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DEVELOPMENT OF HANDBOOK

This Connccticut Business Education Handbook 2::¢ Curriculum Guide (hereinafter
referred to as the Handbook) has been developed i rcaponse to the requests of many high
school business teachers and administrators in tix St:ie for an up-to-date curricalum ref-
erence in the field of business and distributive e-ucation. It has been written mainly to
provide information to the following professional groups:

1. High school business teachers who, though they are doubtlessly certified
and have included in their undergraduate and/or graduate professional
education courses in methods of teaching the several business subjects,
may nonetheless desire guidance in teaching courses new to them or in
teaching courses not in their particular area of specialization.

[£9]

- School administrators and curriculum personnel who wish an overview
of offerings in business and distributive education in the State.

3. Others including businessmen interested in the type and nature of busi-
ness training being offercd in the public secondary schools of the State.

Determination of Handbook Content

Sinee the Handbook was to be developed to meet the needs of secondary sehool busi-
ness teachers, a survey was undertaken asking thosc teachers to indicate types of information
most helpful to them for inclusion in the Handbook.

Their response provided the basis for the development of the Handbook. The Handbook, -
then, consists entirely of the type of information requested by the majority of the responding
business teachers. Also included is much information provided by the responding teachers. d

Organization of Handbook
The Handbook is organized into ten sections:

I Introduction and Overview
I Purposes of Business Education in Connecticut
111~ Program Considcrations
IV Career Development Aspects
V  Professional Personnel
VI The Business Subject Arcas
Busic Business Subject Aren
Cooperative Work Experience/Business and Office Education
Distributive Education Subject Area
Quantitative Subject Arca
Scceretarial Subject Area

v Wty —
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VII  Suggested Specific Teaching Techniques
VIII Examples of Enrichment Courses
IX Selected Professional References
X Selected Subject Area Bibliography

Sections I through V present aspects of pusiness educatxon which are appllcable to all
subject areas of business educaticn in Connecticut.

Section VI presents, by subject area, the courses that constitute the business curriculum.
This section was developed by committees composed of selec ted Connecticut teachers —
those who specialize in the particular subject areas. They, in turn. also sought and obtained
suggestions from other teache:s in the State who teach the ‘particular courses under consider-
ation. Each subject area committee set forth for each course within its area, the title or titles
of-the course, the grade level, the objectives of the course* what is taught in the course (con-
tent), and in most cases, general suggestions for teaching the course «nd for evaluating student
achievemernit. Appreciation is expressed to the committees and to individual teachers who
have contributed so effectively to this Handbook. :

Sections VII and VIII, while by no means all inclusive, present specific teaching tech-
niques and examples of enrichment courses suggested by Connecticut business teachers.

- Sections IX and X present detailed bibliographies of particular value to professional
business teachers. These bibliographies were developed with the assistance of Rickard Zur-
omski, doctoral candidate of the University of Connecticu®. The bibliographies include the
major books, periodicals, and reference materials of a professional nature that should be
available to the tvucher. In addition, an up-to-date bibliography of the major subject matter
text and refuiz: <@ materials is presented by subject area.

Every attempt was made in the development of this-Handbook to inclide the type of
up-to-date information relative to business and distributive education that Connecticut’s
business teachers indicated they desired in a Handbook. Unfortunately, it was not possible
to obtain full bibliographicul information on every cited item. However, for those items
listed where information is incomplete, sufficient mformatlon is presented to enable inter-
ested teachers to identify and obtain the item.

The original planning for this Handbook called for its belng published in 1oose-leaf form
so that it could be kept current through periodic deletions and additions or other revision.
Connecticut business educators and other interested personnel are invited to submlt sugges-
rions for revision.

The Editors, the chairmen and members of the subject-area committees, and the State
Department Consultants for Business and Distributive Education hope that the business teach-
ers of Connecticut will find this Handbook to be of value to them in improving instruction in
business and distributive education.

.-
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AN OVERVIEW OF THE HISTORY OF
BUSINESS EDUCATION IN CONNECTICUT

Business education has develcped in Connecticut over a long period of time. As far back
as 1798, bookkeeping was taught in the Hopkins Grammar School of Hartford. In the earliest
high schools — those of Bridgzeport, North Glastonbury, East Hartford, and Guilford — some .
traces of commercial courses were found — usually a form of bookkeeping was the subject
taugnt. The term “commercial™ rather than “business” was used in the carly years. The first
report of the Connecticut State Board of Education in 1839 listed bookkeeping as being
pursued by sume of the more advanced pupils in a few of the larger districts. ‘

One of the carlicst privafc commercial colleges was the Hartford Commercial Academy.
The principal, Nicholas Harris, was the author in 1840 of A Complete System of Practical
Bookkeeping. The Academy was designed to qualify young men for the counting room, and
to teach penmanship, commercial arithmetic, bookkeeping by single and double entry, and
mercantile corrcsp“dh'dcncc. , .

The high schools as we know them today were just beginning to get a good start by
1850. By 1852, some 300 Connecticut pupils were studying bookkeeping, and by 1861 al-
most 600. ' ‘

Ut was during the period, however, from 1875 to 1900 that the terms “commercial
course™ and “commercial student™ came to be items in educational reports. During this time,
bookkeeping changed from being just a subject in the general high school course to become
the backbone of 4 new curriculum. By the school year 1894-95. more than S0 of the 800
high school graduates were listed as commercial. According to the Connecticut State Board
of Education Annual Report of 1900. the following subjects were offered in the State's
schools:

Number of Number of
Subject Schools Students
Bookkeeping : 36 779
Stenography 11 205
Commercial and Physical Geography 2 81
Commercial Law ’ 4 85
Typewriting 2 34

The carliest systems ol stenography taught in Connecticut were the Pitman system
troduced in Hartford in 1888 and Allen Phonography introduced in Norwich in 1890.

After the turn of the century, commercial courses in the public high schools began to
expand rapidly. By 1902, 13 schools had organized commercial curriculums enrolling 735
studentsi by 1910, 37 schools with 2,439 students. Reports show that by 1913-14, the
following numbers ol students were cnrolled in the courses indicated:

13



Business Mafhematics ~ 83

Bookkeeping 4,093
Commercial Correspondence 6
Commercial Geography 940
Commercial Law l 150
Penmanship - 436
Stenography 2,012

Typewriting 1,179

By the 1927-28 school year, 25 percent of all high school pupils in Connecticut were
enrolled in typewriting, 19 percent in bookkeeping, and 12 percent in stenography.

By 1933, of the 169 towns in Connecticut, 86 or 51 percent had public secondary
schools or endowed academies acting as public secondary schools. Seventy-five of the towns
offered organized business curriculvins leading to a diploma, and two towns offered one or
more business subjects but no business curriculum. ,

The aim of early commercial curriculums was vocational — with little attention paid to
the personal-use and other values of commercial instruction. Preparation for such specific
jobs as clerks, typists, stenographers, bookkeepers, and general office assistants was the main
goal of the commercial curriculums. It was not until after the 1940’s that in addition to the
vocational objective, personal-use, social, and the other objectives set forth in the Philosophy
scction of this Handbook received considerable emphasis.

Students enrolled in the commercial.curriculum typically took from five to eight units
of business subjects with the balance of the 16 units that werc ordinarily required for gradua-
tion being taken from the academic subjects. By 1931, of the 8,099 total high school gradu-
ates, 2,844 or 35 percent were commercial students, approximately twb-thirds of whom were
girls. :

The 1930°s saw un increase in the number of commercial subjects offered in Connecti-
cut’s schools. Stenography and typewriting were offered in all towns, bookkecping in 92
pereent of the towns, commercial law in 56 percent, ecconomics S1 percent, commercial
arithmetic 49 percent. office practice 45 percent, junior business training 37 percent, com-
mercial geography 23 percent, salesmanship 20 percent, business English 16 percent, and
penmanship in 11 le‘LCI’It In this era, the term ‘commercial courses’ began to give way to
“business courses.’

At the present tisne (1976) more than 57,000 Connecticut students are enrolled in
business courses. State Department of Education reports indicate that in a recent year mors

than 9,000 students graduated from public high school business programs (2,095 in account-

ing: 2.383 in secretarial; 4,452 in clerical; and, 185 in cooperative cducation).

The first distributive education classes were organized in high schools of Greenwich,
Hillhouse of New Haven, Hamden, Meriden. and East Hartford. At the present time ( 1976)
there are, 72 regular and two special distributive education programs. In a recent year, 1.346
students completed high school distributive education programs,

11
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Instruction and Supervision

In the early years of commercial instruction, teachers even with the limited training they
possessed, provided thejr own supervision — there was little or no attempt to coordinate sub-
jects or instruction. Even as late as 1933, in only a third of the towns were there officially
designated heads of the commercial department. Nor was there a department of the State
Board of Education or a State director who assumed a major responsibility for coordinating
and developing commercial programs. Nearly 460 persons were instructing in one or more
business subjects or acting as supervisors. More than half of the schools had four or fewer
business teachers — most of whom were women. ,

Finally, in 1941, Paul M. Boynton was appointed Connecticut Supervisor. He served as
supervisor of business education until his retirement in 1969. Other personnel appointed to
provide guidance from the State level included: '

James Dorsey Connecticut Supervisor 1942-1958
Dorothy Whipple Assistant Connecticut Supervisor 1945-1951
Helen O’Donnell Assistant Connecticut Supervisor 1951-1971
William Clynes Consultant 1965-
John O’Brien Consultant 1966-
Joseph Corcoran Consultant 1970-
Joan Briggaman Associate Consultant 1975-

At the present time. Mr. Clynes’ and Mrs. Briggaman’s responsibilities are mainly in the
area of business education: whereas Mr. O'Brien’s relate largely to distributive education, and
Mr. Corcoran’s, to post-secondary education. Connecticut business teachers and other inter-
ested personnel have obtamed considerable advice and assxstance by contacting the appro—
priatc State Dcpdrtmcnt ptrsonnel.

*The information dealing with the history of business education is based on three sources:

Murray, George Stephen. Organization and Administration of Business'Education in the Public Secondary
Schools of Connecticut, Doctoral thesis, Yale University, 1933, 176 pp.

Briggaman, Joan §. History of the Connecticut Business Educators’ Association, (mimeographed) (n.p.)
1972,

Information provided through the Division of Vocational Education, Connecticut State Department of
Education (1976) interview.

10




" SECTION 11

PURPOSES OF BUSINESS EDUCATION IN CONNECTICUT

Philosophy of Business Education

Objectives of Business Educaticn

16




Q

ERIC

Aruitoxt provided by Eic:

IRTRIES

A PHILOSOPHY FOR BUSINESS EDUCATION

Business education makes a significant contribution to general education in a business-
oriented society where everyone needs a high riegree of economic literacy. Business education
also can provide valuable skills and knowledge for those who plan post-secondary education
either in the field o1 business or in other areas. However, the pr_imeémphasis of business edu-
cation in Connecticut is \ ucationally oriented toward job-entry and more advanced positions
for those students who desire careers in business. :

Each.business education program should be based on a philosophy which has been re-
ducéd to writing and contains a broad statement of aims or goals which will serve as a guide
for determining specific objectives for each course in business education. This philosophy,
also a frame of reference for evaluation, must be revised periodically so that the business cur-

riculum can be changed to provide for the rapidly changing needs of the community served by
the school.

Improvement of any educational endeavor is a gradual process and is best fostered in a
business education environment noted for flexibility, diversity, and experimentation. Business
programs must be developed to offer both group and individualized instruction to prepare
students for many diverse business occupations.

Business education in the secondary schools of Connecticut requires that:

I. Each school should give adequate preparation to the students to secure employment

in any geographic area or in any type business occupation desired. Hence, business
education must provide for differences of: )

occupdtional choice within several types of business
occupational competency level
physical and mental capability of students

Though flexibility of choice is important, students must take in proper sequence
certain courses to achieve the maximal level of occupational competency.

2. Materials to be incorporated into the curriculum must be arringed according to diffi- T
culty level into an orderly logical progression from the simple to the complex. Busi-

" ness education is but a part of the total education of Connecticut youth and must be
planned as an integral part of total education with sufficient allocation of time and
resources so that students may progress toward higher levels of vocational competence
which require the use of modern, complex, expensive equipment.

[

“J

. The business education department should coordinate the various levels of education
(primary school through secondary school and perhaps adult education) so that there
be no unnceessary lateral or vertical duplication of study which does not contribute
significantly to the attainment of the goals of the business education program.

4. Business students should be grouped in classes according to their needs and specific

instructional goals. As these needs and goals change, so must the grouping of students”

change: thus group assignments may be cither for a relatively short or long time period
within the school year. '
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5. Students must be evaluated according to their progress toward vocational competency

as indicated by behavioral objectives and/or performance based goals. Tests must be
designed specifically to measure goal attainment in any given instructional situation —
the measurement of factual material atfained is insufficient. Supportive staff such as
psychologists, guidance personnel, psychiatrists, social workers, and speech therapists *
must be available to administer specialized or standardized tests to reveal specific learn-
ing difficulties and to help implement remedial measures where possible. These supportive -
personnel must be made available so that a close working relationship between students,
business teacher, supportive staff, and parents may be fostered.- '

6. The business education department must work coop'eratively with the supportive staff

to help each student with the problems of personal living, educational choices which
are consistent with vocational objectives within reach of the student, and with occupa-
tional placement and adjustment. This process should not be prohibitory, but rather
positive to arrive at intelligent choice by the student. However, the basis of selection
of specific occupational preparation is the interest, ability, and aptitude of the student
analyzed in light of cconory ic trends and the needs of business. Employment oppor-
tunities, rcquirements, proniotional possibilitics, and the monetary or social rewards
of each possible business carecr should be presented clearly and mtclllgcntly as the
basis for the student’s ratlondl decmon

. The business education department should have an effective gridance, p‘acement.

and follow-up program which will actively seck positions for its graduates and follow
thosc placed to determine how effectively the school program prepares persons for
vocational life. Attention must also be given to those not placed so that remedial
action, if appropriate, be undertaken.

. The staff of the business education department must be competent in modern busi-

ness techniques, must be acquainted with and able to choose and usc cffectively the
busifess equipment, the methods, and materials of instruction to securc maximal
results in minimal time with the least cost. :

9. The professional staff should be encouraged to avail themsclves of opportunitics for

professional growth through formal course work, attendance at contferences, work-
shops, meetings of professional organizations, inter-school visitations, work experi-
ences and other similar activitics. In addition to supporting these activities, an adequate
professional library, including appropriate current periodicals, films, film strips, cas-
settes, recordings, and other audio-visual materials with the necessary adjunct equip-
ment and staff’ to supplement professional development and classroom activities.
should be developed, maintained, and financed by the community.

10. The business education department must actively engage in rescarch secking more

efficient ways that business accomplishes its tasks and to present these new methods
to students.

- i8
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- The business education department have an adequate budget to secure, maintain, and

adequately house the equipment necessary to keep abreast of rapidly changing busi-
ness technology. No student can be prepared to enter today s business employment
world with yesterday’s skills and knowledge

. The business education department should be able to justify the expenditure of funds

D

and other resources either on a per-item or program basis. Common elements of vari-
ous business curricula should be presented in common courses so that there be no,
unnecessary competition or duplication of endeavor caused by these-curricula.

An individual within each business education department should be designated and
held responsible for the business education éurricula. This person provides liaison
between school administration, students, teachers, parents, and the business com-
munity to insure that changing socio-economic needs are met. Ordinarily, this person
should be identified as department head, department chairman or other distinctive
title.

. The-business education departmcnt and other departments of the school should have a

close relationship based on mutual respect which can be attamcd only through intel-
lectual honesty that reveals school problems as well as rgportmg progress and achieve-
ment. Both the school and the public should have us goals improvement of the educa-
tional product and the solution of educatjonal problems. Assistance-for curricular
development in business education should be solicited from qualified citizens of the
local community (advisory committee), college and university persornel, and the
school’s own professional staff. The findings from appropriate rescarch studies should
be made available to aid in developing a curriculum based on yctual on- the-job working
methods and conditions.

.. The business education department should develop and maintain an effective public/

community relations program. Business people should visit and be welcome in the
school and the business teachers should visit. seek part-time employment in their
business specialty, and be welcome.in the business community. In this wav both
groups may work cooperatively to solve the mutual problems inherent i the prep-
aration of capable workers.

. The business cducation department should have an effective co-curricular program of

ficld trips. guest speukers, conferences. carcer days. and youth organizations (such as
FBLA and DECA) which is of vital importance to strengthen the formal course offer-

" ings.

[y
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11
THE OBJECTIVES OF BUSINESS EDUCATION

Though business education contributes to general educational objectives, the major
emphasis of business education in the State of Connecticut is toward occupational compe-
tency. Specific objectives for courses found within the scope of business education are given
with the'presentation of each course. Only the overall objectives of the total business educa-
tion program are presented here: : '

VOCATIONAL OBJECTIVES:

- The major vocational objectives of business education are to:

1. Provide competent workers with technical skills, ethics, kﬁowledges, and attitudes
necessary for success in business to meet local, state, and national needs

2. Explore jobs related to students’ vocational choices for increased knowledge and
vocational competence S

3. Acquaint students with various types of business positions consistent with students’
interests, capabilities, knowledges, and skills

4. Develop understanding of empleyment opportunities'to include advantages and dis-
advantages of various kinds of business work

5. Develop an appreciation for the role of business in a democratic society

6. Give attention to personality growth so that a foundation for good interpersonal
business relationships may be established

7. Show the necessity and means to cope with rapid change in business occupations,
and from analysis of thesc changes foster some ability to discern trends for future
cmployment patterns

8. Foster constructive attitudes toward self-education and advancement

9. Foster sclf-respect and pride in what students are able to achieve in business

Do




GENERAL EDUCATION OBJECTIVES
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Among the major general educational objectives to which business educati_on contribute
significantly are those to: :

I

Recogmze the relative merits and shortcomings of various economic systems with
concentration on the American system of business enterprlse

Give students a system of value clarification and analysis so that they may make

. ‘moral, rational decisions especially as those decisions relate to business

Provide students with an understanding and appreciation of the American business
system and the goods and services it offers

Provide sound concepts ofconsumensm so that students may consume wisely in a
society of shortage

Establish an apprecnatlon of individual and group civic and socxal responsibilities in
a commumty

Lay the groundwork through guidance for students to understand the world of work
Give some understanding of the arts and sciences as they apply to business

Provide personal-use skills




SECTION 111
PROGRAM CONSIDERATIONS
Curricular Considerations in Businesé Education .
Adult or Continuation Programs

Supplying the Physical Needs for the Business Education Program

Evaluating the Business Education Program -
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CURRICULAR CONSIDERATIONS IN BUSINESS EDUCATION

As used in this guide, “curricuium” refers to those types of school-supervised experi-
- ences, including but not limited to courses and programs, which contribute to the preparation
of the student for the world of work — as a producer and as a consumer of goods and services.
The following is a partial list of topics significant to curriculum:

curriculum patterns and courses
sequences within the business curriculum

patterns of scheduling (rotation, period length, modular
scheduling, minicourses)

independent study C
elective vs required courses

core program

supervised work experience

Curriculum Patterns

.

Over the last half century, many curriculum patterns have been experimented with in-
cluding the isolated subject curriculum. the correlated or inter-related subject curriculum, the
fused curriculum, and the core curriculum.

Tiie theory of the correlated or inter-reiated subject curriculum is that most knowledge
and skills are not used or learned by themselves. They are used in relation to other knowledges
and skills. For example, mathematics is a skill used in many subjects. A great deal of English
is taught in shorthand and transcription classes. Thus, in this type of curriculum pattern. even
though separate courses are scheduled, an attempt is made to show and make use of their
interrelationships.

The tused uuriculum (sometimes called the integrated curriculum) is one in which two
or more subjects ar¢ blended into one. One of the more popular blendings is the English-

"history. often referred to as humanities. in the senior year of many high schools. The general
business course. in a sense, is a fusing of materials from several subjects (accounting, business
law, consumer cconomics. business principles) into a single course. Though there has been
some attempt at fusing courses. on the whole, the attempts have not met with great success.

The core curriculum is based on the principle that there are certain knowledges, skills,
and experiences that every student should have regardless of’ -any area of specialization. These
common knowledges. skills, and experiences are identified, and each student is expecied to

take the courses or otherwise have the expericnces that would provide the desired knowledge
and abilities.

