the papers ant materials; (4) that each classroom be

adequately supplied with supplementary texts and references.

Suggestions for further studies The writer in the course of

this study has found use for much material which is not avail-

able, and suggests a few fields in which future studies

might well be made.

(1) A study of teacher training for junior high school

commercial subjects.

(2) A comprehensive study of grade placement of the course.

(3) A study of Junior Business Training in meeting the

needs of 'drop -out' students.

(4) A junior occupational survey of Tucson.

(5) The status of Junior Business Training in Arizona.

(6) A study of the relative value of the textbook and

practice set method of teaching Junior Business

Training.
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Appendix A.

Q teßtionnaire Sent to the Ninth Grade Students of the
Tucson Junior High Schools

Please check at the left the topics, a knowledge of which
you have had occasional use outside the classroom.

1. figuring sales tickets
2. business letter writing
3. filing
4:-composing telegrams
5. reconcilliation of bank statements
6. the use of Zarcel ost
7. the use of a railroad time table
8. figuring lumber invoices
9. advertising - sign writing
10. business manners
11, how to apply for a job
12. how to keep a budget
13. how to k ep recoras fora small club

What kind of work have yoa had in the last two years ?

1. clerk in a store
2.. delivery service
3, messenger service
4. paper boy ( delivery route )

5. paper boy on the street
( write in any othar kind ).

Since taking Junior Business Training have you decided to
Select or avoid future commercial subjects

Please check Select Avoid

What topic did you dislike most ?

What topic did you find most interesting ?

What suggestions do you have for making the course more
enjoyable and interesting ?
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questionnaire sent to the students of the "Tucson enior
High school

Name

Class Soph Junior Senior

Have you taken a course in Junior 3usiness Training ? Yes
No

01.111.10

If so, when ;here

If you studied Junior Business Training ï id it in any way
help you to select or avoid any later school subjects ?

( Mark S for select Bookkeeping
. for avoid Stenography

Typing _....

Jommercial law
( others ) -

If you studied Junior Business Training has it since helped
you particularly in any subjects ? ( Name subjects )

Have you found full or part time work since entering Senior
High School ? Yes

If so, state what kind of workNo

In what way if any did Junior Business Training help you in
the work ?

Has the course in Junior Business Training influenced you to
start a savings account ? Yes . io

Has the course in Junior Business graining influenced you to
start a personal. budget ? Yes No

Do you have a life insurance policy ? Yes No
If so, when was it started ?

__..

Since entering Senior High School have you felt any particular
need for a knowledge of any of the following topics ?

1. filing
( please indicate ) 2. record keeping for a club

3. business letter writing
4. how to keep a checking account
5. how to apply for a job
6. advertising
7. business Manners
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