23
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The isolated subject curriculum is by far the most commonly used pattern. In this type
of curriculum, the subject content designed to enable students to acquire needed knowledges
and skills is organized into specific study courses. These courses are then taught independent-
ly. with only indirect relation to other courses. It should be pointed out, however, that cur-
riculum builders must give careful consideration to the offering af courses in vertical and/or

horizontal sequences (by year and szmester) so that a student.is provided with the opportun-

ity to learn the nceded knowledges and skiils at the most appropriate points in his school
experience. Thus, the general business course, being as it is an overview of the world of busi-
ness and of the goods and services that business offers, comes early in the student’s program;
whereas office practice, for example, serves as somewhat of an integrated ““finishing” course
offered late in the student’s program and close to the time when the student expects to enter
the business world. Whatever the curriculum pattern that is employed, a primary goal should
be to provide for the integration of learning.

The High School Business Program

Many different courses have been and are being offered in Connecticut high schools and
schools throughout the United States to meet the need for business training. Among the most
common arc the following: e

Basic Business emphasis

General Business

Business Mathematics

Business Law

Business Economics

Business Organization and Management.
Economic Geography

Consumer Economics (Consumer Education)
Economics

Bookkeeping/Accounting and Data Processing emphasis

Accounting 1, 11

Recordkeeping

Clerical Bookkeeping

Data Processing

Key Punch

Computer Programming

Introduction to Data Processing
"7 Business Matheniatics
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Secretarial emphasis

Shorthand I, II, and Transcription
Typewriting I, I1

Machine Transcription

Business English

Secretarial Office Practice
‘Machine Shorthand

Clerical emphasis

Typewriting I, 11
Business English

Filing

Office Machines
Clerical Office Practice

Distribution emphasis

Distributive Education 1, 11
Advertising
Salesmanship (Principles of Selling)
Merchandising :
Marketing Principles
Retailing
Other ( courses across-the-board not directly
related exclusively to any one area)

Business Psychology

Personal Typewriting

Notctaking

Cooperative (Supervised) Work Experience

The specific business courses to be offered in any school business program depend upon .
a number of factors. Among these are the size of the school, the philosophy of tlit school in
terms of what it-views as the purposc of business cducation, the nature of the employment
community, and, of coursc, the funding available. The business department and the school’s
curriculum committee should build the business curriculum in terms of students’ needs and
the school’s resources.
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However, the question is often raised: What is a recommended sequence in each of the
major areas* of emphasis within the business curriculum? Presented here are some minimum
suggestions only: '

*Cooperative work experience and simulation could be part of each area

YEAR/
UNIT LEVEL
Basic Business emphasis
General Business (one year) 1 9
Typewriting (one year) 1 10
Accountirig (one year) 1 10/11
Economics or Consumer Economics (one year) 1 11/12
Business Law (one year) 1 . 12
Business Organization or Management or
Business Principles (one year) 1 12
‘ 6
Bookkeeping/A ccounting and Dati Processing emphasis
General Business (one year) ' 1 9
Typewriting (one year) : 1 10
Introduction to Data Processing (one sem/one year) v Y/l 11/12
Accounting (two years) 2 ‘ 10/11
Office Machines (one semester) pz3 12
Business Mathematics (one semester) Y2 10
Business Law 1 12
7
Secretarial or Stenographic emphasis
General Business (one year) 1 9
Typewriting (two years) 2 10/11
Shorthand (two ycars) ' 2 10/11/12
Transcription (machine or shorthand) (one year or one semester) Vs 11/12
Business English/Communications (one year) ' 1 11
Secretarial Office Practice (one year) 1 12
Recordkeeping or Accounting (one year) 1 10/11
' 8%
Clerical ¢mphasis
Genceral Business (one year) 1 I 9
Recordkeeping (one year) | I 10

N
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Introduction to Data Processing (one year) 1 11
Typewriting (two years) _ 2 10/11
Clerical Office Practice (incl. Office Méchines/Fi]ing) (one year) 1 12
Business English/Communications (one year) 1 12
7
Distribution emphasis
General Business (one year) ' . . 1 9
Typewriting (one year) 1 10
Marketing (Distributive Education, Sales, Retailing, Advcrtnsmg) (2 yrs) 11/12
Business Law (one semester) Ya 12
Business Mathematics (one semester) ’ Va 10
Consumer Economics (one semester) A _ 11
.Accounting (one year) 1 10
62

Scheduling and Time Periods. Scheduling and otherwise making provision for time allot-
ments is a problem that demands some attention and planning. Some school systems prefer
shorter class periods so that students can study a greater number of courses on any given
school day. Others prefer periods as long as 55 minutes. A common practice is some type of
period rotation so that a class that meets the last period of the day on Monday, for example,
will meet the first period on Tuesday, etc. This eliminates the objection that last-period
teachers of fixed schedules have: i.e., that students have less incentive and are more restless
during the last pcriod of the day because of the fatigue factor.

Modular Scheduling. Some schools prefer a modular type of scheduling. The mod
(usually a twenty-minute period of time) is based on the belicf that some types of learning
activities need longer (or shorter) time periods to provide effective learning than do others.
Thus, some areas of study may be scheduled for only a single mod each day, whereas others
may be scheduled for two, three, or even four inods a day. This type of scheduling permits a
flexibility that rigid time scheduling does not. A major problem, however, is scheduling in
such a way that a student’s assigned mods blend rather than conflict. :

Mini Courses. In order to enable students to dip into more areas of study, some schools
inctude in their regular program of offerings what are known as mini courses. Thesc, actually,
are short courses, possibly of six or ninc-wecks duration, which may appeal both tc husiness
and to non-business students. They may consist of what were formerly units within a course:
Money Management, Insurance, Contracts, for examplc. These short courses are desigried to
give the student wider choice and more opportunity for exploring selected business topics
over a period of timc.

Independent Study. In an attempt to provide cven more flexibility in the business cur-
riculum and to enable students to acquire business knowledges and skills at their own learning
pace. some schools are providing greater independent study opportunitics. Competency-based
instruction and individualized instruction through the usc of such pians as LAP (Learning

27
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Activity Packets), TLU (Teaching—Learnirig Units), IPI (Individually Prescribed Instruction),
UNIPACS, and skill sheets are attempts to provide flexibility and accountability in business
cducation and to encourage the student to move at his own pace. Some school systems (such
as Syracuse, NY) attempt to provide in their integrated business program independent study
units which the student can undertake and complete as quickly or as slowly as his interest
and time dictates. Students must complete a predetermined amount of work and perform at
a prescribed level of proficiency to attain credit.

Required vs Elective Courses — or Demonstration of Competency. In earlier years, the
student was expected to follow a well defined sequence of courses, at the end of which he
was well prepared to enter the occupation for which that sequence was designed. Thus a
student who wished to become a stenographer would have to follow the stenographic se-
quence which might consist of General Business, Accounting, Shorthand, Typewriting,
Transcription, Office Machines, and Secretarial Practice including Business English. Few
were permitted to deviate from this type of pattern. Today, many schools permit the student
to select from the entire business curriculum thase courses the student and his counselor be-

_lieve will best provide the knowledge and skills desired. There is, of course, the obvious excep-

tion that before enrolling in an advanced business course the student must demonstrate the
lecessary prerequisite competency.

Carc shouldibe taken, within this free-election process, to encourage students who pre-
pare for the business world to select and complete satisfactorily a sequence of business
courses to assure that they have the training to secure and hold, and possibly advance in, a
business job. This should include an understanding of the world of business gained in basic
business courses (such as General Business and Business Law) as well as the more vocationhal
courscs. '

Some cducators believe that a student should be permitted to bypass certain business
courscs if he can demoastrate competency in the area of work with which that course deals.
If adequate measures of competency are developed, this can be accomnlished. 1t should be
noted. however, that a student often gains knowle dges, understandings, and skills in a course
beyond those that can be measured through a competency test of limited duration.

Special Programs for Special Students

In 1.0t schools today, provision must be made for studeriis of high ability and for those
of limited ability — including the mentally handicapped, the physically handicapped, and the
cconomically deprived. 4

Intensified Programs for Superior Students. Because the business system is the medium
through &nd by which most persons make their contribution to socicty and to their fellow
men. the study of business is important for everyone — especially for the superior or college-
bound student. Yet there may be those who, for reasons of their own, do not want to take
the traditional or usual courses offered in the business program. For this reason, and to
attract the more able students to this important ficld of study. it is wise for a school to con- -
sider making special provision for such students. .

In 1971, astudy group of business teachers of Connecticut developed a general outline
ol a Curriculum Propo«:t for Intensified Business Programs for College-Bound Students. The
basics of that propasal are included in this section. Curriculum persons are also encouraged
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to examine intensified program proposals set forth in research abstracts and other publica-
tlons found in professional literature.

Intensified Business Education Programs
A. Intensified Shorthand and Transcription

1 year, 300 minutes per week reconﬁmended, one third of time
to typing activities balance to shorthand

B. Accounting/Data Processing (one semester)
C. Basic Business (one semester)

Course to combine major substantive elements from Business
Law, Consumer Economics, Marketing, Principles of Manage-
inent, General Business

Also possible that the basic business content indicated above
might very well be incorporated into a series of separate courses
of less than a semester in length

D. Office Machines

Programs for the Less Able Student. It is recognized that there are pupils who wish to
gain some business knowiedge, understanding, and skiils, but whose limited academic ability
would not enable them to succeed in the regular business courses. Yet, these stud:nts could
be trained to perform effectively in some beginning business jobs to the satisfaction of their
- employers and to themselves. In addition, it'is often the less able who are taken advantage of
in the marketplace, and who, therefore, would benefit from obtaining consumer knowledge
and abilitics. :

Recently. a study group of business teachers in Connecticut developed a general outline
of a curriculum proposal for slow learners. The basics of that proposal are set forth in this
section. Curriculum persons are encouraged to examine slow-learner program proposals con-
tained in research abstracts and other publications found in professional literature.

The study group referred to above believe that business education programs for less
able students are for the most part oriented toward clencal occupations and consumer activi-
tics. They suggest consndcratnon of the following:

A. Clcrical Track
Grade 9 Introducti ,m to Business. Consumer Math

Grade 10 Beginning Typewriting. Recordkecping 1

29
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Grade 11 Advanced Typewriting, Recordkeeping II,
Consumer Economics/Business Law

Grade 12 Clerical Office Practice, Basic Business
Machines, Consumer Economics/Business
Law

Businéss Communications offered all years
Work Experience  Grades 11 and 12

Interdepartmental Offerings — in cooperation with English Department
and Social Studies Department and other departments — instruction of-

iered that relates and contributes to needed business knowledges and
skills

Recommended Mini Courses for Slow Learners

Basic Business Computations
Everyday Business Transactions
Occupational Projects

Business Machines

Business Law

Economics for Everyday Use

39
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ADULT OR CONTINUATION PROGRAMS

With a renewed emphasis on the career education concept of “open exit” — “open
_entry” and the idea that education is a lifelong process, there are programs that permit per-
sons to continue their education beyond the formal secondary or post-secondary day pro-

grams. Many communities in Connecticut encourage their residents to gain vocational or
‘avocational educational experiences by offering a number of courses at night using local
educational facilities — usually the high school building. The teaching faculty are drawn
from professional teaching staffs of the community or from qualified personnel in the busi-
ness community. ' :

Adult education students enroll in evening courses for a varicty of reasons. Some adults
are interested in developing or improving marketable skills and abilities, Such business and
distributive courses as typewriting, shorthand, accounting, salesmanship and the like are often
offered to provide abilities needed for jobs in offices or stores. Other students are interested
in studying to improve the quality of their life by broadening their interests and in gaining
greater satisfaction from the goods and services that business makes available. Courses in con-
sumer problems, advertising, photography, advertising display may fall into this category.

To encourage adults to enroll in the various types of adult education programs that the .
community makes available, the cost to the enrollee is very low. This is true in part because
local communities feel responsible for providing this type of opportunity and also because
they are reimbursed for adult programs. Assistance and advice in developing adult programs
may be obtained from Adult Education Unit of the Bureau of Evaluation and Educational
Services, Conpecticut State Department of Education.

31



23 .
SUPPLYING THE PHYSICAL NEEDS FOR THE BUSINESS EDUCATION PROGRAM

In order to provide a program that meets the stated objectives of the business courses
compri_&_ing the business curriculum, adequate equipment, supplies, and room space and lay-
out should be provided. Courses such as those in the basic business area ordinarily do not
requirc special equipment and facilities over and beyond those required in other academic
areas of study. However, such courses as Typewriting, Office Procedures, and Accounting do
require special facilities, supplies, and equipment. Obviously, typewriters, selected types of
data processing equipment, and office machines must be provided for the students. In addi-
tion. the common types of supplies and equipmeént representative of that found in the store
and in the office should be made available to students in order to provide a hands-on and
realistic cxperience. ‘ .

It is not the purpose of this Handbook to detail or list the facilities, equipment, and
supplies. Rather, the teacher interested in this aspect of business education must read avail-
able current literature. Reference may be made to appropriate sections of:

Monograph 81, Lavouts and Facilities for Business Education
Monograph 112, Planning the Facilities for Business Education.
onograph 121, Multiple-Channel Equipment for Teaching Shorthand
(all published by South-Westcrn Publishing Company
5101 Madison Road, Cincinnati, Ohio 45227)

Ycarbook of the Eastern Business Teachers Association, 1963, cdited by William Selden,
Business Education Facilities, Supplies and Aids, Somerset Press, Somerville, New Jersey

Business Education Index (Delta Pi Epsilon, Sponsor). Scc this publication for current
matcrials. The /ndex is available in most school and professional libraries for periodical
articles and sclected references dealing with physical layout. equip:nent, and supplies.

(4]
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EVALUATING THE BUSINESS EDUCATION PROGRAM

From time to time it is necessary to examine the business program as it is operating in a
school. As a matter of fact, evaluation is a continuous process. Business programs need to be
changed as the needs of students and the community change since the purpose of business
program is to meet those needs.

How does a business department faculty take an objective look at a program that it has
been offering and that it has played so important a part in developing. Presented here are only
a fcw key factors that should be examined. More specific suggestions are presented in the cited -

" resources and references. '

In general, those aspects of the business education program which should be examined

in determining the adequacy of the program in light of current needs include the following:

1. The community

Type, nature of its business, income level, type of employment, recent changes
and devclopments, etc.

Purpose and objectives of the business education program

19

Preparation for employment, for economic citizenship, for personal business ef-
ficicney, etc.

3. Place of business education in the. total school program

Decgree of support by administration and community, relationship to other school
programs, ctc.

4. The business curriculum
Courses and experiences provided to meet purpose and objectives, balance be-
tween marketable skills courses and basic business, provision for student choices
and options, provision for both beginning and advanced study, appropriate length
of courses and grade placement, well-identified objectives, etc.

5. Teaching methods and techniques

Up-to-date, appropriate to nature of course, use made of community &s a labor-
atory, varicty of teaching approaches, use of modern teaching multi-media, ctc.

6. Instructional materials and supplies

» Usc of up-to-date text and resource books and materials, method of selection of
basic texts, accuracy and quality of instructional materials, etc.
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7. Physical layout and equipment

Floorplan of business department, location and convenience in terms of program
objectives, similarity to equipment used in business community, adequacy of
quantity, typcs, and quality o‘f equipment, etc.

8. Instructional staff

Qualifications especially with respect to training, teaching and business experi-
ence, distribution in terms of age and sex, personal and professional qualities, etc.

9. Determination and ineasurement of student performance

Realistic standards established (intermcdiate and terminal, how established, means
of mcasuring performance, etc.

10. Student personnel services

Guidance by business department or by school’s guidance department or both,
carcer information, personal und vocational and vocational counseling, job place-
inent, follow-up of department’s graduates and non graduates to determine job
success and to improve schaol program, etc.

1'1. Public relations

Use of community news media to publicize student achievements and activitics,
relations with business comnunity, student commnunity, parent community, etc.

12. Co-curricular or enrichinent activities

Youth organizations, cooperative work exnerience program, alternative forms of
learning. ctc.

In cvaluating the effectivencss of a business department’s piogram, it is necessary to
examine the program as a whole and cach aspect individually. Specific questions relative to
cach aspect need to be formulated and answered. Faculty interested in further assistance re-
lating to the program evaluation process are referred to the following resources:

Popham, W. James. Evaluating Instruction, Englewood Cliffs, N.J., Prentice-Hall, Inc., 1973.

Monograph 109. An Evaluation Plan for Business Education Programs in High Schools, Cin-
cinnati, Ohio, South-Western Publishing Company. 1963.
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Huffman, Harry (Editor). Evaluation Programs in Business and Office Education, National
_Business Education Association Yearbook, No. 7, 1969.

Criteria for a Modern Business Education Program. Division of Vocationai Education, New
Jersey State Department of Education, 1972.

Evaluative Criteria, National Study of Secondary School Evaluation, Arlington, Va, 1969.
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THE WORLD OF WORK — JOB OPPORTUNITIES IN BUSINESS

Occupations and Job Prospects

As was pointed out in the Philosophy section of this Guide, business education not only
gives students a broad background of business knowledges and skills, but also prepares busi-
ness students to succeed in the world of work. If the student follows a well-planned business
curriculum and takes advantage of the opportunities provided, he can be assured of achieving
the knowledges, skills, and personal characteristics that will be of assistance in securing am!
succeeding in a job. One needs only to examine the “Help Wanted” sections of local newspa-
pers to gain some appreciation of the types of job opportunities available to persons who have
business training. _

The high school business program prepares students for many types of jobs which may
be grouped into fifteen uccupational clusters identified by the United States Office of Edu-
cation:

Agri-business and Natural Resources
Business and Office
Communication and Media
Construction
Consumer and Homemaking Related
Environment '
Fine Arts and Humanities -
- Health '
Hospitality and Recreation
10. Manufacturing , :
11. Marketing and Distribution
12. Marine Science
13. Personal Services
t4. Public Service
5. Transportation
Within cach of these clusters are many jobs for which the business student would gualify.
However, the two clusters of greatest interest to the business student would be Numbers 2
(Business and Office) and 11 (Marketing and Distribution). These two clusters arc further
subdivided as follows:

0N B W~

A

Business and Office Cluster

clerical occupations
secretarial occupations
record systems and control occupations
accounting occupations
data processing occupations
administrative occupations
business ownership

A ]
-«
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Marketing and Distribution Cluster

retail selling occupations
marketing services occupations
sales and services occupations
physical distribution occupations

Projections of work opportunities, or tomorrow’s jobs, reveal that industries providing
services are now offering and will continue to offer mor2 jobs than those industries providing
goods. In addition to service industries, the finance, insurance, and real estate industry, the
trade industries, and government promise to provide an increasing number of jobs through
the mid-1980’s, )

Occupations in which business students would be interested can also be classified ac-
cording to the Dictionary of Occupational Titles groupings. These are presented here in
priority order based on the number of workers presently employed: '

clerical workers

professional and technical workers
service workers

craftsmen

opcratives, except transportation
managers and administrators, except farm
sales workers '

nonfarm laborers

transport equipment operatives

farm workers

Through the mid-1980’s, the projected employment growth is greatest in the professional
and technical workers classification (nearly 50% growth); managers, officials and proprietors
(307% growth); service workers (over 20% growth) and sales workers (20% growth).

When specific jobs, rather than job classifications, arc considered, those jobs for which
the business curriculum best prepares students have good future prospects. Many of these
jobs can be filled by students who have completed a high school business education program;
others require additional training and experience. Consider these occupations and the specific
jobs under cach. .

Note: Complete information and/or job descriptions on these and other jobs can be
found in the Dictionary of Occupational Titles and the Occupational Outlook Handbook.

Clerical occupations Sales occupations:
bookkceping workers insurance agents and brokers
cashiers manufacturers sulesworkers
file clerks ' real estate sulesworkers and brokers
hotel front office clerks retail trade salesworkers



O

ERIC

Aruitoxt provided by Eic:

office machine operators
postal clerks i
receptionists

shipping-and receiving clerks
stock clerks

stenographers and secretaries
typists

Computer and related occupations:

electronic computer operating personnel
programmers .
systems analysts

Insurance occupations:

actuaries

claim adjusters

claim examiners
underwriters

Administrative and rclated occupations

accountants

. advertising workers

city managers

collcge student personnel workers
lawyers

credit officials

hotel managers and assistants
industrial traffic managers

market research workers
personnel workers |

public relations workers
purchasing agents

The Business Teacher as a Career Educator

39

wholesale trade salesworkers
Banking occupations:
bank clerks

ofﬁcer§
tellers

Much emphasis is being placed upon introducing students at an carly age to th.- world of
work: what work means, how people carn a living, what people in particutar jobs do, what the
long term prospects for an occupation are, how one qualifics to enter and succee
pation. ctc.

d in an occu-
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It is the privilege and the responsibility of the business teacher to acquaint students with
the career and job opportunities in those areas of business in which he/she teaches. For exam-
ple, the teacher of data pr_ocessing should not only provide students with the knowledges and
skills needed, but also should acquaint the students with opportunities in that career area. The
data processing teacher should give students some understanding of '

What data processing jobs are

What people who hold these jobs actually do

What they need to know to do these jobs

Where they can get additional training, if needed

What kinds of equipment are used -

Whether there are now and are Iikely to be job opportunities
in this area of work

What are the working conditions, salary, and other benefits

Where one can find more information on this type of occu-
pation orjob

How one finds and applie§ for this work

Because many responsible persons both within and without the field of education are
recognizing that a college education is not necessarily the only key to success, acquainting
students with career and job opportunities will be a very important part of the business
teacher’s responsibility. ’




GUIDANCE FOR THE BUSINESS STUDENT

A major purpose of guidance is to assist *e individual through counseling to make in-
telllgent choices in a pattern of continual growth in ability for self direction.

Though the major-emphasis should be toward career education for the business student,
he also requires these types of knowledge:

how to make wise vocational choices from the alternatives in the business area
how and what to study
how to speak, write, and compute effectively
how to use learning materials and tools -
how to use reference materials and facilities
how to assimilate and analyze information
how to make rational decisions based upon relevant information
how to prepare for and seek employment
how to develop attitudes that contribute to individual productivity and
cooperative on-the-job relationships

The guidance functions must be shared by all teachers and the guidance staff working
cooperatively to assure that desirable behavior in individuals is fostered and that these indi-
viduals can make progressively better adjustments in personal, educational, and vocational
life.

Business students in the ever increasing complexity of modern society need to under-
stand themselves and others so that they may cope with on-the-job and other socictal prob-
lems. They must understand and also be abie to cope with change which is inevitable and
rapidly accelerating.

Those persons, including business teachers, responsible for the guidance of business
cducation students should:

. conduct follow-up surveys of graduates and surveys of offices and stores periodi-

cally to be alert to changing job requircments, employment trends and opportuni-

tics, and indications of needed curricular change

provide written and verbal information necessary for parents and pupils o choose

intelligently from course and curriculum alternatives

3. provide students, as individuals or groups, with information relative to carcers and
the necessary requisites to secure at least an occupational entry position within
specific business career arcas

4. allow pupils to enroll in any business course/courses from which they may profit

and are motivated to pursue

secure resource people (businessmen) to talk to and wnth students about carLLrs in

business

6. assist in the organization and operation ot’codpcrativc work experience programs

7. offer guidance for both short-range and long-range educational and carcer planning

(B
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assist students in the formulation ol desirable work habits, attitudes, cthics, and

personality dcvélomncnt

show studesits how classroom learning is relevant to their immediate environment

demonstrate to students liow present classroom activitics and learning may form

the basis for mecting tuture responsibilities

indicate to students and their parents the advantages and disadvantages of enroll-

ment in a business education program '

support business-related clubs such as FBLA, DECA, or subjeci-oriented orgunizu-

tions such as a data processing club

provide tor pupil scli-exploration and specific information l(.‘ldthC to educational

or career opportunities through clubs, bulletin bouard displays, school newspapers,

assembly programs, career days, or any other appropriate public relations media

maintain current occupations files containing up-to-date occupational information

in different forms - printed, pictures, film strips, tilms. slides, tape recordings, cte.
about places of employment, types of employment, job requirements, availubil-

ity of positions. promotion opportunities and requirements, job rewards ol tangibic

nature, and it appropriate, disadvantages inherent in certain positions

establish eftective relationships with probable business employers so that.efficient

wiidhanee. placement, and follow-up procedures may be implemented

provide for students to interrupt and to re-enter courses as the need for training is

evidenced and as students are motivated for additional education

work effectively with business education advisory committees to determine em-

ployment standurds and curvicular innovations necessary to mecet those changing

standards

work with school administration, business advisory committees, and the general

public to improve the image ot business education and to secure stpport tor difter

chtiated programs.in business cducation for students of various cultures. cthnic

backgrounds. interests, and capabilitics

attend meetings, conferences, business education workshops, and conventions

which refate to problems and achievements of business education

actend mectings of such groups as Chamber of Commerce, American Management

Society and various service clubs where business activitics are discussed

attend business shows where the latest items of business equipment and procedures

for handling business operations are displayed

encourage and plan for career education for business in the carly school grades so

that an increasing awareness ot the opportunities in business is developed through-

out the school life of the students . .

give upper level business students the opportunity to speak to junior high or lower

level students about business  these speakers may be selected from FBLA or DVCA

memberships and the speaking engagements sponsored as club projects
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YOUTH ORGANIZATIONS

Youth organizations make significant contributions to the educational program of the
secondary schools of Connecticut. These organizations are an added dimension to the formal
organized classroom experiences. In many instances the youth organization activities provide
a capstone experience which ties together many of the skills and knowledges gained in the
classroom; in other instances these neéessary skills and knowledges are fostered and develop-
ed by the activities of the organizations. '

Some of the purposes of business related youth organizations in Connecticut are to:

. develop strong competent leadership necessary for business and community life
provide greater student motivation to learn about careers in business and then to
secure the necessary attributés and preparation to enter an intelligently choscn
carcer ' '

3. develop a sense of self respect and an attitude of belonging to a peer group where
the student can participate and be appreciated for contributing to the achicvement
of common goals

4. furnish an opportunity for healthy, regulated competition to gain local, state, or

national awards or recognition

foster liaison between student, school, and the community business leaders who

work cooperatively on community research projects or occupational surveys related

to job requisites, equipment used by business, business methods. and employment
opportunities and trends )

6.  cncourage business leaders to support business education by:

a. providing training stations for students who are in the cooperative part-time
training 'p rogram '

b. permitting class or club tours of business establishments

¢.  providing awards or scholarships for students with outstanding achicvement in
business education courses or projects

d. participating in projects to improve carecr/vocational education

¢. furnishing materials. supplics, or demonstrations of equipment usage or meth-
ods which contribute to career education

I speaking. or providing certain cmployces to speak. to youth groups

g serving as judges for competitive events

7. provide a grcater understanding of the American business system and its role in
cconomic development

(S

N

8. promote better relationships between youth, téachers. school administrators. husi-
ness men. and other adualts who can exert a positive influence on business education

9. encourage youth to work cooperatively and democratically with others

10.  foster the appreciation and acquisition of desirable work habits. attiiudes. sense of
responsibility, and knowledges which lead to success in cmployment

Il encouruge students to aspire to higher levels ol’competence through continuing
educatioi after completion of high school
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12, aid in personality development and the inculeation ol those traits ol character de-
manded ol good employcees and citizens

13.  emphasize the dignity ol vocational education and all types ol work

4. encourage scholarship and appreciation for seholastic achicvement

I5.  provide lor better public relations with an increascd public awareness ol the activi-
ties and achievements ol business students and the instructional objectives of the '
business education’ program '

In Connceticut some ol the national youth organizations to which students aspiring to
careers in business may belong are: (address or national olTice given Tor cach organization)

Distributive Education Clubs ol America, Inc.
200 Park Avenue
Falls Church, VA 22046

Future Business Leaders ol America - Phi Beta Lambda. Inc.

Dulles International Airport

Post Oflice Box 17417 .
Washington; D.C. 22041

FFuture Secretaries Association

The National Sceretaries Association
1103 Grand Avenue

Kansas City. MO 641006

Junior Achievement. Inc.
909 Third Avenue
New York, NY 10022

Note:  Funding is available for modest stipends for business teachers devoting time and effort
in working with business youth organizations.
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THE ADVISORY COMMITTEE FOR BUSINESS EDUCATION
A carefully selected advisory committee, appointed by the Board of Education, can
make valuable contributions in formulating policies and helping to make decisions on general
problems relating to business education. It must be recognized, however, that the ultimate
authority and responsibility rests with the Board of Education or its designated agents.
When an advisory committee is to be selected, the appointing authority should consider
several criteria in considering individuals to serve on the committee:

Persons should have work experience and have the respect and confidence of their
associates

Persons should have the time and flexibility in their work schedule to permit active
participation on the committee.

Persons should have a strong sense of civic responsibility toward the school and com-
munity.

Persons should be familiar with the occupational skills and knowledges needed by
office and distributive workers.

Persons should be aware of the manpower needs and requirements of the region.
Persons should be representative of varying business interests.

Persons should be familiar with the spcual cducational nccds of the physically and
mentally handicapped.

Terms of office for members should be a specific duration and should be alternated so
as to expire at different times.

The committee should elect a chairman or the Board of Education when appointing the
committee should appoint a chairman, to serve for a period of at least two years.

The Advisory Committee more specitically contributes to the success of the business
cducation program by:

assisting in promotion of the program
developing new training stations
‘securing employer participation in class activitics
making suggestions concerning costent of related instruction
3
45
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helping obtain classroom equipment and instructional materials
providing resource spedkers
assisting with club program activities
participating in the evaluation of the program

providing information concerning employment standards and opportunities for
graduates

ar‘ranging special events such as an C|1d-ot'-the-yéar studen t-worker/employer banquet
- arranging publicity for the program
encouraging and guiding studen£s> to participate in work expericnce

*The material presented here came from two sources:

Bureau of Business Education. Cooperative Work Experience Manual. The University of The
State of New York, Division of Occupational Education Instruction, Albany, New York.

Vocational Business, Office, and Distributive Education Bureau, Handbook Jor Administra-

tors and Coordinators of Cooperative Vocational Education, State of West Virginia,
Charleston, West Virginia.

40
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PUBLIC RELATIONS FOR BUSINESS EDUCATION

Public relations for any organization is concerned with acquainting the public with the
organization’s activities, policies, goals, and other similar information, in an attempt to create
favorable public opinion.

Neither a scliool system nor any portion of a school system can operate effectively
without favorable public opinion. Public opinion must be developed through a vigorous, well-
planned, adequately-supported, honest program of public information which presents unbi-
ased reports of school activities. Progress and problems, achievements and failures, the good
and the bad alike must be reported without undue exaggeration or concealment.

For good public relations the uctivities, policies, and goals of the school must be in har-
mony with the interests of the groups the school is trying to influence. Careful analyses must
be made of these groups to determine their opinions relative to the school, and to indicate
necessary action to foster a greater appreciation for the school. Such action may range from
cducating the school staff to correct internal weak spots, to a major saturation mass-media
approach to the public such a§ through radio or television.

High morale among all cchelons of staff or “esprit de corps™ is the beginning point and
is an absolute necessity for a successful public relations program. This “esprit de corps™ is
evidenced among staff members by their:

. manncer of dress and grooming

to

pride in achievement and the schoot

3. readiness to cooperate with, and a sincere interest and respect for, stadents, fellow
workers, and the community

4. courtesy to fellow workers and to visitors
5. manner of work accomplishment
6. alertness

The program of public relations must he carcfully plunned and integrated so that all
staft members are working effectively toward common gouls. All information released should
be approved by a central office to prevent harmtul rivalry among various departments and to
provide for coordination ol effort. The principal spokesman for a school system is the chiel
exceutive officer, the superintendent. However. the function of spokesman may be designated
to a public relations specialist who is responsible to the superintendent for the planning and
implementation of the public relations program.

This individual should seck from all staft members cooperation and information which
can be develeped to c:complish the following clearly-defined purposes:
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I.  to gain prestige for the schools
2. to build good will with various public special groups
3. to explain educational policies and objectives
4. toreview and counteract unfavorable situations
5. toinfluence cither necessary legistation or other action to gain:
buildings and facilitics
adequate supplies
sufficient equipment
adequate staff
commensurate salarics
6. tosecure employer aceeptance and approval of graduates
7. to attract parental support and interest

8. to promote understanding among administration, staff, and students

9. toinform school personnel of the financial and economic condition of the school
system and the community served

0. tolimit the harmful effects of incorrect or misleading statements sometimes attrib-
utable to special interest groups not always in accord with community or schoo

cducation objectives ’

Ways for the business education staff to contribute toward the attainment of these pub-
lic relations goals have been suggested by Calhioun in a cheeklist:

PUBLIC RELATIONS CHECKLIST FOR BUSINESS EDUCATION! )
L Activities Used by the Business Education Teacher to Reach External Publics
A, Tcacher’s Public Relations Contacts with Businessmen

Instituting & Business-Industry-Education Day
Maintaining informal contacts with business

s e—

Conducting cooperative work-vxperience program

l(":lll'n:_v C. Calhoun, “Public Relations for Business Education.”™ Administration and Supervision in Business
Fducarion (Washington, D.C.: National Business Education Association 1965), pp. 183-186.
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Holding a summer position in business

Conducting surveys of business

Using business-sgonsored instructional aids

Attending business-sponsored workshops and conferences

Setting up an adult education program

Attending and participating in National Office Management Association meetings

Public Relations Contacts with Parents

i o

Reporting on student’s work

Holding a school open house event

Issuing information explaining the business education program
Receiving visitors at school

Farticipating in Parent-Teacher Association activities

Public Relations Contacts through Professional Groups

HW N -

National and state business education associations
Local business education associations

National and state education associations

Local education associations

Public Relations through Colleges and the State Department of Education

Wt —

Training business education student teachers
Cooperating it research studies
Participating in conferences and workshops

Public Relations Contacts with Prospective Students and Alumni

8

-

Providing information to prospective students about the business education
program
Making surveys of business education alumni

Public Relations Contacts of Business Teachers with Other Outside Groups

Sharing instructional materials or ideas with business education departments of
other schools

Muaking contacts with the public through newspaper and magazine articles about
business education in the school '

Providing information regarding student qualification for jobs on request of focal
business or employment burcau
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I1. School-Sponsored Activities that Promote Good Relations for Business Education |
A. Clubs, Displays, Assemblies, Field Trips

Future Business Leaders of America (or other business club)

Honowary, service, and special-interest clubs in which business students participate
Busit 3 education classroom bulletin boards '

Field trips to offices, stores, plants in community

Assembly demonstrations by expert typists, machine operators

A A

-B.  School Observance of Special Days of Weeks

Parent-Visitation Day (or night)
Education-Industry-Business Day
Career Day (or week)

American Education Weck

b

C. Spccial Services by Business Students for Teachers, Administrators,A or the Community

1. 'Officc Assistant to members of the school staff

2. Guest speaker representing business education before community groups

- . Activitics Used by the Business Education Teacher to Reach Internal Publics
A. Effective Internal Relations through Contacts with Students

Maintaining an cftective instructional program

Providing guidance in planning a program and choosing a career
Using an officc laboratory for instruction

Recognizing outstanding student achievement

Sponsoring and participating in student organizations and programs
¢. Using special matcrials and equipment

Al el &

B. Effective Relationships with Administrators and Supervisory Personnel

Keeping administration informed through an annual report

Prepaning interim reports of business education activities

Reporting newspaper or magazine articles published by business teachers
Issuing departmental booklets or information dcscﬁbing the business cducation
program

D Wy —

C. Better Relationships with Other Faculty Members

1. Being a participant at 'fuculty mectings




2.
3.
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Serving on interdepartmental_committees . .
Exchanging professional literature or instructional materials and ideas

D. Contacts with the Guidance Counselor 6r Staff

had

Cooperating in instructional and job placement of students

Assisting in administering and analyzing tests for students vocational, aptitude,
achievement

Keeping counselor informed of latest develcpments in business education

Cooperating in preparation and maintenance of literature dealing with business
opportunities and reg.iirements

E. Contacts with School Office, Maintenance, and Service Staff

to

3.

Using the school office as a training station for business education students
Providing information about business courses, curricula, anu students to office
staff . :

[ssuing invitations to visit the business education department during special events

F. Relationships with School as 1 Whole

!
3.

Holding informal conversations with all school personnel

Issuing invitations to participate in business education programs

Making departmental machines. equipment, and facilities available to school
personnel

Among the public-relations techniques which are easily employed by Connccticut busi-
ness educators are:

special events such as ceremonics to present student awards for high achievement in
business education (awards such as special pins used as letters in athletics are suitable)

an instructicnal program which makes judicious use of field trips, community spcakers,
and visits toand from businessmen

newspaper articles giving news of: businessmen and others who spcak to business class-
es:job placements for graduates: donations to the business department by business and
nther groups: carcer-day events: special business education cvents. such as the acquisi-
tion of new cquipment, the arrival of a new teacher. special business programs, cte.

business student (teacher) participation in community projects such as fairs or exhibits,
- chamber of commerce endeavors. apprepriate charity drives, and the like
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All of these activities should receive adequate in-school recognition through schcol
bulletins, newspapers, and/or assembly programs. The general public should be kept inform-
ed of newsworthy items through community newspapers, local radio and/or television
coverage. -

""" Another effevtive device used by some Connecticut business teachers is personal con-
gratulatory letters to parénts or guardians of students who should be given recognition for
outstanding achievement, the securing of a job, successiul participation in cooperative work
experience programs, or other accomplishments for which rccognition is due.
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THE SURVEY — AN IMPORTANT CONTRIBUTOR TO BUSINESS EDUCATION

In order to provide an effective business program to meet the hgeds of students and the
business community, the Business Education Department must be ir. constant touch with the
community and with students — past and present. In addition to the informal contacts main- v
tained with alumni and businessmen as they visit the school or are encountered in the com-
munity, helpful data can be obtained in written form by means of a survey instrument.

Surveys may be made of the business commimity to obtain such up-to-date information

as:

types of equipment used in the office or store

extent to which the equipment is used _

number of office aad/or store employees in relation to the total work force
types of jobs of an office and/or store nature

employee replacement needs and job opportunities

wages and salaries typical of the community

job performance standards

employment practices, including testing programs

Surveys of present and former students provide information of value in maintaining a
business program that best meets student needs. Students are able to provide such informa-
tion us: :

subjects they studied in school

the first job — type and duties performed

2xtent to which the business program provided knowledges and skills they found to be
of valuc on the job

suggestions for curriculum moedifications to meet job needs

beginning wage or salary '

thosc aspects of the business program that contribute most — lcast to job preparation

equipment and supplies used on the job

estimate of extent to which the business progryh followed met their needs in world
of work f :

how first position was obtained

(asked of students who left school without completing program) reasons for leaving:
what would have kept them from leaving

Surveys may be made by use of a mailed questionnaire form or through personal inter-
view. The former takes much less time but often is less reliable. It is often difficult to locate
former students and some will not complete and return the completed survey form. Those
who conscientiously complete and return the form are often likely to be the more successtul
workers when perhaps the department is as interested in results from those former students
who have experienced less success. Also, some respondents may misinterpret the questions

03
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that are asked unless the questionnaire is very carefully constructed. The personal interview
can overcome some of the weaknesses of the mailed questionnaire. The interviewer is able to
assure that the questions asked are understood and is able to obtain from the interviewce a -
more complete response. If carefully planned and carried out, however, either means of ob-
taining the requested information can be used effectively.

Ever: though a department may wish to construct its own survey instruments, various
periodicals and texts contain models of checklists, questionnaires, and interview forms which
may be used to obtain information. '



.SECTION V

PROFESSIONAL PERSONNEL

Teacher Qualifications and Professional Development

The Business Teacher and the Metric System of Measurement
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TEACHER QUALIFICAT'ONS AND PROFESSIONAL DEVELOPMENT

PREPARATION OF
THE BUSINESS TEACHER AND THE DISTRIBUTIVE EDUCATION TEACHER

These teachers, like other professional persons, need a strong preparation for the impor-
tant task of preparing young people to meet life responsibilitics. Included in this preparation
are three clements: courses designed to provide academic or general education, courses de-
signed to provide business and economic competencies, and courses designed to provide an
understanding of the teaching and learning process. The teacher not only must possess a
broad cducational background and be able to demonstrate business knowledges and skiils,
but also should know how to teach through understanding of the learner, the learning pro-
cess, and methods of evaluation. Finally, a teacher can be a better teacher having had suc-
cesstul business or distributive experience. preferable in the areas related to the teaching
assigninent.

To assure that Connecticut’s teachers possess the necessary competencies, state certifi-
cation requirements stipulate that to gain certification, the teacher must meet at least mini-
mum certification requirements, such as thosc listed for various types of certificates:

Provisional Certificate — Business Teacher. This certificate is issued when the apolicant
has met the following requirements:

(a) Holds a bachelor’s degree from an approved institution

(b) Has a minimum of forty-five semester hours' credit in general education
courses, such as English, science. mathematics, social sciences. ete.

(c) Has a minimum of cighteen semester hours' credit in professional educa-
tion including foundations of education, educational psychology, cur-
riculum and methods of teaching. student teaching. guidance, health. and
safety education ' '

(d) Has a minimum of thirty semester hours’ credit in one or two arcas of
business subject matter (ordinarily. in any combination of business and
cconomic subject matter courses meets this requirement)

(¢)  Has had a course in U.S, History. and cither has taken a course dealing
with or has passed an examination demonstrating knowledge on use and
abuse of drugs

This certificate is issued for ten yeurs and may be exchanged for a standard certificate.
Standard Certificate — Business Teacher. This certificate is issued when an applicant
submits evidence of three years of satistactory experience in Connecticut under the Provi-
sional certificate, as attested to by the employing superintendent of schools. The final two .
A
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years prior to the eligibility for the standard ceitificate must have been consecutive years of
employment in a recommending town, a regional school district, or approved private school.

In addition to the completion of satisfactory teaching experience, the applicant must
complete either a master’s degree or a program of thirty (30) semester hours of credit'beyond
the bachelor’s degree. Such a thirty-hour program need not lead to a master’s degree and may
include graduate or undergraduate courses. Additional credit for standard certificate purposes
may be obtained through one of the following ways:

a. a ptanned program at an approved institution of higher education, or

b. an individual program which is mutually determined or approved by the teacher
und the superintendent of schools or a supervisory agent designated by the super-
intendent. An individual program may include in-service programs sponsored by
town or regional boards of education or approved private schools. The in-service
program must be approved by the Joint Stbcommittee of the Commlwon for
Higher Education and the State Board of Education.

Provisional Certificate — Distributive Education Teacher. The person being prepared by
an educational institution as a distributive education teacher must, of course, meet the re-
quirements of that institution’s program. Minimum requirements which must be met for
certification as a distributive cducation teacher are:

() A baccalaurcate degree

(b) Fifteen semester hours in related distributive education subjects, such as
merchandising. marketing. textiles. advertising, store organization, and
the like

(¢) At least nine semester hours of professional education which must include
principles of vocational educution, organization and administration of vo-
cational distributive L‘(lllLd[l()ll and improvement of instruction in distribu-
tive education

(dy Atleast one year or 2.000 hours as a successful paid worker in a distributive
oceupation

Standard Certificate - Distributive Education Teacher. The holder of a provisional cer-
tificate as a teacher-coordinator in distributive education may receive a standard certilicate
by meeting the following requirements:

(a) three years of satistactery service in a position covered by the provisional
certiticate, and

-
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(b) 2 master's degree or thirty semester hours’ credit in approved graduate
courses, of which no more than fifteen semester hours of credit should
be in nrofessional education

To be eligible to receive a teaching certificate as a business teacher or as a distributive
cducation teacher, an applicant must be recommended by the institution in which the person
takes a teacher education program. The official acting for the preparing institution shall indi-
cate the belief that the applicant has completed satisfactorily a program of preparation equal
to orin excess of the stated minimums preseribed in the Connecticut certification regulations,
that the applicant has the nccessary qualities of character and personal fitness for teaching,
and that the person is competent to perform the duties of the type of position for which
prepared.

PREPARATION OF SUPERVISORY PERSCNNEL

Some teachiers of business or distributive education subjects may wish to qualify for
supervisory and intermediate administrative positions. They can do this by meeting the cer-
tification requirements for such positions. These requiremerits are given: z

Intermediate Administrator or Supervisor — Provisional. The Intermediate Administra-
tor or Supervisor Certificate is required for all administrative and supervisory pesitions in the
public high schools of Connecticut, including supcrvisory consultants in special subjects.. The

provisional certificate applicant must meet the following requirements:

(a) Holds a standard Connecticut teaching certificate; or is eligible for a provi- '
sional Connecticut teaching certificate, and meets all course requirements
for a standard Connecticut teaching certificate; and holds a master’s degree
from an approved institution

(b) Has five years of successful teaching experience .

(¢)  Presents the reccommendation of an accredited college or university that is
approved ir: Connecticut for the preparation of administrative and super-
visory personnel. The program on which the institutional recommendation
is bascd shall aggregate not Iess than fifteen semester hours of graduate
study in addition to the master's degree, taken at the recemmending insti-
tution

- (d)  Has completed, in the total post-baccalaurcate program, -study in founda-
tions of education. psychological foundations of learning, curriculum
development., and cducational administration and supervision with empha-
sis uppropriate to the professional carcer objective of the applicant.

Intermediate Administrator or Supervisor — Standard. This certificate is issucd when an

applicant submits evidence of three years of satisfuctory experience in Connecticut under the
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provisional certificate, as attested-to by the eniploying superintendent of schools. The final
two years prior to eligibility for the standard certificate must have been consecutive years of
employment in a recommending town or regional school district. In addition to the comple-
tion of satisfactory administrative or supervisory experience, the applicant must complete
thirty hours'of credit beyond the master’s degree. Additional credit for standard certlflcate
purposes.may be obtained through one of the following ways:

(a) A planned program at an.approved institution of higher education, or

(b) Anindividual program which is mutualtly determined or approved by
the administrator or supervisor and the superintendent of schools or a
supervisory agent designated by the superintendent. An individual’s
program may include in-service programs sponsored by town or regional
boards of education. The in-service program must be approved by the
Joint Subcommiittee of the Cor .mission for Higher Education and the
State Bourd of Education

The total undcr"rudliutc and graduate program shall have included, in addition to ap-
propriate professional preparation for teaching, administration, and supervision. not less
than one hundred semester hours of general education. The term “general education™ is
sometimes interpreted to mean any courses not considered to be professional education.

Note: The present or prospective business teacher should be aware of the trend toward
placing primary emphasis in tcacher preparation and certification on teacher competencics
rather than on completion of specitied courses. Emphuasis is also being given to the need for
the business teacher to recognize the importance of carcer education and the role business
cducation has in the implementation of carcer cducation.

Connecticut can be and is justly proud of its business teachers because most of them
possess the qualities needed tor teaching success which are listed.

Quualities of the Successful Business Teacher
The successtul teacher of business subjects:

. keeps up to date in business subject-material both in the teacher’s arca of special-
ization and in the broad arca of business

2. plans and organizes lessons carefully
3. muaintains good relations with the business community

4. sponsors or is involved with student organizations and activitics

5. keepsintormed on and acquaints students with carcer opportunities
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serves effectively on faculty work committees

attends and contributes to the work of educational professional associations,
especially those in business cducation

has had work experience in a store or office, and from time to time updates that
experience

is able to maintain good discipline and the respect of students while at the same
time creating a desirable learning environment '

has a genuine interest in young people — both in and out of school
]
uses the English language correctly and skillfully, expresses ideas effectively and
in a well-modulated voice
maintains good relations with students, fellow teachers, and administiators
has good posture and grooming
possesses intellectual and moral integrity and character
has a pleasing personality

adheres to the ethics of the profession

mukes effective use of text, supplementary. and other instructional materials, in-
cluding multi-media materials

is available to students for individual help

recognizes and makes provisions l"o_r individual differences among students
subscribes to and reads professional journals

keeps intorined of local, state, and national events

mikes effective classroom presentitions

keeps abreast of business and education developments through in-service programs
such as workshops and summer study

strives constantly to improve teaching performance

exhibits patience and understanding in relationships with others
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Professional Associations in Business Education

The successful teacher is an active participating member of the profr.ssional associations
related to business education. The main associations serving this area are: P

National Business Education Association. This is the only national association devoted
to'and serving exclusively teachers of business subjects. Its services include planning and
holding national and regional conventions for business teachers, supervisors, business teach-
er educators, and international business educators. Its membership is now approximately
20.000. The members receive the BUSINESS EDUCATION FORUM (published eight times
a year on a monthly basis) and convention attendance privileges. Other services of NBEA
include a National Business Entrance Testing Program, publications issued on a periodic ba-
sis. placement service, and other related services. The association actively supports programs
and fegistation deemed beneficial to business education and business cducators,

The National Business Education Association is actually comprised of five geographical
or regional associations — the Eustern Busincs's_'l'ea‘chers Association, the North-Central Busi-
ness Education Association, the Southern Business Education Association, the Mountain
Plains Business Education Association. and the Western Business Education Association.

Persons particularly interested in international business education who are NBEA meni-
bers may also join the United States Chapter of the International Society for Business Edu-
cation. As the name implics. ISBE promotes the development and understanding of business
cducation throughout the world. Each summer, the ISBE Chapters cooperate in planning
and holding-a onc-week conferencee which interested chapter members can attend and com-
hine with world travel. "

Teacher cducation colleges and univérsities may hold institutional membership in the
National Association for Business Teacher Education — the institutional division of NBEA.
The purpose of NABTE is to give.attention to problems, issues, and current developments
in business teacher education. An affiliate of NABTE is the Research Foundation which has
as its purposc cncouraging and reporting research having implications for business teacher
cducation. .

The United States Chapter of 1ISBE, NABTE and the Rescarch Foundation hold mect-
ings at the same time as, and in conjunction with., the annual convention of NBEA. Informa-
tion on any ol the NBEA affiliates can be obtained from the NBEA publications.

The Eastern Business Teachers Association. The EBTA. the last group to become
regional association of NBEA. serves mainly business educators of the castern states from
Maine to Marylund. The Association was organized in 1897 primarily by private school cdu-
cators. Over the years. it has served both private and public school business educators and
remained an independent association untit becoming the castern regional association of
NBEA. The 5.000 members of EBTA also hold membership in NBEA and receive the privi-
feges associated with both organizations. EBTA holds its annual convention in October of
cach year in one of the cast coast cities. Any business educator or other cducator — active
or retired - is eligible for NBEA/EBTA membership upon payment of dues. The amount of
dues varies for regular professional membership and for student or retired-person member-
ship. The address of NBEA/EBTA is 1906 Association Drive. Reston, VA 22901.
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The Cennecticut Business Education Association. One of the most important profes-
sional associations that serves primarily the State’s high school business teachers is the
Connecticut Business Education Association which is the state affiliatc of NBEA. Member-
ship in CBEA is open to any interested high school or post-high school business teacher. Any
cligible person wishing to joir CBEA can obtain the name and address of the current Mem-
bership Chairman by calling one of the business education consultants in the Connecticut
State Department of Education in Hartford. Currently 660 of the 1246 business teachers of
Connecticut are members,

CBEA holds its annual convention in October and publishes several issucs of its News-
letter cach year. In cooperation with the Business Education Advisory Committee to the

Connccticut Department of Education. CBEA plans and organizes regional conferences

throughout the state during the year on topics of interest to the state’s business teachers.

This publication and previous cditions of business education curriculum guides and
handbooks and the dircctory of the state’s business teachers are also the result of the work
and leadership of these combined groups and of committees of business teachers working in
cooperation with the state’s business education consultants.

The American Vocational Association. The AVA is an organization to which all who
are interested in or involved in any arcu of vocational education n:ay belong. There is a
division for cach of the major vocational arcas (Agriculture. Business. Distributive. Home
Economics. Industrial Arts, Teehnical, Vocational Guidance, and others). The main objec-
tive of the Divisions is the development and maintenance of efficient programs of vocational
ducation throughout the nation.

Services of the AVA include the AMERICAN VOGCATIONAL JOURNAL (published
monthly September through May). annual conventions. new update bulletins and other
publications. The Association actively sponse  wd supports programs and legislation of -
interest to vocational cducation and vocationa. educators. The Connecticut Vocational
Education Association is this state’s AVA aftiliate. Membership is open to persons engaged

. in vocational education (including. of course. business and distributive education) in Con-

necticut, Detailed information on AVA and CVA can be obtained from any of the consul-
tants in the Division of' Vocational Education, State Department of Education, Hartford.

New England Business Educators Association. NEBA is a regional business education
association which has as its purposc bringing together business educators from the six New
England states. Through its annual convention in November of cach year and newsietters. it
deals with problems, issues. and developments of infesest to New E ngland’s business educators.

CUBIC. A new professional organization serving primarily two- and four-year collexe
teachers of business subjects is the College and University Business Instructors of Connecticut.-
(CUBIC). CUBIC was organized in 1972 to deal with probienis and topics of interest to the-

stite’s college business educators, The Association holds two conferences a year and publishes

CUBIC REVIEW. _ _

Information regarding membership in any of the professional associations ol interest to
the state’s business teachers on any educational level can be obtained throngh the business
education und distributive education consultants in the Division of Vocational Education of
the Connecticut State Department of Education. Hartford. Connecticut.
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"THE BUSINESS TEACHER AND THE METRIC SYSTEM OF MEASUREMENT

The United States is joining the rest of the world in converting to the metric system of
measurement. The meter, the liter, and the kilogram (or the gram) are in the process of re-
placing the United States’ yard, quart, pound, foot. gallon, etc. Recently Congress passed
and the President signed a bill providing the opportunity for this country to convert to metric
measurement. The change over will be neither rapid nor complete, yet the business teacher
must become acquainted with and teach students metric measurement — ar least its basics.

Fortunately, metric does not change time or dollar units of measurement. The time of
day is still to be given in hours and minutes, and money amounts are 1o remain as doflars
and cents. However. kilometers, meters, centimeters, and millimeters will replace miles. yards.
feet. and inches in lineal measurement: volume will be expressed in liters rather than pints.
quarts. or gallons: weight. in grams or kilograms rather than ounces and pounds: aid tempera-
ture in degrees Celsius rather than degrees Fahrenheit.

Since both systems of measurement will undoubtedly remain in use for some period of
time, teachers and students may find the table or: the next page to be of considerable assist-
ance in converting from one measuring system (o the other.
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Symbol

in
ft
yd
mi

oz
Ib

METRIC CONVERSION FACTORS

Approximate Conversions to Metric Measures

When You Know

inches
fect
yards
miles .

square inches
square feet
square yard
square mile
acres

olunce

pounds

short tons
(2000 1b)

teaspoons
tublespoons
fluid ouinces
cups

pints

quarts
sallons
cubic feet
cubic yard

Fahrenheit
temperature

Source:
NBS Letter Circular 1051
July 1973

Multiply by

LENGTH
2.5
30
.9
1.6
AREA
6.5
.09
.8
2.6
4
MASS
{weight)
28
45
.9

VOLUME
5
I5
30
24
47
95
3.8
.03
.76

5/9 (aflter

subtracting
-
S2)

TEMPERATURE (exact)

To Find

centimeters
centimeters
meters
kKilometers

square centimeters

square meters
squire meters

square kilometers

heetares

arams
kilogranis
tonnes

milhters
milliters
milliters
liters

liters

liters

liters

cubic meters
cubic meters

Celsius
temperature

U.S. DEPARTMENT OF COMMERCE

NATIONAL BUREAUDF STANDARDS

WASHINGTON. D.C. 20234
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Symbol

cm
cm
m

km

-
cm-
3
m-
3
ms
km-
ha

— 7T
Uiy

mi
mi
mi
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The business teacher who is interested in obtaining more information on the metric sys-

tem and how it will affect and is affecting business education is referred to such sources us
the following:

U.S. Department of Commerce. Some References on Metric Information, NBS Special Pub-
lication 389, National Bureau of Standards, Washington. D.C.. 1973.

Articles on metrication — scrics appearing in' December, 1973, Business Education Forum,
National Business Education Association. Reston, Va.

U.S. Department of Commerce. What About Metric. National Burcau of Standards. Washing-
ton, D.C. (Packet of teaching materials available from same source).

Business Education Index (Delta Pi Epsiton. Sponsor). Indexing articles dealing with metri-
cation as applicd to business education.

Think Merric (a 53-page booklet on the metric system), published by South-Western Publish-
ing Company. Cincinnati. Ohio. 1975.
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SECTION Vi
Part 1

BASIC BUSINESS SUBJECT AREA

General Business
Economic Geography
Consumer Education

Economics
Business Law

Business Principles and Management

<
e



Alfred W, Boulden
Central Connecticut State College

ECONOMIC GEOGRAPHY
LLCONOMICS

Edmond Girard®
Penney High.School, East Hartford

Harold DiPianta
Windsor High School, Windsor

Helen Lynch
Hartford Public High School. Hartford

CONSUMER EDUCATION

Tina Santclla®
Durien High School. Darien

Angic Rallo
Simsbury High School. Simsbury -

Svlvia Schmitt
Maloncy High School. Meriden

BUSINESS LAW

Tames Allard®
E. O. Smith High School. Storrs

Josephine Crump
Westbrook High School, Westbrook

Deborah Martino
FFarmington High School. Farmington
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COMMITTEES
for the
BASIC BUSINESS AREA

Co-Chairmen

Rhoda Holop ‘
Hall High School, West Hartford

GENERAL BUSINESS

Barbara Reinsch*

. The Morgan School. Clinton

Leslie Dubaldo
Manchester Community College, Manchester

Gary Fuchs
East Hartford High School. East Hartford

Gail McClain
East Hartford High School. East Hartford

Eli Sanford
Shetton High School. Shelton

Janyce Wininger
Stafford High School. StafTord

ENRICHMENT COURSIES

Greorge Neagle®
East Haven High School. Fast Haven

Angic Rullo
Simsbury High School. Simsbury

Sylvia Schmitt
Matoney High School. Meriden

#Chairperson
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BASIC BUSINESS
Introduction

Basic Business, also known as Social Business, cencompasses the non-skill areas of busi-
ness education. The major cmphasis in basic business is on economic understandings and
competencies that are needed by all people. Topics commonly included in this subject area
include: orzanization and operation of the bi iness system; the role of the individual as
producer, citizen, and consumer; and.legal rights and responsibilitics.

* Basic business is intended to make a major contribution to general education. Some of
the more vommon titles of basic business courses are: General Business (Introduction to
Business). Law, Consumer Economics, Economics, and Business Management. These courses
are usually offered for cither a full year or for a half year, but the subject matter lends itself
very well to organization into “mini courses™ and other innovative formats.

Business educators should take the initiative in acquainting administrators, teachers,
guidance counselors, parents, and students with the contribution Wwiich basic business edu-
cation can make to the education of every student.

The materiul which follows is intended as a guide for the teacher of basic business sub-

Jects. It identifies some of the major objectives of instruction and subject matter.appropriate

to cach course.
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GENERAL BUSINESS
Introduction

General business is the introductory course in basic or social business. It is intended to
make an important contribuion to the economic literacy of every student in his émerging
role as citizen, producer, and consumer. In an ever-changing economic society citizens must
possess an understanding and appreciation of economic systems, and they must be intelligent
consumers of goods and services. Students should be given social and economic understaid-
ings necessary if they are to tse the nation’s human and material resources for the betterment
ol the country and its people.

Other titles used for this course are Introductory Business Training, Introduction to
Business, Elements of Business, and Economic Citizenship. In this course the student acquires
skills and knowlc lzes needed to be used in his various roles in society. In addition, general
business provides essential background for those students who plan further study in business
and cconomics. The course also provides exploratory pre-vocational and vocational experi-
enee for students to learn about carcer opportunitics and the world of work.

Methods and activities used in this vourse will encour age students toward self- -cxpression
and-self-motivation. and also develop ability 10 question, gather data, analyze, rcason and use
wise |uclgmcnt Community resources and media are used to the tullcﬁt extent possible to
maximize realism and relevancy to students.

General business is most frequently oftered at the ninth or tenth grade level. The course
is required for students in the business program at some high schools and may be L‘llllL‘ a4 one-
or two-semester oftering. )

A combination course (general business - business mathematics) may be offered as a
replacement for the separate courses. Another incre: asingly popular alternative to general
husiness are mini courses incorporating some of the subject matter of general business. These
mini courses may provide an opportunity to non-business students who have a desire to in-
vestigate tundamental understandings in business. Examples of these mini courses are:

Taxation

Real Estate

Insurance

Investments

Travel and Transportation
Cuarcers

Business Communication
Finding a Joh

General Business Objectives

The following is a list of some of the objectives of a course in general business:
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The student will identify and explain the virious structures and operations of our cco-
nomic system as they relate to his needs and wants.

) The student will be able to identify and analyze the role of, and the relationship be-
=L oreen. government, business. and labor in our cconomic systen.

The student is able to demonstrate his ability to use the personal services rendered by
banking institutions and to identify the contributions of these institutions to *he com-
munity.

The student will be able to identify the common investment methods such as sys‘lcmdth
savings anad investments. stocks and bonds, property ownership, and to demonstrate how
to use these methods 16 shit a vanclv of needs.

The siadent will be able to indicate skill in money management for himselt and his fam-
ily tirrough c¢ffective budgeting and record keeping.

The student will be able to indicate skill in moncey management for himself and his fam-
ily based on personal values and those of his family through cffective budgeting and
record Keeping.

The student should be able to summarize the importance of modern communication
and transportation services and how they facilitate social and commercial interaction,
and to discriminate between their services in meeting his needs for a given situation.

The student will be able to deseribe the principles of intelligent buying and be able to
evaluate the major factors involved in avery buyving decision.

The student will be able to display his understanding of the contribution of eredit to
our cconomic system and the sources. costs. and means of abtaining credit which are
availuble to him.

The student will be able to explain the concept of insurance as a means of sharing cco-
nonic risk and list and define the basic types of insurance.

The student will be able to recognize his legal rights and responsibilities in the market
place und be able to identify the legal and organizational aids available to him.

. The student will be able to make intelligent carcer choices and evaluate theps in terms
of his abilities. personal needs and wants,

Ty
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Course Content

The United States Economy

Theury of Suppty and Demand
Limited Resources — Unlimited Wants

.Distribution of Goods and Services

Gross National Product
Capitalism. Socialism. Communism

Banking

Iniportance of Banking
Savings Accounts
Checking Accounts
Bank Services

Money Management

Decision Making

Setting Goals/Prioritics
Planning the Use of Money
Salaries and Deductions

Credit

Advantages/disadvantages/Guidelines
Tvpes

Credit Sources

Truth-In-Lending Act

Fuir-Credit Reporting Act
Importance of Credit

Insurance

Life and Casualty
Homeowners
Automohile

~Health

Social Security

Miscellineous Items

Investments Labor
Communication Government

< s

7

Job Choice
Transportation

1

Taxes
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Methods of Instruction L

General Teaching Techniques

Field Trips

Guest Speakers

Oral and Written Reports

Films and Filmstrips

Workbooks. Projects, and Practice Sets
Bulletin Boards

Student Discussions, Pancls and Skits
Games

Role Playing

Specitic Teaching Techniques

A Study of Our Economic World

After interviewing a triend and/or relative who has lived overseas. students could
write a report on freedoms permitted or not permitted in foreign nations.

Have students clip from newspapers and magazines current articles discussing the
aross national product and the economic changes predicted for the cconomy.

Have students report on the various styles of living within the country which are
due to the economic. natural, and human resourges which are abundant or lacking
in particular arcas.

The Nature of American Business

Have students prepare a chart on local businesses indicating the type of utility add-
ed by those businesses to goods and services.

Invite a representative from a local business. cither a person who is in a managerial
position or a sole proprictor. to discuss the problems encountered in opcrating a
business.

Have students take a ficld trip to a data processing center of a large company {per-
haps one of the insurance companies in Hartlord) to see computers in action as they

receive. store, and retrieve intformation.

Study the occupations connected with various arcas of work by inviting guest spuak-
crs. or taking field trips. or interviewing people employed in various occupations.
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Have students bring to class a stock certifizate and a copy of an annual report from

the company issuing the stock.

I Junior Achicvement has a local chazter in the community, invite a representative
of Junior Achievement to speak to the class on the purpose of the organization,

Business and the Consun_1er

Have students collect pictures from magazines depicting a product in various stages
of production.

Have students take a ficld trip to a plant to view an assembly line in operation.

Have students prepare a bulletin board ilfustrating how products typicully' follow
the channels of distribution.

Have students prepare oral reports summarizing the tindings of cither Consimer
Report or Consumer Bulletin regarding a particular product.

Invite a representative from the Better Business Bureau 1o speak to the class regard-
ing the responsibilities of a shopper., the Bureau. and the merchant,

Invite an ofticer of the tocal Chamber of Commeree to speak to the class regarding
the growth of suburban shopping matls, particulurly il a mall is availuble to most

students,

Have a student interview a local merehant to determine why he aceepts merchan-
dise returned when he doesn’t have to do so.

Have students assume the roles of sales clerk and shopper. cach demonstrating how

~one can help the other.

Have students prepare a bulletin board slu;\\?‘i'ng the agencies and devices available

to help him get the .nost for his money.

Study carcers related 1o distributive and retail Fields by consulting carcer cluster
handbhooks, taking a ficld trip. inviting a speaker to tatk to the aroup (perhiaps u
member from the American Murketing Association or g person connected with
Distributive Edueation). und studying the classitied advertisements in local und
large city newspapers. -

Banks and Banking Services

Tuke a fickd trip to a bank (preferably ahome office rather than a branch) 1o view
the operations performed in s hank.
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View film. /t’s only Money. The excellent film is available free from DIC Film Li-
brary. Association-Sterling Films. 600 Madison Avenue. New York, NY 10022.

Demonstrate the operation of a check writer (check protector).

By dcvo'loping a practice set or by using problems from the workbook associated
with the class text. have students prepare checks. deposit slips, bank reconvciliation
forms. and a record of the information necessary for keeping accurate records
(cheek stubs or cheek register).

Collect und display the forms a customer would routinety come in contact with as
a checking- and/or savings-account customer. :

Have students prepare a list of various places within their community where one
may purchase money orders or other instruments to be used in place of cash.

) -
Invite a speaker rom a local bank to discuss the special problems caused when
people are careless in writing, endorsing. and cashing checks.

Using Credit Wisely

Have students prepare a bulletin board to illustrate credit applications from local
retailers and bunks including promissory notes and installment contracts. Discuss
the importance of reading the “fine print.” i

Have students survey local retail firms to determine what types of credit these
firms offer: 30-day. revolving charge plans. lay-away plans.

Invite a representative ot a local bank or consumer finance company to discuss the
importance of & good credit rating and the criteria used in accepring or rejecting
applications for credit. '

Invite u representative from a welfare or social agency to discuss the special prob-
lems encountered by the cconomically deprived in using credit.

Have students clip advertisements offering credit. The class may discuss the merits
of cach advertisement and its appeal or ability to scll “easy credit.”

Have students prepare skits relited to the use of eredit.

.

Discttss the major provisions ol the *Truth in Lending Act.” including the buyer’s

right of recission.

=
o
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Suggested films: The Littlest Giant (#S416); Personnel Financial Planning and
Wise Use of Credit (#5424) — the last two come together as a package with teach-
cr’s guides. These three films ure available from Association- Sterting Filims, 410

Great Road. thtleton MA 01460. Also available is Credit obtainable from Fiim

Librarian, Public Relatlons and Advertising Department, Aetna Life and Cdsualty, .
151 Farmington Avenue, Hartford, CT 06115. '

Economic Risks and lnsurance

Contact the Insurance Information Institute. 110 William Stree’. Now York. NY
10038. for a brochure on free instructional material. The institute will often supply
in quantity leatlets on auto insurance. homeowner's insurance. as well as charts for
bulletin boards.

Have students prepare a bulletin board to show tiie four main types ol insurance:
auto. health: life. property with which most familics come in contact. Also shov.
income security insurance.

Have students clip from newspapers and magazines articles deseribing catastrophes
saused by fire, flood. tornado. carthquakes. icc storms. Have the students categor-
izc the type msummc required for protection, i.c.. basic. hroad. comprehensive.

Have students list in class the contents of o room in their home. As a homework

project have them take an inventory of that e Denss the results in class next
day. :

Invite representatives of local agencies e ¢+ tss ide . dite. and property insurance,
including cost.

Discuss group insuraace in terms ot fringe boneitis el ed by cmiployers.

Have students read and discuss “Sateguardia: o Home.™ an article which ap-
peared in the March. 1973, Reader’s Digest.

Obtain brochures from C:M.S. ond Connecticut Blue Cross doseribinge mailubl
contracts and costs i bought on 1 individual hisis.

Contact locul Social Security Administration to obtain a free ki which includes
various teaching gids on the sunject.

Tuke v field trip o one of the major insurance companies in order to acquaint stu-
dents with job opportunitics available in that industry as well as the immense phy-
sical operation required by insurance companics.
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Have students present a skit on loss of personal propariy. L,

Suggested films: Insurance available from Film Librarian, Public Relations and
Advertising Department, Aetna Life gnd Casualty, i§1 Farmington Avenue, Hart-
ford. CT 06115 (includes teacher’s guide). To Liye With Love (#G065) available
{rom Association-Sterling Films, 410 Great Roud. |.ittleton, MA 01460. Also
consult film list available from Insurance Informscion Institute, 110 William Street,
New York, NY 10038.

Measurement and Evaluation

Student achievement in general business must be meas:ived in terms of teaching objec-
tives by several.types of examinations or measuring devices such as objective examinations,
essay examinations. problem examinations, or performanc.: examinations. Cluss recitation or
participation should also be evatuated in determining studant achievement.- Student projects
such as practice sets, special reports. notebooks, disi:lavs. participation :n skits. are also in-
tegrul parts of the cvaluation process.

-
.
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ECONOMIC GEOGRAPHY
Introduction

- " Economic Geography' is recuznized as a course which improves the general education of
citizens who need to knos the economic advantages and limitations of Connecticut, the
Northeast and the Naticn. Newsanpers and other media frequently make reference to the
economic development or uniderdevelopment of various regions or countries of the world.

The business economy or the New England region and the Nation is dependent upon
other geographic arcas of the world to fulfill the basic needs for resources. Economic Geog-
raphy with its emphasis upon basic economic principles will contribute to the cconomic
literacy of the student and avoid a repetition of the social-cultural aspects of geography as
generally emphasized in the social studies objectives.

Regardless of the curriculum arca in which the course is oftered, it should be consid-
cred as one contributing to the economic educacion of students. Economic Geography,
usually a halt-ycar course. has no prerequisites and is often recommended for grade 10, but
may be considered for grades 11 and 12. '

Specific Objectives
~ Upon completion of the course the student will be able to:

understand and recognize the importance of the fundamentals of cconomics us related
to geography

identify the various iegions and geographical areas and their significance in ecconomic
and world altfuirs

appreciate and understand the influence ot geography upon production and consump-
tion of goods

understand the nature of industrial processes and the implications of dynamic regional
differences in industrislization

understand the importance ot natural resources
develop an interest in the conservation of natural resources
read. interpret. and use basic maps. charts and other similar veographic materials

recognize and understand basic reasons for the ceconomic interdependence of nations

-
-7
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Course Content

The teacher will find it desirable to emphasize instructional units which are currently
receiving greater attention in the world because of cconomic or related problems. In general,
the following is a suggested guideline:

Fundamentals of Geography

Special Vocabulary
Interpretation of Maps
The Globe — Parallels, Meridians, Time Zones
Flat and Special Information Maps — Kinds and Uses

Unit on Connecticut

Physiographic Factors
Economic Activitics
Current Economy

Climatic Regions of the World

Importance of Climate
Relation to Man’s Economic Activitics
Relation to Natural Vegetation, Animal Life. Soils

Man’s Relation to Soil and Its Influence on Oceupations

Origin of Soil

Kinds and Uscs

Conscrvation

Man’s Use of Mincrals and Mineral Classilication

The Influence of Landtorms on Man's Activities

Plains
Plateaus
Mountains
Hills

liconomic lmportance of Power

Coal
Petroleum

Natural Gas ' 78
O
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Water
Nuclear
Solar

Manufacturing — Economic Factors
Market
Raw Materials
Labor
Power
Transportation
Transportation
Land
Water
Air
Trade Centers and Development
Methods of Instruction

Methods of instruction may include

The Lecture - combined with skillful use of audio visuals, maps. charts. student displays.
photographs, and other devices which will improve the ¢ffectiveness of presentation

Problem/Project - involves definite problems or projects to be completed. Consideration
must be given to student rescarch ability and the amount and type of reference material
available

Topic Outline - follows an outline prepared by the teacher

Clags Discussion - results from reading and problem activitics of students

Rescarch. Correlated Reading, Term Papers - followed by presentation and discussion
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Evaluation

Students may be evaluated by periodic objective tests. Also student participation and
contribution in class discussions, rescarch activities, projects, special reports, workbook as-
signments. and bulletin board prepuration may be evaluated by the teacher.

~ Student rescarch projects based upon geographic and economic implications of the fol-
lowing topics may be included:

Agri-busibess Products .
Extractive Industries (Fish, Forests, Fuels, Minerals)
State, General Region, Country

Utilitics

Transportation

Muanufacturing

Population Patterns

Topography and/or Climate




'CONSUMER EDUCATION J
In troduction

This course is designed to help the student in his decision making regarding his personal
finances. The course is a practical approach to acquiring, saving, and spending money.

Other titles used for this course are Consumer Economics, Consumer Concerns, Basic
Consnmier Problems, Dollar Power, and Consumer Studies.

According to the President’s Committee on Consuner Interests (see bibliography) con-
sumer education is the preparation of the individual in skills, concepts and understandings
that are required for everyday living to achiceve, within the framework of his own values,
maximum satistaction and utilization of his resources.

Consumer ceducation secks to help cuch person:
Understand his own value system.
Develop sound decision-making procedures based on his own values.

Evaluate alternatives in the marketplace in order to become a skillful buyer of the
goods and services he will need.

Understand his rights and responsibilitics as o consuner. in our socicty.
Fulfill his role in directing a free enterprise system.

The following concept units cover the important arcas in which students will function
as consumers and citizens:

Consumer Plamning and Decision Muking
Financial Sceurity

Social Living

Banking and Government

In the consumer education classroom. however. variations among students and ditfering
communities will largely determine to what degree objectives can be achieved. The character-
istics of students will also determine to a large extent, the teaching techniques to be cmployed.,
the approach to the subject. and the degrec of emphasis to be placed v cach conient area.

Consumer education may be presented in various ways. It can be offered as o full vear
course. a one semester course. an integrated course. or as i series of mini courses. Unit con-
tent selection can be made by the individual teacher and also by teacher/student gro. p selec-
tion. Approach cun be through the individual teacher, by team teaching. an interdisciplinary
approach. or through independent study. Consumer education can be handled by age group
presentation or by subject arca and can be offered to all grade levels.

81
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Whatever the approach, emphasis should be on the use of knowledge gaiiied and the
development of skills to help all students make the kinds of decisions which -will help them
to participate cffectively in the marketplace and financial world in order to obtain maximum
benefits and satisfaction from resources. o C e L

Student progress can be continually mcasurcd through the use ol unit quizzes, classroom
participation. and projects which will be assigned according to the interest and ability of the
student involved

Consumer Education Objectives

For units as indicated each student should be able to:

Consumer Planning and Decision Making

Demonstratc how consumer choices relate to personal values and goals.

Determine how different stages in the life cycle affect individual goals and as a result
bring changes in spending patterns.

Plan for cfficient and satisfying use of money based on an awareness and understand-
ing of personal values and goals as they relate to the use of resourcus, LnVIrOllant
and life style. '

Formulate strategics which will assist in analyzing consumer problems.

Identify and use reliable sources of consumer information.

Understand the rights and recpensibilities of the consumer dnd cva’uatc procedurcs
for the prgscntduon of ATFiCVIRCES.

Financial Security

Devise and Iollmv through on a savings and investment program suited to personal
needs.

Identify ways. places and reasons to save and invest for different purposes.
Determine personal goals, net worth liability and carning potential to decide the

amount and type of insurance and define the arcas of protection cach provides to
meet present and future qeeds. '
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Consumer Purchasing

Use knowledge gained of selling methods to make logical and intelligent choices in
the marketplace and judge value and accuracy of various types of promotions, adver-
tising, and sales in terms of objective standards.

Determine and appraise the advantages of preplanning purchases and comparative
shopping. : )

Devise an outline of basic planning and buying principles which can be applicd to the
selection of major services and goods such as transportation and housing.

Identify and explain the types, sources and costs of credit for different purposes as
well as understand its e ffec.tlve use. “

Describe dlld understand the purpeses of Federal and State laws that govern consum-
er credit.

Understand how to establish credit.
Social Living
Analyze practices and preferences for spending non working time.

Evaluate the cost factors of ““tun time™ in relation to the entire financial plan.

Consider the alternatives for spending time and energy and the effect of such deci-
sions on the individuar, the family. and the community.

Barking

Open an individual checking account and understand how to write and endorse
checks as well as keep accurate records.

Evaluate banks in relation to costs and services.
Understand the role of banks and banking in the cconomic systen.
Government

Develop an understanding and recognize the legal rights and responsibilities ol the
consumer.

O

RIC

Aruitoxt provided by Eic:

.



75

Recogmize agencies and forces at work to aid and protect the consumer.

Understand the purposes and types of taxation and prepare those tax forms relevant
to the individual.
v

Course Content
Consumer Planning and Decision Making

Occupation, Income and Life Style
- Shaping the Future — Goals, Values and Economic Choices
Financial Planning, Budgeting and Management of Moncy Resources
Wise Buying
Consumer Information Sources and Problems
Moncy. Time and Energy as Resources” ;
Rights and Responsibilities of the Consumer

Financial Security

Savings Institutions and Instruments
Types of Investment. Media

Life. Health and Social Insurance
Annuities, Pensions and Retirement
Education and Jobs _

Estate and Retirement Planning
Laws Providing Protection

Consumer Purchasing

Transportation

Price Comparison

Leisure-time Merchandise '
Home Buying — Food, Drugs. Cosmetics, Clothing. Furnishings, Health Care
Living Space

The Art of Shopping - Ways of Buying

Advertising and Other Buyer Aids

Deceptive Practices

Establishing and Building Credit

Sources and Use ol Consumer Credit

Contracts, Warrantees and Guarantees

Consumer Credit Legislation

Agencies to Aid Credit Users

81
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Social Living

Choices and Costs of Leisure-time Activity
Time and Its Use

Health, Physical Fitness, Life Style

Financial Budgeting for Recreation and Leisure
The Recreation Dollar in the Economy '

Banking

Checking Acceunts and Services
What Banks Offer

How Banks Operatc

Laws Governing the Banking Industry
Shopping for Money =~

-Labor, Management and Government

Organization and Services

Local, State and Federal Taxation

Consumer Protection Agencics

Economy and the Consumer

Environment and the Consumer

Government Control .
Inflation. Currency and the Money Market L g
Laws for the Consumer

Methods of Instruction

The following methods of instruction may be appropriate:

C Mveena

Lecture Games and Simulations
Group Discussion . ' Role Playing

Casc Study Method Classroom TV Productions
Guest Speakers Dramatic Presentations
Panel Discussion Individualized Instruction
Student-led Classes Student Oral Reports
Group Research - Individual Projects

Materials of Instruction

85

76

In addition to the texts and materials given in the bibliography the following materials
will be of value if they are up-to-date and reflect the latest trends and developments:



Films

Casscttes .

Kits

Workbooks
Newspapers
Reference Books

Film Strips

" Flow Charts
Community Resources
Magazines v
Pamphlets
Student-prepared Displays

A
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ECONOMICS
Introduction

Economics affects all citizens because ti:ey make frequent decisions on economic mat-
ters. Economic competence is essential for individuals to function as good citizens. Econom-
ics is that body of knowledge that deals with the way a society organizes itself to solve the
universal problem of unlimited wants and scarcity of resources. This course is recommended
for the general education of all students and is particularly appropriate for those students
thinking of careers in such fields as finance. business administration. accounting, banking,
political science, law, and marketing. . '

Economics is concerned with the way society responds to several questions such as:

- What shall be produced with the available resources and how will it be produced? How much

shall be produced. for whom. and how will the values of society be accommodated in the
econonic system?

This course is recommended for all students in either the cleventh or twelfth grades.. The
purpose of Economics is to develop functional economic literacy rather than to develop econ-
omists. The course is generally designed as a one-semester course, however an economics course
may be designed to meet particulur needs and extended to a full vear. No prerequisites are
required.

Specific Objectives
.~ The student should be able to:
display effectively the ability te analvze cconomic problems through sound logical rea-
soning and critical expression on current cconomic issues and problems

explain the importance of the individual as a citizen in the American cconomic system

demonstrate an understanding of economic decision making on a local. national. and
international level

use tools ol cconomic analysis as they relate to desision making

demonstrite an awareness of cconomic resources. and explain how the economy has
changed. and give some of the reasons for this change

demonstrate the ability to appraise. interpret. and describe basic cconomic theories
and concepts as they relate to:

scarcity of resources
cconomic growth and stability
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the market system in a private enterprise economy
supply and demand

the role of government, labor, and the consumer in a market-oriented socicty

contrast the way economic systems of other countries are ¢-ganized and operate in
solving the basic economic-problems in allocating sciirce resources ’

display a basic economic vocubulary and demonstrate an understanding of the more
common economic terms used

demonstrate an awareness of the inter-relationship that exists beiween vai-.... cectors
of the total economy

General Obj:ctives

Develop in the student:

- motivation to pursuce independent study in econoimies

a realization that solutions to economic problers must be developed in terms of gouls
and values, and that these ditfer with individuals and groups

a realization that there is seldom any one and only “correct”™ solution to an economic
problm

Course Content

The course content will be influenced by the ability levels and backgrounds of the stu-

dents. The teacher’s own background. training, and enthusizsm for the subject. and the re-
sourcefulness and ability with which the teacher can apply the best methods of instruction, will
also influence the conter*. A general suggested coverage should include:

The American Eo .nomic System

The Role of the i s ideal and {-overnment

The Relationship between Production and Income
Government Controls, Competition. und Mononoly
Income Distribution (wages.-rent and interest)
Money. Credit, and Banking

Government Revenue and Expenditures

Methods of Instruction

Teaching methods may include:

83
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Simulation games available from several sources including the Joint Council on Eco-
nomic Education, New York, NY 10036

Vocabulary games which develop better understanding of economic terms
Role playing (an example would be labor-management arbitration session)

Bulletin boards in which the teacher nelps the student to illustrate effectively an eco-
nomic concept or principle

Debates (examples might include: unemployment vs automation, income tax vs sales
taxes) adequate resource materials need to be made available to allow for ample re-
search of the topics

Newspaper, magazine. and graphic displays, posters and charts that are adequately ex-
plained and changed frequently

Numerous tried and cffective ideas for presenting ecunomic concepis to students of
high school age can be located in published reports entitled “Economic Education
Experiences of Enterprising Teachers.” The Calvin K. Kazanjian Economics Founda-
tion. Inc.. P.O. Box 452, Wilton. CT 0568%7, associ:iced with the Joint Council Feo-
nomic Education

Speakers representing labor, management. governmen:, banking. agriculture. consumer
groups.and others. The presentation of cour - rbalanced vievpoints is most important

Class trips to view ncarby industries, government agencices, and organizations that relate
to the topics being discussed - careful advanced planning «nd follow-up are essei Jal

Numerous simulation nnd vocabulary games ar. wailalve. A teacher should evaluate
carefully in advance. whether these games will 1t into the classroom learning gctivities

Community Resour. =

Utilizing the focal community should be an impaortant aspect for the objectives of the
course. A study of local firms will help students obtain a clearcr understandirig of economic
principles. ’

Usetul publications relating to the use of commumity rescurces inclade:

Teacher’s Guide to the Use of Comnumity Resources in Ecoaonic Education Somt”
Council on Economic Education.

How 1o Utilize Community Resources. National Council for Social Stusdies.

89
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Economics of the Community. Scott. Foresman and Co.

s

Methods commonly used by experienced economices teachers include:

Discussion and analysis of published reports of the state, city, or town, showing the
organization, financial structure. receipts and expenditures and other related topics.

Discussion and analysis ol other publications which explain the various departments
and commissions within 4 community which provide economic statistics.

Mcasurement and Evaluation

In preparing tests for Economics. the teacher should take care to include only those
items which cover the subject matter which has been taught. Because a test should fit a spe-
cific course oi study or a given part of that course. every cetfort should be made to develop
a test which will measure and evaluate the attainment of course objectives. The teacher with
a clear unaerstanding of the Kinds of learning to be developed through the course will have
the most success in the development and administiation of testing program. Tests should be
designed to determine the extent to which the learner has achiceved the course objectives.

Because economics, as taught on the secondary level. is non vocational in nature. the
measurement of understanding of concepts is most important. The teacher should be more
concerned with measuring the application ol learnings than with measurement of knowledge
of tacts. Many commercial tests are available trom publishers to,assist the teacher. However.
most of these tests stress measurement of facts recalled. The economics teacher should pre-
pare tests to measure basic cconomic principles and concepts learned by the students. Only
through preparing. trying, and evaluating will a teacher be able to determine how good cach
test actually is in his program of testing and evaluation.
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BUSINESS LAW
Introduct.on ) S
A law course serves the two-fold purpose of meetin.: ;he' demands of both the general

and vocational education of the student. The former is achieved through providing the stu-
dent with the opportunity to develop an understanding of rights and obligations in meeting

the legal demands of society. The vocational aspects include education about careers in law

(lawyer, legal secretary, court clerk, paralegal professional) and about basic legal information
which is significant for persons who work in business or office occupations.

The course is usually recommended for the eleventh or twelfth grade.

In most Connecticut high schools, the course title is Business Law. However, cther
course titles such as Law I, Law II, Teenage Law, Legal Concepts. Principles of Law are also
used. These latter titles may have a more general appeal to high school students and for that
reason are probaoly preferable.

Specific Objectives

—3 A .
Among the objectives of the law course are:

The students will become aware of and develop a basic understanding of their legal
rights and obligations us citizens. consumers. and worke rs within the social structure.

The students will develop a basic understanding of and be able to analyze their roles as
Citizens and will be able to identify laws that will meet the changing needs of socicty.

The students will gain a basic understanding of the local, state. and tederal court systen.

The students will be able to identify both federal and statc-agencies and laws that pro-
vide protection for the consumer's interest and concerns.

The students will develop an understanding of the important law: which aftect them as
residents of the state of Connecticut.

The students will develop an understanding ot and be able to discuss the expanding role
of.the minor in socicty.

The students will be able to distinguish between criminal and civil laws.
The students will become “ware of vocational opportunitics that may be open to them

in the legal ticld.

o
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Course Content

Meaning and Development of Law

What is Law
Development of Law
Roman
Civil
Constitutional
Administrative
Statute’s
Ordinances ;
The Individual and the Law

Legal Systems

Federal
State (emphasis on Connecticut)
Courts
Federal
State
Local
Criminal Law
Civil Law
Administrative Law

Contracts

Nature of Contracts
Classification
Void and Voidable Agreements
Elements
Mutual Assent
Competency
Consideration
Legal Agreement
Legal Form
Assignment of Rights
Termination
Rights of the Injured Party

o



Bailments

Nature of Bailments
Classification of Bailments
Rights and Duties of Parties
Termination

Employment

Nature of Employment Contracts
Rights and Duties of Parties
Government Regulation
Social Legislation
Workmen’s Compensation
Unemployment Compensation
OASDI
Nature of Unions
Collective Bargaining
Types of Union Security Provisions
NLRB

Debtor-Creditor

Sccured and Unsecured Debts
Rights and Dutics of Partics
Related Commercial Paper
Checks (all forms)
Promissory Notes
Drafts
Credit Cards
Money Orders
Lending Institutions
Government Regulations

Sales

Nature of Sales Contracts
Types ol Sales
Warranties

Title i}
Governmental Regulation
Rights of Injured Party
Termination

93




Insurance

Nature of Insurance
Insurance Contracts
Types of Insurance.
. Governmental Regulation
‘Termination

Property

Real and Personal Property .
Forms of Ownership

Rights and Duties of Partics
T:ansler of Property
Landlord-Tenant Relationship
Governmental Regulation
Wills and 'Intestacy

Business Organizations

Types
Sole Proprictorship
Partnership
Corporations
Cooperatives
Governmental Enterprise
Rights and Duties ol Owners

-Current Topics of Special Interest

Law and the Teenager

Law and the Family

Women and the Law

Consumer Law

Privacy and the Law

Carcers in Law

Methods of Instruction
The following methods of instruction may be employed:

Lecture

Group Discussion 91
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Case Problem Analysis
Mock Trial
Field Trip (Courtroom, Lawyer’s Office)

Guest Speakers (Lawyers, Insurance Agents, Stockbrokers. Government
o Agents, Judges)

Teaching Materials

Various teaching media may be employed in business law classes. Among these niedia
are: films, transparencies. slides. filmstrips. cassettes, flow charts. and bulletin boards.

Evaluation
Student achievemcnf may be evqluatcd through the use of:
Objective and Su'bjcctive Tests
Casc Study Anzilysis (homework and tests)
Oral al.ld Writteh Reports
Group Discussion Scminursl

Special Projects
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BUSINESS PRINCIPLES AND MANAGEMENT
Introduction

This course is intended to provide both vocational and general education. It is designed
to develop an understanding of what are the major considerations in establishing and oper-

~ating a business and to enable the student to gather and evaluate data pertinent thereto. The

major content of the course is in the areas of production, marketing, personnel, finance, pc-
counting, and the environment of business, Emphasis is on identifying and analyzing man-
agement problems. Thus, the course is designed to appeal to those students who fecl they
might be interested in some day owning and/or managing a business. Also, it appeals to those
students who would like an introduction to the management aspect of business with the VICW '
to taking advanced work in business at a college or university. .

Business Principles and Management is often offered under such course titles as Business
Management, Business Principles, Advanced Business Principles, and Business Oruanization
and Practice. It is usually a half-year course offered in Grade 11 or 12, There is usually no
prerequisite.

In addition to being offered as a separatg course. content from Business Principles and
Management may be incorporated in vocational office cducation courses such as Office Pro-
cedures and in such courses as Business Law and Econonies.

Objectives
At the conclusion of the course, the student should have:
an understanding of how economic activity is organized in the Uniwed States

an appreciat.on of the role of business management and g knowledge of its functions

snowledge of what are common problcms in business management and effective ways
ot dealing with these problems

an appreciation and undcrstdndm" of the inter-relatedness of fun«tions within organi-
zations

knowledge of basic procedures fetlowed in the organization and management of
business

understanding of and-the ability to use the terminology of business management

understanding of career opportunitics in management



O

ERIC

Aruitoxt provided by Eic:

88
Course Content
The subject mattertaught in the Business Principles course is designed not only to give

students an overview of the management process, bli'g to enable them to look into specifiz
aspects of that process. The course includes the following areas of study:

i
wt

- Economics of American Business
Forms of Business Organization and Ownership
Financing a Business
Production and its Management
Marketing the Product or Service ' P ;
Purchasing Poticies and Inventory Control
*”
Internal Financial Management (Accounting Records, Budgeting, Cost Control, .
Taxes. etc.)
Selection and Management of Personnel
Credit Management
Providing the Tacilitics for Business Operation
Office. Store, or Plant Locution and Layout

Equipment and Supplics
Shipping and Transportation

Government and Business Relations
Carecrs in Business

Methods and Materials of Instruction

In general. teaching methods and evaluation technigues for Business Principles are those

. which are suitable for Economics and other social business courses. 1t is especially important

in the Business Management course to provide extensively tor active student participation.
particularly in problem-solving activities. It is also important to make wide use ol business
periodicals and other current events materials.
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Learning activities which are especizlly appropriate include role playing, case problem
analysis, and games and simulation.
o Periodicals which may be of interest for Business Principles and Management include: v
Time, Newsweek, U.S. News-and World Repiri, Business Week, Fortune Magazine, Magazine

= Review, and Nation’s Business. Other references of interest are included in the bibliography
of this handbook.

IFora description of methods and a bibliography see: Daughtrey, Anne Scott. Methods of
Baszc Business and Economzc Education, Second Edmon Cincinnati: South-Western
Pubhshmg Co., 1974,

.t
h
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SECTION Vi
Part 2 -

COOPERATFIVE WORK EXPERIENCE/BUSINESS & OFFICE EDUCATION

Philosophy
Guidelines

Forms

99



CWE/BOE Commiittee

*Mary Giffin
Bloomfield High School

Sandra Arndt .
Enfield High School

Andrea Russo
Enrico Fermi High School

L’i‘nda Barc
Brien McMahon High School

Betty Madison
Southington High School -

Mary MacDonncll
Stratford High School

Milda Anderson
Mark T. Sheehan High School

v
Louis Ruggicro
Crosby High School

Gail Gaudreau
Wethersficld High School

Kathleen Smith
Windsor High'School

Carol Alford
Windsor Locks High School

*Chairperson
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CWE/BOE PHILOSOPHY
9

Cooperative Work Experience - Business and Oftfice Education is a program for business
students who through a cooperative arrangement between the school and the cmployer receive
academic and related instruction in school and apply skills learned in related, on-the-job train-
ing in the business ottice.

The CWE/BOE Program recognizes the benetits to students. school, business. commun-
ity. and parcats that can be obtained by participation in the program.

The program provides the students with the opportunity to share in the shaping of
their tuture. The student will be placed at a training station compatible with career inter-
ests and sKills. In this position the student will gain selt-responsibility. self-contidence. good
working hubits, and a Knowledge ol the occupational world and the connection between edu-
cation and job success. ‘
THI BUSINESSMAN GAINS BY --

IfTective retention of graduating students, already trained.

Being able to add part-time office workers with supervision.

- Employing workers in a learning situation while they are at an age where they learn
more rapidly and readily.

~ Helping create a pool of experienced office workers for the community,  + =
£ | !

— Having instruction by the school related to the job problems.

|

Regularly evaluating employees.

i
i

o= Getting a look ut the schools in action.

THE SCIIOOL AND COORDINATOR GAIN BY -

" — Continuously adjusting curriculum and teaching to meet the changing demunds of
current business and society as a wholc.

- Having good public rclations through constant contact with business.
- Providing to students fucilitics and equipment ol business not possible in school.”

— Providing outlet to present school needs to the public.

ERIC
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Providing for individual differences through built-in feature of the cooperative
program.

— Creating more interest and increasing holding power of school.

— Increasing the testing, supervision. and analysis toward vocational choice of student.

Receiving studied observations and comments of advisory groups.

Keeping classroom instruction modern in business as it happens.

THE STUDENT GAINS BY —

!

Aiding sclf-guidance towards better vocational choice, reducing later job scparations.

Putting skills to work on the job and preparing for the permanent job NOW.

Learning to work and get along with others.

~ Motivating in-class learning.

Financial selt-help built into his program.

Additional components of an etfective program are involvement of the student in a
vocational youth group. and the awareness by the student’s parents of the student’s carcer
objective. instructional program. and youth group activitics.

k.
Do
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CRITERIA FOR ESTABLISHING A BUSINESS AND OFFICE EDUCATION
COOPERATIVE WORK EXPERIENCE PROGRAM (CWE-BOE)

MINIMUM ESSENTIALS OF AN EFFECTIVE PROGRAM
Administrative Approval of the Program Should be Secured

The program should have the upprbvul of the administration regarding the essential
phases of the program, such as objectives., student-learner recruitment and sclection,
class scheduling, school credit for the two phases of the program. criteria for sclecting
training stations, public relations and promotion. responsibilities and duties of the
teacher-coordinator. provision of adequate physical tacilitics and equipment. evalua-
tion of program, ctc.

A Qualified Teacher-Coordinator Should Be Selected

The function of the [cuchcr—coordin‘utor is to organize and/or administer the CWE-BOE
srogram in the high school. The minimum qualifications of the teacher-coordinator in-
clude a pachelor’s degree from an approved four-year college or university. one year or
the cquivalent of actual experience in office work, and three years teaching experience
in the business and oftice education ficld. It is highly desirable that the coordinator
have a master's degree in business education. The CWE-BOE coordinator should be hired
for an cleven month year.

An Advisory Committee Should be Appointed

The purpose of this committee is to serve in an advisory capacity to the school admin-
istration and the teacher-coordinator. It should represent all those concerned with or
who participate in the program - school, students, parents, and businessmen.

Adequate Classroom Fucilities and Instructional Materials Should be Provided

Functionally dcsignéd classroom space and furniture should be provided which will
accommodate both group instruction and committee activitics. Also space should be
provided for individual conferences betwewn student and teacher-coordinator. Modern
office machines and equipment should be provided and kept in excelient operating
condition. Speciatized instructional materials and teaching aids requisite to the achieve-
ment of vocational competency should be made available.

Training Stations Should be Carefully Selected
- . . . . . N . . . .
raining stations must provide supervised learning activities that will prepare students

for stated carcer objectives. The training station supervisor must accept the basic phil- -
osophy of a cooperative work experience program.

103
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The Student-Learner Should Have an Expressed Career Objective

The student is enrolled in the cooperative education program for the purpose of pre-
paring for a specific occupation or a cluster of office occupations. The student is a
learner in a realistic office training situation at the same time a student in a refated in-
school class. The student must declare a specific career objective.

A Step-by-Step Training Plan Should be Prepared
This is a written plan indicating the knowledges. skills, and attitudes to be learned by
the student at his specific training station and in the school’s related class. It sets forth
the job description, the areas of experience and training, as well as the planned leaming
outcomes. The plan is prepared cooperatively by the teacher-coordinator, the employer,
and the student-learner. ' ‘

A Specialized Curricuium Should be Set Up and Followed

An approved business and office education curriculum or curriculums (stenographic,
clerical, accounting, or business management) should be set up consisting of a planned
schedule of courses designed to provide the | sarning experiences whicl: will ensure vo-
cational competency at the end of the training program. Each student must select a

curriculum in accordance with his aptitudes and interests.

Effective On-the-Job Supervision Should be Provided

The training which the student-learner-receives on the job is a key factor in vocational
competeney. An experienced office supervisor who understands the philosophy of co-
operative work experience should be appointed to work harmoniously with the teacher
coordinator in directing the fearning experiences of the student according to the step-
by-step training plan. The student shall be paid at the prevailing rate for beginning
workers in the occupation for which he is being trained.

Systematic and Complete Program Records Should be Kept

The teacher-coordinator must maintain a well-organized system ol records for keeping
informatjon on students. training stations. and follow-up studies of araduates. An cffi-
cient filing system <hould be deveioped ror cataloging and storing correspondence.
library reference materials. duplicated instructional materials, rescarch studices. profis-
sional publications. and the like.

Requisite Coordination Time Should be Provided

The coordinator should have adequate time o administer cfficiently the total coopera-
tive experience program. This should-include sufficient time in the daily work toad for
related classroem instruction and coordination activitics outside thie classroom. Consid-
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eration should be given to the number of training stations to be visited and their geo-
graphical distribution as well as such functions as recruitment of new training stations,
public relations, in the business community, home visitation, etc.

-~

A byhamic Youth Organization Should be Maintained

Extracurricular activities which contribute directly to the achievemient of the vocationat
objectives of the cooperative work experience program should be provided. These exper-
icnces may be provided through tlu existing FBLA club or other appropriate youth
organizations. CWE/BOE students should be encouraged to participate in the youth

group.

PROGRAM CRITERIA
. Requirements for Program Operation

A. CWE-BOL is offered as a one-year course in the senior year for which it is ree-
ommended that full credit for satisfactory work on the job .md full credit for
ch m—wlatul insiruction be given,

B. Instruction shall be devoted o dwclopmu ouupatlonal inteltigence, mastery of
specified job skills, and related training as facilities. time, and scheduling permit.

C. Instruction on selected business machines is an integral part of the instructional
progran.

D. Class size will be limited to some extent by the machines available sinee a rota-
tion schedule provides the best nens lor deriving maximum benefit from the
machines selected.

E. 1tis recommended that cach related Vocational Otfice Training Class have a
maximim enroilment of' 12, The coordinator should be responsible for no more
than 3 related vocational office training classes with work experienee supervi-
sion not 1o exceed 36 students.

F. A full-time program is once in which the coordinator devotes full time to respoi-
sibilities necessary in carrying out a (oopcmuw Work Experience Program in
Business and Office Education.

. Coordinator’s schedule should permit same released time from school as
students to provide on-the-job supervision and coordination. cte.
2. Assigned classes, including related vocational office training. do not exceced

three. at lfeast one-half the lCLllldr day is devoted to coordination l'CSDOl]bI-
hilities.
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3. Released time from school while school is in session may be for 2-4 hours
daily or 15-20 hours per week - in conformity with state, Federal and local
labor laws, and in a manner not resulting in mplontatlon of the student It arn-

. er for private "am

T Sample Daily Schedule of Full-Time Coordinator

Period . Class Pds/~¥k  Muax. No. Students
1 Related Vocational Office Training S 12
2 Related Vocational Office Training 5 12
3 Related Vocational Office Training 5 2
9 - Preparation 5 -
5 Coordination-
6 Coordination- 5 36
- 7 Coordination- ’

I1i. Major Coordination Responsibilities

Time provided for coordination activities shali be considered an integral part of the
coordinator’s schedule. Some of the activities of a coordinator include:

4. Joint development (with employer) of a written trainiitg plan similar to sample
attached. .

b. Completion of cooperative vou ational training agreements similar to sample attuched.
¢. Conferences with prospective employers. prospective students. students, administra-
- tors. advisory groups. and students secking cmployment information.

- d. Coordination visits to work-training stations.

¢.  Checking individual student's records and working with Guidance Department to
deiermine special-aptitudes and abilities prior to placement on part-time job.

. I Conducting cquipment surveys.

Conducting employment surveys.

1

h.  Preparation of job analyses.
i.  Continuous follow-up of graduates (CWE-BOI: ).
i Preparation o informative materials concerning the progriam.
106
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k. Maintenance of student personnel records (results and progress of work-training
experience).

I. - Development and preparation of functional training materials needed for CWE-
BOE students. )

IV. Participation of Non-Profit Private Schools

Provision for allowing non-profit private schoe:i siudents in the community to partici-
pate in the CWE-BOE program in the local public high school is highly desirable.

>
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CONMECTICUT FORMS 99
COOPERATIVE WORK EXPERIENCE PROGRAM .
in BUSINESS and OFFICE EDUCATION ,
1

Cooperative Agreement for Training

- will employ
FOR THE PURPOSE OF GAINING PRACTICAL KNOWLEDGE AND EXPERIENCE IN
OFFICE OCCUPATIONS. THIS TRAINING WILL BE IN ACCORDANCE WITH THE GEN-
ERAL TRAINING OUTLINE AND THE FOLLOWING CONDITIONS:

I. The student while in training shall be deemed student-learner and shall progress
from job to job in order to gain experience in all phases of the opcrations and duties or
achieve proficiency on one specialized oftice position.

2. The training employer will provide not less than three hours of employment per day
when school is in session. Extension of hours may be provided by mutual agreement with
school officials.

3. The public schools will provide instruction in the occupational and related subjects.

4. A wage comparable to the training status of the trainee will be paid by the emyploy-
e ageney. according to the state minimum wage law.,

5. The trainee will adhere to all rules and regulations of the employing agency. and
makKe every etfort to report for work promptiv.

0. I forany reason the employer can no longer employ the trainee. arrangements will
be made with the school coordinator to remove the trainee.

It is requested that the employer notify the coordinator immediately it it appears that
the trainee is having ditTiculty adjusting to the job and/or fails to lve e to the requirements.

The employer may discharge the trainee for just cause. however. the coordmator re-
quests consultation with the emplover beforehand.

No student may terminate his work without the Knowledge and consent of the coor-
dinator, '

7. The student will receive one credit toward gradu=tion i he has satistactorily com-
pleted the employment training. Termination by (he student without approval shall result

in the Torfciture of credit.

CWIP Coordinator LEmployer

Student Parent

Date

108
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BUSINESS & OFFICE EDUCATION
COOPERATIVE WORK EXPERIENCE PROGRAM

Student Evaluation

Name of Student

Name of Evaluator

Employing Firm

Report is due back

Please read caretully the explanation of points to be considered in evaluating cach of the -
ualities listed below and check the appropriate response.

Cooperation -- ubility to get along with others:

I. Cooperates willingly with others
———2. Usually gets along with others
—-3. Has difficulty getting along with
others '

Initiative. - tendeney to go ahead:
———1. Resourcelul: does extra work
——2. Does routine average work
—— 3. Takes little initiative

Attitude toward constructive criticism:
e L. Chunges work habits willingly
220 Tries harder arter eriticism
. Pays Little attention to criticism

Cou rtesy

e b Very courteous and considerate
——2. Usually polite and considerite
3. Sometimes lacks tact

Knowledge of Job: .

I. Works independently
———2. Needs some supervision
——3. Neceds constant supervision

Accuracy ol Work:

I. High quality of work

— 2. Average work

——3. Frequently makes errors

Productivity

I. High work production
———2. Work generally satisfactory
——3. Slower than average output

Adaptability

—1. Adjusts readily

—2 ndjusts alter much discussion

3. Cannot adjust to changing
situations

NEEDS FURTHER INSTRUCTION IN AREA OF: ——typewriting: —_filing: —_arithme-

tic skills: —_use of telephone:
—adding machines;
other:

ADDITIONAL COMMENTS:

Number of days absent from job from

offset machine;
caleulating machines: —__transcribing machines: —handwriting:

spirit duplicator: __mimcograph:

to

DAYS
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COOPERATIVE WORK EXPERIENCE — BUSINESS OFFICE EDUCATION

APPLICATION
Date
. Home Room
' H.R. Teacher
Name Date of Birth Age
: (last) ' (first) .
Address : Phone Number :
(number and street) :

Name of Parent or Guardian
Father's Place of Employment _- r
Mother's Place of Employment _
Year of graduation i Do you have transportation?

‘What are your plans following graduation? (check one)

Further education? What type?
Employment? What kind of job?
Other?! Please specity

BUSINESS COURSES TAKEN AND GRADES RECEIVED

(n : Grade (4) Grade
(2) v Grade —— (5) . Grade
(3) _ Grade __ (6) : Grade

Do you have a job? (eircle oned yes - no -~ if yes. what do you do?

0B AT
Address Supervisor's name
Sakary per hour Hours ' x

PREVIOUS WORK EXPERIENCE (Any Type) - (job. address. duties)

10 [ R
()

BELOW PLEASE WRITE A BRIEF STATEMENT OF WHY YOU ARL APPLYING FOR®
CHE COOPERATIVEE WORK EXPERIENCE - BUSINESS OFFICE EDUCATION PROGRAM.

A

110
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SECTION Vi
Part 3

DISTRIBUTIVE EDUCATION SUBJECT AREA

Distributive Education | | L ‘g
Distributivé Education Il
Salesmanship
Retailing

Advertising

111



agm—

103 .
COMMITTEE
for the
DISTRIBUTIVE EDUCATION AREA

Donald Marino* -
New Britain High School. New Britain

Carolyn Galligan
Newington High School. Newington

Nancy Grassilli
Manchester High School. Manchester

Thomas Hermann
Wolcott High School. Wolcott

Bessie Matsikas
Hartford Public High School. Hartford

Leo Riley
Watertown High School. Watertown

Diane Ross
New London High School. New London

Edward Valentukonis

Danbury High School. Danbury

*Chairperson
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DlSTRlBUTlVE EDUCATION — COOPERATIVE WORK EXPERIENCE
Introduction
Distributive Education is that phase of vocational education that prepares students for

careers in distribution and marketing — i.e.. the retail, wholesale. and service occupations. In
terms of dollar volumeu of business. the number of employees. and numbcr of establishments,

-, the field of distribution is the largest cconomic activity in the United States. Among the types

of jobs for which.the distributive education program provides basic preparation are retail sales
clerk. cashier. stock clerk, salesperson. assistant d'c_pa._,rtme‘nf manager, assistant buyer. assist-
ant credit manager. display assistant. advertising layoutsperson. advertising assistant, and the
like. For jobs such as these the high school program provides adequate training. F For such
more advanced positions as buyer. department manager. credit manager., advemsmu manager,
food store manager. service station manager. sales manager. and the like. post-high school
training and/or experience are required.

Ordinarily. no special prerequisite coutses are required of ﬁtudcnts enrolling in this arca
of study. The carcer objective of the student is the primary factor considered in the selection
of students for the program. Also, to be considp}cd in the student selection process is the
likelihood of student success in any of the areas of distribution.

Some schools offer only individually identified courses dealing with the field of distri-

bution - such as Salesmanship, Advertising, and/or \Icrdmndl\nw However, other schools

in the state prepare students for work in the ficld of distribution by offering a two-yeuar pro-
gram in distributive education beginning at the cleventh grade. Seven major arcas of distri-
bution are studied during the two-year program. These include: personnel, selting, product
mformation. sales promotion. merchandising, marketing process: organization and operation.

Objectives of Distributive. Education ¢General and Specific)

In general. the distributive education program in the high school provides opportunity
for the student to:

o explore the carcer possibilities in arcas of marketing and merchandising of goods
and services, inctuding the wide range of job and income tevels

2. appraise his individoal uptitudes, interests, and abilities in terms of h()lL’lHl.ll cploy-
ment in a distributive occupation
3. gain an understanding of the importance of distribution and how it functions to

serve the American frec-enterprise system

4. gain an understanding of iow distribution serves the consamer and the student's
present<md future fole as a consumer
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acquire the necessary knowledges, skills. and personal characteristies required in
order to obtain a beginning job in the ficld of distribution )

obtain a basic background in the study of distribution and an understanding of the
opportunities that are available for advanced study in this ficld and the qualities
needed to benefit Irom those opportunities

- AN

possess an awareness of trends in distribution and the opportunitics for advance-
ment in this arca of’ work

The distributive education program is designed to provide the student with specitic
knowledges. understandings. and abilitics. Thus. upon completion of the distributive edu-
cation program, the student

[

J

0.

9] .

is able to demonstrate the social skills and understandings necessary to perform at
the job-entry level. particularly in relation to customers. and to co-workers

understands the terminology used in the marketing occupations
is able to perform arithmetic computations necessary to the occupation

is able to complete accurately and rapidly the paperwork in connection with the
sale of goods or services or other aspects of his job

demonstrates an ability to handle a sale etlectively
displays a proper attitude toward his job, including responsibility and dependability

demonstrates a desire to learn about the. firm in which he seeks a job. including the
firm’s policies relative to customer service., adjustments. employee relations. and job
reguirements

possesses a knowledge of such aspects of distribution as advertising and display. and
other sales promotion technigues. stockkeeping and merchandise handling. stock
control, sales procedures and routine. buying and pricing practices. adjustment pro-
cedures, ete.

» .
demonstrates dress and grooming appropriate to the distributive decupations

is able to communicate orally and in writing appropriate to the needs of the oceu-
pation

111
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Course Content

In order to meet the general and specific objectives cited, the students wili study the
following areas and units:

Distributive Education I
Marketing Process

The importance of distribution to the economy
+ Channels of distribution

Organization and Opcration

How distributive businesses assemble goods
Kinds of distributive busincsses ‘
How c¢redit services the customer and the distributor

" Personnel

Selt analysis as a step toward the world of work
Development of personal characteristics for ecmployability
liducation for distribution
Planning occupational gouls in distribution
Securing employment in“_distribution
Employment oricntation
Development of goals for self<improvement
Sclling , .

'l
'

The customer’s viewpoint in sclling
Kinds of employment in distribution
Sclt=service selling

Product Information

How products are packaged and tested to increase sales
Product information for selling cfficiently

Sales Promotion

How distributive business promote sales through advertising and visual merchundising
Using advertising as a selling aid

Merchandising (Including use of mathematics in the merchandising process)

ERIC |
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Distribut'ive Education 11

Marketing Process

Distribution in a free cconomy
Function of marketing
Trends in distribution

Organization and operation

Stockkeeping on the selling floor

Sales supporting activities and customer services
Kinds of consumer credit

New practices and methods in consumer credit

Personnel

Progress reports and employer evaluations
Human relations in business

Job evaluation related to individual development
Education tor supervision '

Sclling

Blueprint for retail seling

Sales demonstration selling

Advanced selling technigues in specialized areas
Sales presentations to groups

Product Information

Standards. grades. and labels
lndividual product information (durable goods)

Sales promotion

Window display

Interior display

Advertising layout and copywriting
Marketing rescarch project

Display principles and techniques

Merchandising

Mathematics of merchandising
Planning and stock control
Merchandise security (store protection systems., theft. shoplifting. ctc.)

116
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Instructional Methods-in DE >

The distributive education teacher makes efficient use of the same basic teaching meth-
ods as teachers of other subjects. Teacher-imparted information (lecture) is appropriate for
introducing or elaborating on specific topics. Group discussion enables the students to begin
developing their communicative skills, so basic to the distributive occupations. Such qués-
tions as “How much profit should a merchant expect to make on his investment?”’, “Is
advertising really beneficial to the merchant? To the consumer?”, and “How can a merchant -+ -
increase sales in a slack season?” provide interesting and informative topics for class discus-
sion. They may also be used for panel or round-table discussion. Sales demonstrations in o
which one student serves as a salesperson and another student serves as a prospect should=-
clearly be used in the distributive education class. There are some fine films in the field of -
distribution that students will enjoy and profit from seeing. When studying advertising, a
student should have the opportunity to prepare displays, display posters. and shadow boxes. -
Field trips to distributive businesses and interviews with sales and other personnel in dis-
tributive occupations enrich the students’ understanding of their field of work. Note: For
specific suggestions as to teaching techniques sec appropriate section.

Evaluation/Standards of Achievement

Evaluation of student achievement must be in terms of the accomplishment of the
objcctives set up for the course. Student knowledges and understandings can be evaluated
to some cxtent through using tests covering the material that has been taught. But students'
abilities and skills, such as ability to present effectively the characteristics and advantages of
a product or to close a sale. can only be measurcd by observing the student in a sales dem-
onstration. The extent to which a student is developing the personal and social qualities
demanded of the distributive worker can be determined to some extent by how well the
student works with his teacher and with fellow students in and outside of the classroom and
in group situations. Through individual and group projects, the students’ dependability and
willingness to accept responsibility can be evaluated. In addition to the teacher’s evaluation.
sometimes students are tncouraged to evaluate cach other on selected characteristics. Per-
haps the most cffective evaluation of student progress is that of the employer and the
teacher-coordinator during and at the end of the student’s cooperative work experience.

Cooperative Work Experiences — An Essential Part of DE

One of the most educational aspects of the DE program is the cooperative work exper-
ience. This is an instructional plan combining learning experiences gained through employ-
ment in the business community and in-school instruction. The studeént is placed in a
distributive job in the community. is paid for his work. and is supervised both by his employ-

~crand by the school's teacher-coordinator. Jobs which are provided by cooperating business
firms are called training stations, The training agreement is a form prepared by the teacher-
coordinator together with the cdopcruting company to indicate the period or training an.l
the conditions of employment. The training plan indicates what is to be learned on the job

1i7
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.

and what is to be learned in the classroom as related instruction. Evaluation of the student

in the performance of his job is by the employer and the teacher-coordinator.

The cooperative work expericnce program has obvious advantages, Primarily. the stu-
dent is given the opportunity to apply his classroom learning on the job and at the same time
earn some income. Often, students who perforn: well are offered a job with the company
upon completion of their distributive cducation program. There is the advantage to the com-
pany in that it is hiring a person who already knows something about the company and its
policies and who has had a try-out period of work. More complete information on this and
other aspects of cooperative work expericnce as part of the distributive education program
may be obtained from the references cited in the bibliography.

: Separate Distributive Courses as Distinguished from DE

Some schools which do not offer a program labeled Distributive Education nonctheless
offer their students some course work designed to introduce them to the arca of distribution.
Although the specific courses offered will vary. generally at least one of three courses are
found in the offerings: Salesmanship. Advertising. and Retailing/Merchandising. Briefly indi-

cated are the objectives and course content of these courses:

Salesmanship

The students who complete this course are expected o be able to:

demonstrate effective selling techniques

[§S)

understand the underlying principlﬁ of selling

3. know basi.c terminology o‘l' the sales world

4. list key sources of product information

5. display personal qualitics of the cffective salesperson

6. indicate how to assist a customer to determine his product necds
7. close and record rapidly and accurately a sale

8. list and be able to cxplain the types of distributive outlets and sales occupations
and their opportunitics

Units and/or topics commonly taught in Satesmanship include such as the following
Basics of sclling

Personal qualities for store salesmanship
Selling approaches

1i8



O

ERIC

Aruitoxt provided by Eic:

Closing the sale

Determining customer needs and wants
Finding customers

Handling customer objections

* Product knowledge

The arithmetic of selling
Recording the sale
Selling as a career

Retailing (or Merchandising)

The student who completes this course is expected to be able to:

—

[

0.

8

Units and/or topics commonly taught in this course include such as the following:

a

understand the retail store as a marketing institution

know the characteristics of the retail business, including its special problems

ide;lti'fyitlle careers and ogporttinitiCsl in rctuﬁing

deal with buying to mcet customers’ wants

know techniques of merchandise control (inclnding sccurity)
know effective retail management techniques

know sources of supply of merchandise

demonstrate cftective techniques of retail selling

Retailing as an occupation

The place of retailing in the distribution system

The storc - location, the building, and the equipment
Selecting and ordering merchandise to mecet customer weints
Recciving and handling merchandise (including security)
Pricing and accounting for merchandisc

Merchandise control

Retail personnel management

Retail advertising and display

Customer services (including credit and adjustments)
Retail insurance

Organization for effective management (including store policies)
Techniques of retail selling
Fashion merchandising

10
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Advertising
The student who completes a course in advertising is expected to be able to:

I. understand the contribution of advertising 10 the economy, to the seller, and to
the buyer

H !‘)

know the'czireers and opportunities in advertising
3. demonstrate or list advertising media and techniques énd .the_advan'talges of each
4. prepart; advertising copy z{nd/or illustrations
5. demonstrate abilit.y to prepare displays

6. know how to evaluate the effectiveness of advertising and judge quality of adver-
tising in accordance with advertising principles

7. plan a sales promotion campaign for a product
Units and/or topics commonly taught in this course include such as the tollowing:

Meaning and purpose of advertising
Advertising in the ccononty

Advertising for the laree store: (e small store
Trademarks, brand names. slogaits. and labels
Radio and television advzrtising

-Newspaper and printed forms of advertising (including direct mail)

Sales promotion

Comparative costs of advertising

Ot r forms of advertising (including outdoor. car card, etc.)
Packaging as a form of advertising

Advertising copy writing and art work

The psychology of advertising

Influencing customer buying decisions



SECTION VI
Part 4

QUANTITATIVE SUBJECT AREA

Business Mathematics
Recordkeeping
Accounting I

Accounting I

Data Processing Concepts
Key Punch Training
Computer Programming .
Computer Operations

Computer Programming and Systems
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QUANTITATIVE AREAS

DATA PROCESSING

+

George Tatangelo* . . : e
Waterbury State Technical College, Waterbury: .

Russell Andrews
Rockville High School, Rockville

Paul T. Culton
Penney High School, East Hartford

Robert McPhail
Norwich Free Academy, Norwich

Carolyn Wrndrich
Hamden New Haven Cooperative Educational Center. Hamden

.;\CC_OUNTING. BUSINESS MATHEMATICS, RECORDKEEPING

Emil Ostrowski*
Manchester High School. Manchester

Burton Christensen -
South-Western Publishing Company

Lindu Clymer
Windsor Locks High School, Windsor Locks

John Doftek .
Ellington High School. Ellington

Russell Harrington
E.O. Smith High School. Storrs

Bernard Rosen ,
New Britain High School, New Britain

Joun Schramm
Sufficld High School. Sufticld

Tomas Yacavone
Penney High School. East Harttord

*Chairperson
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BUSINESS MATHEMATICS
Introduction

Business Mathematics, the stindy of mathematics as applied to practical business and
personal problems, is a background subject essential to the achievement of proficiency in

‘other areas of business study found in secondary school curricula. Knowledge of business

mathematics may be found useful in recordkeeping and accounting, office and clerical
occupations, distributive occupations, and for personal financial management. The course
is also of value for any student desiring a review of arithmetic fundamentals,

Other titles used for this course in Connecticut are Business Arithmetic and Consumer
Mathematics. The course is a two-semester course and can be taken in grades 9, 10. 1 Por
I2. There should be no prerequisites for the course.

The basic purposes of the course are to: (1) improve student ability in use of basic
arithmetic processes and skills essential for business activities: (2) improve student ability
to make wise decisions related to his function as a consumer, especially those decisions
which must be basced on arithmetic calculations: and (3) develop speed and accuracy in
solving fundamental mathematical operations: addition, subtraction, multiplication, and
division. The course should also make provision to fulfill thesc purposes as they relate to
the metric system.

- Business Mathematics Objectives
Upon completion of a course in business mauthematics students should be able to:

.

perform the basic functions: addition. subtraction, multiplication. and division, rapidly
and accurately using integers. decimals. and fractions «

convert fractions to decimals, decimals to fractions, and fractions and decimals to per
cents

perform the mathematical computations necessary to maintain o checking account and
prepare a bank reconciliation statement

compute and interpret averages as used in practical consumer situations

use common multiples (aliquot parts) in solving costs ot purchuses tor various types
of items ' '

compute discounts and/or rates of discounts when given necessary information for
computation

compute the amount of withholdings tor income taxes, social security. and other
purposes, from sample incomes and pertinent data

123
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compute the assessed value of property for taxation when given the actual value and
the assessment rate applied to the value of property when given the amount of the
actual value and the amount of assessment

compute tie amount of property tax due on sample assessed values and at sample tax
rates .

compute the cost of utilities (electricity, gas, water, telephone service) when given the
rate of charge and the amount of usage

compute sales taxes, cost of automobile insurance, depreciation, operating costs in-
volved in automobile or home ownership. cost per mile in operating an automobile,

interest on personal or business loans

compare costs of rental, leasing, or ownership of various assets (home, automobile,
equipment)

compute and verify credit card charges and necessary payments for principal and interest

use compound interest tables to compute the amount of an investment compounded at
specific interest rates and time periods

compute credit costs on revolving charge accounts

interpret premium rates for medical/surgical insurance, compute annual costs, make
comparisons betwecn various policics in terms of costs and benefits

interpret stock market transactions as reported in daily newspapers and make calcula-
tions based on information reported

make computations to compare -.airiple investments in stock, bond, insurance, and real
estate markets

‘Course Content
The Fundamental Processes
- Addition, Subtraction, Multiplication. Division
Use of Aliquot Parts and Fructions

Use of Decimals and Fractions
Usc of the English and Metric Systems of Weights and Measures
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.. Personal Cash Records

Cash Receipts and Payment Records
Handling Records of Deposits and Checks
Preparing Bank Reconciliation Statement.

Buying and Selling

Preparation of Sales Slips with Sales Tax
Determine
Unit Prices
Large-Unit Prices ~
Average Prices
Buying Fractions of a Unit
Purchases Involving Mixed Numbers

Wages

Straight and Overtime Wages
Deductions from Wages
Timecard Records
Piecework Rate

Commission

Calculating Commission

Figuring Graduate Commissions
Figuring Commission Rates and Sales
Figuring Net Proceeds

Borrowing Money

Find Date of Maturity
Find Time
Find Interest
I[I=PxRxT
6%, 60-Day Mcthod
Find Rate of Interest
Borrowing from Bank, Credit Union and other Agencics
Real Estate Mortgages
Figuring Installment Payments and Charges
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Savings and Investing

Finding Interest and New Bank Balance
Compound Interest

Buying Life Insurance

Investing in Bonds and Stocks
Interpreting Stock Table

Investing in Real Estate

-

Home Expenses

Figuring Ownership Costs

Financing the Purchase of a Home

Taxes

Insurance

Checking Utility Bills

Shopping Wisely - -

Transportation

Owning dn Automobile

Calculating Annual Operating Costs
Insuring the Automobile

Travel Expenses and Records
Shipping Goods

Taxes

Property Taxes

Sales and Excise Taxes

Social Sccurity Taxes and Benefits
Income Taxes

Problems of the Small Business

Financial Statements and Their Meaning
Investment «« Earnings

Payrolls -

Costs to Meet Social Responsibilities

ok
[AW]
<
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Methods of Instruction
The method of instruction to be employed will vary with the lesson objective to be
attained. Instruction in the fundamental processes will mvolve repetitive drill techniques.
Complex problem solving will involve:

presentation and analysis of the facts of an illustrative problem

discussion to understand the probiem situation and the relationship of the facts
presented

suggestions of possible solution techniques

choosing the most expedient and economic technique of solution from those presented
— indicate reasons for choice and rcjection

solving the illustrative problem using the chosen technique

(The teacher should guide this process involving students in all discussions, material
should also be presented visually.)

after the illustrative problem is cooperatively solved, students working individually to
solve practice problems similar to the illustrative problem

checking student work so that reteaching for additional understanding may be
accomplished

following a program of planned pl‘stlLL at appropriate time intervals for review and
retention

Care must be taken to relate the new material to be prcsentcd to material with which
students are familiar. Students in solving new problems should show all computations so that
the logic as well as the computational skill used might be checked.

Other methods or devices to be employed in teaching Business Mathematics include

lcarhing activity packets

pictures -- bulletin board displays

simulation games

invoices. payroll sheets, and other forms from local businesses

. tax forms




ol . 116
newspapers

workbooks which accompany texts

Problems to be solved should possess personal or job relevancy which must be under-
stood clearly by students. Commumty visits (stores, offices, factories, banks) will help to

show this relevancy. - _‘
Evaluation

Both computational and problem-solving tests should be given at frequent intervals.
Unit tests, homework assignments, class assignments, class participation, the ability to ex-
plain concepts combine to form the basis for final evaluation of student achievement. The
relative welght of each of these elements must be determined by the mdwudual in light of
class objectives and the local teaching situation.
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RECORDKEEPING
Introduction

Recordkeeping is designed to prepare students for office or office related occupations
which do not require the depth of knowledge associated with accounting courses. The course
provides an elenientary knowledge of business organization, operation, and control through
a study of fundamental recording activities. The student must be acquainted with the many
aspects of processing accurate business records in the daily routine of business. In addition,
personal use records vital to economic welfare are taught.

The course is usually a one-semester course without prerequisites offered at grade 10,
11, or 12: however, the course may be expanded to two or three semesters to meet local
needs.

Recordkeeping Objectives
Upon completion of the course students should be able to:
apply recordkeeping when given simulate personal or business data
~complete a series of appropriate business forms accurately and neatly
select and apply the appropriate procedures for maintaining basic business records

write legibly in completing a series of business records neatly and accurately

use available business machines and equipment to demonstrate comprehension of
their value in maintaining cfficient records

file business papers

use and appreciate the value of business documents inv business operations
handle cash transactions accurately

make simple entries to customer and crcdjtor dccounts

enter payroll data on payroll records using source documents

129
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Course Content

Cashier’s Records

receipts _

cash registers and cash proof
daily reports

deposits and withdrawals

Sales Records

sales and sales return slips,

sales tax

charge account transactions
statement of account

order forms for door-to-door salcs
account receivable records

Purchase Records

.

purchascs and purchase returns
price quotes

requisitions

orders

goods expected

invoices

purchases journal

accounts payable records

Payroll Records

time card
wage computations and tables
employee carnings record forms
overtime
deductions

social security

withholding taxes

other deductions
payrell checks and vouchers
change sheets

130
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Inventory Control
~ records
* physical count
value and purposes of inventory systems
pricing inventories
Personal Records
writing checks
check book records
bank reconciliation
Routine Office Procedures
students complete appropriate practice set
Methods of Instruction
The lecture approach should be limited and extensive use of individualized instruction,
audio visuals, simulation games should be encouraged to maintain student attention and in-
terest. Practice sets which simulate business or personal activities should be used to make the .
learning situation realistic.

Evaluation

Practical testing should be administered at frequent intervals to obtain accurate and
objective information concerning achievement and progress of students.
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" ACCOUNTING 1
Introduction

Accounting [, an excellent background course for all students, presents both business
and personai applications and provides some orientation for advanced study of courses re-
lated to business administration.

In Connecticut the course may also be known as Bookkeeping 1 or Bookkeeping and

ceounting I. The course should be a one-vear course offered to students in grades 10, 1}
or 12, There are no prerequmtes though knowledge of business mathematics is recommended.

Accounting I is designed to present the introductory concepts of double entry account-
ing and the accounting cycle as applicd to service and inerchandising businesses organized as
single ‘proprietorships. Business terminology related to accounting procedures and electronic
data processing must be considered. The course also provides an excellent opportunity for
students to become aware of employment possibilities in the “ccounting and recordkceping
ficld, to develop good work habits, and to {oster a sense of responsibility and accuracy in

work assignments.
Accounting I Objectives
The objectives are given as guides because course content should be tailored to suit
individual school or class situations. Upon LOl’I'l[’)lL‘thl’I of Accounting I, the student should

be able to:

classify accounts as they relate to the fundamental accounting equation and indicate
account balances

apply the concept of debit/credit to accounting transactions and indicate increase/
decrease of accounts affected by given transactions

record correctly in the upprOpnatc journals from source documents or a list ol trans-
actlons

post correctly to ledger accounts from the journals
complete a worksheet with adjustments from the ledger
prepare a financial statement from the worksheet

record the necessary adjusting and closing entries and complete such other closing
procedures as are required

successfully operate a cheeking wecount and complete related Torms
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understand the effect of data processing on accounting records and procedures
prepare payroll records

complete a practice set, with source documents, covering the complete accounting
cycle

identify career opportunities in the field of accounting and related areas

Course Content

Lo

-, Accounting Cycle for a Service Type Business

Starting an Accounting System

The Balance Sheet
The Accounting Equation

Re'cording the Opening Entry

The Effect of Business Transactions on Balance Sheet Accou‘nts .
The Principle of Debit and Credit for Income and Expense Accounts
Recording Business Transactions in the Journal and Posting to the Ledger
Proving the Accuracy of Posting .

Cash Proof
Trial Balance

Six-Column Workshect

Financial Stutcmcpts

Closing the Ledger
Closing Entries

Balancing and Ruling Accounts
Post-Closing Trial Balance
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Accounting Cycle for a Merchandising Business
Journalizing Transactions for a Merchandising Business
Posting fo Ledglers of a Merchandising Business

Accounts R'eceivable Ledger

Accounts Payable Ledger

General Ledger
Proving the Accuracy of Posting
The Checking Account and Reconciliation of Bank Statements
Eight-Column Worksheet with Adjustments
Financial Statements
Closing the Lledger

Adjusting Entries

Closing Entrics '
Post-Closing Trial Balance

Payroll Records. Accounts, Taxes and Repoﬁs »

Data Processing — Terminology, Principles. Applications
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ACCOUNTING II
Introduction

Accounting 11 provides an opportunity to develop a practical knowledge of accounting
techniques and procedures as applied in business. The course, specifically vocational and
career oriented, is planned for students who:

wish to enter the world of work in an area that requires bookkeeping/accounting
upon their graduation from high school

plan for further study in any of the areas of business administration

desire additional knowledge about business procedures and records so that as future
proprictors or managers they can initiate and. understand appropriate accounting
records

This full-ycar course, sometimes known as Bookkecping I or Bookkeeping and Account-
ing I1, should be oftered in grades 11 or 12. Accounting I is a prerequisite for Accounting I1.

The basic purposcs of the course are to prepare students for entry into a variety of office
occupations particularly (but not limited to) those which require a knowledge of accounting.
The course also provides a good foundation for advanced study in various areas of business.
The mental processes of analysis, interpretation. and synthesis of accounting data should re-
ceive emphasis to develop logical reasoning techniques. Exposure to manual and electronic
data processing of accounting data should be provided in opening new vistas for career de-
velopment. ' '

Accounting 11 Objectives

The objectives presented are suggested and must be tailored to mect the needs of indi-
vidual communities or students. Students upon completion of the course should be able to:

record business transactions in appropriate journals, maintain ledgers, and complete the
necessary procedures at the end of the fiscal period

prepare cash proofs, record cash overages or shortages, process cash receipts and pay-
ments. and reconcile bank balances :

compute payrolls. complete necessary payroll forms. and record appropriute account-
ing entrics

derermine and record entries incident to the accrual method of sccounting

make computations relative to notes. drafts. and enter into the accounting system the
data generated
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record basic transactions involving taxes

account for depreciation using straight-line, declining balance, sum of the years dlglt
and units of production methods

make necessary computations and record disposition of fixed assets

record the required entries for bad debts using the direct and allowance method and
make related computations

determine the value of inventory using accepted pricing methods

understand some of the basic differences between various forms of business organiza-
tion and some of the effects of these differences on accounting procedures

have a basic knowledge to understand the functions of data processing and its impor-
tance to business

record transactions using the voucher system

complete the entire accounting cycle for a departmental business, partnership, and
corporation

. Course Content
Review of Accounting Cycle
Departmental Accounting

purchases, purchase returns and allowances
sales, sales returns and allowances

cash records including petty cash
department workshecet and statements

Payroll Accounting

time cards

deductions

payroll register

earnings records card
Jjournalizing payroll

payroll taxes and payments

ok,
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Bad Debts and Accounts Receivable

allowance method of accounting for ™ad debts
adjusting entries ‘

writing off an uncollectible account

collecting a bad debt

direct write-off method of aécounting for bad debts
recording dishonored check

Accounting for Notes and Drafts

recording receipts/collections of notes receivable
dishonored note receivable

discounting of note receivable ,
recording issuance and payment of note payable
discounting note payable

sight and time drafts

trade acceptances

Voucher Systems

operation of a voucher system
voucher and check registers

Depreciation

calculation of depreciation by various methods
straight line, declining balance, sum of the years
digits, annd units of production

records for fixed assets

adjustments for depreciation '

discarding, selling, trading in fixed assets

depletion of asscts

Accrual Accounting
adjusting, closing, and reversing entries
for income items
for expense items

Prepaid Expensces

recorded as assets
recorded as expenses




Income Collected in Advance

rceorded as liabilities
recorded as income

Inventory Control

physical and perpetual inventories
pricing
fifo, lifo, weighted average, retail, lower of
cost or market

Partnership Accounting

forination

admission of new partners, ' -
recording transactions for a partnership
liquidation of a partnership '
division of partnership income and loss

fiscal period reports for a partnership

Corporation Accounting

formation of corporation
transactions for a corporation
fiscal reports of a corporation

Taxes

sales
excise
property
payroll
income
inventory

Data Processing
terminology

principles
business applications
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ACCOUNTING I and ACCOUNTING II
Methods of Instruction and Evaluation

Accounting I and Accounting II because of the similarity of the nature of subject mat-
ter presented lend themselves to the same teaching methods and the same methods of eval-
uation. ?

Methods of Instruction

The two courses can be taught by a method of group lecture and discussion which em-
ploys ample use of visual aids (transparencies, chalkboard, bulletin board, films and film-
strips) to present salient points of lessons for further study and reading. Small group work
or individual work using simulated projects and/or practice sets, and when possible, actual
business forms provides for individual differences. if differentiated assignments are used and
“busy work™ and a “lock-step” upp'roach are avoided. Students who complete work rapidly
and with understanding may be challenged with more difficult assignments or used as group
leaders or assistant instructors or be encouraged to work independently.

In order for the students to understand the sequence of the accounting process, inte-
grated assignments should be an essential part of instruction.’

Guest speakers and ficld trips arranged in conjunction with current topics of discussion
provide an easy way to show relevancy of classroom activities to the business world. Field
trips may be scheduled to banks, business firms, IRS offices, accounting firms, and- to com-
puter installations. .

The usc of calculating machines should be encouraged in the classroom though manual
calculations should not be ignored as both types of calculation are used in business. Time
saved through the use of machine calculations can best be used for additional instruction.

Casc problems may be used as individual or group projects for analysis and understand-
ing of business operations. Bulletin board displays of student work, business forms, and
pictures may serve to illustrate outstanding points of various lesson presentations.

The participation of all students in class discussions should be encouraged to develop
an understanding of why business procedures exist and perhaps discuss alternative correct o
procedures for those presented in the classroom.

For these classes the inore realistic the work assigned, the more closely this work is
related to local businesses with which students are acquainted, the better will be student
motivation.

All assignments should be checked as soon as completed. Transparencics of problem
solutions, should be used as learning and time-saving devices.

Methods of Evaluation

Evaluation must be related directly to the lesson, unit, or course objectives of the two
courses: Accounting I and Accounting I1.

Pt
C.-
oo,



131

Problems may be checked by using an overhead projector to show problem solutions —
students may check their own work or each other’s work though work so checked should be
to gain understanding rather than for grading purposes.

Written problem assignments checked by the teacher and student partxcxpatxon in class-
work and discussions can and should be considered in student evaluation. Extra-class work
such as library or investigation reports and development of student-prepared bulletin’ board
displays are also suitable evaluation criteiia.

Both theory and practical tests should be administered at frequent intervals to obtain
accurate and objective information concerning the achievement and progress of students.

Students should also be evaluated on the basis of attitudes related to vocational success
(punctuality, attendance, perseverance to complete work. sense of responsibility) as they
are displayed in the classroom.

The relative weight of each of the evaluatxve factors presented must be determined by
each teacher as they relate to the attainment of course objectives in each class situation.
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DATA PROCESSING

Introduction

Unlike the more established educational disciplines in business education that have
clearly defined educational objectives and goals, data processing programs designed for sec-
ondary schools must still be considered developmental in nature. Rapid changes in technology
within the computer industry have had serious consequences for secondary schools pldnnlng
to design a data processing program.

In the last fifteen years, computer manufacturers have introduced “four generations” of
new computer systems: each new system making much of the technology of the prior system
obsolete. In addition to this, the introduction into the computer market place of highly ver-
satilc low cost mini computers has added another dimension to the problem. These rapid
changes in technology have caused a continual need for additional training for data process-
ing specialists. Computer opcerators, programmecrs, systems analysts, and managers of data
processing have all been confronted with the problem of upgrading their technical skills as
new computer systems are introduced. C .

Secondary schools have experienced serious problems in reacting to these rapxd changes
in technology. Budgetary limitations, updating the background of teaching staffs, and rede-
fining educational goals and objectives have had a constraining cffect on schools planning to
introduce or modify data processing programs. As high schools begin to design data process-

~ing programs. consideration must be given to the backgrounds of the data processing staffs,

definitions of realistic goals and objectives of data processing programs. and the educational
environments within which the data processing programs will cxist.

Regardless of the scope of the program, the teaching staff should have taken courses
and have practical experience in keypunching. computer concepts, computer programming,
and as well have a thorough understanding of how computer applications are designed in
business and industry. Without a teaching staff with adequate protcssmnal background in
this specialized field, the program will not succeed.

The goals and objectives of the data processing program must be clearly defined. Real-
istic carcer goals should be designed to meet the needs of business: however, the scope of
the data processing program will be limited by the ability of the staff to implement the pro-
gram as well as the constraints imposed by the availability of computer equipment. A sec-
ondary school without access to computer equipment will have goals that will be quite
different from those of a school with access to equipment.

“The direction that a data processing program should take will be deteri rined by the
type of computer system accessible for instruction. While it would be impractical to expect
every secondary school to have a computer system devoted to educational purposcs, many
schools have designed meaningful data processing programs by using a mini computer or
obtaining access to a computer system through remote job entry devices or on-line termi-

‘nals. In some cascs secondary schools have made arrangements to use the computer facility

of the city in which they are located. while others have agreements with local industry to
have programs run during non-peak load periods.
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Schools without accéss to any form of computer facility can compensate by introducing
the use of low cost multi-media training programs available in film or video cassette form cov-
ering all technical aspects of data processing. Successful data processing programs can be intro-
duced without access to any form of computer facility provided the teaching staff has the
technical background to overcome this constraint and has sufficient access to multi-media
materials in data processing. ,

Without access to a computer facility or well-designed multi-media programs, the prob-
lem of introducing a meaningful data processing program becomes extremely difficult.

The Role of Data Processing Education

A great deal of controversy exists concerning the role of data processing education on
a secondary school level. The controversy centers around the relationship of carcer education
and general education. While the controversy has not been resolved, some guidelines are be-
ginning to emerge which should assist secondary schools in overcoming this educational di-
lemma. ,

Career education in data processing should be centered around the entry level positions
that are normally associated with a person with a high school education. These entry level
positions should cover training to enable students to obtain positions as keypunch operators,
data entry clerks. or computer operators. Students can receive enough vocationally oriented
training in high school to ¢nable them to obtain positions in the field of data processing at
these levels. .

Gencral education in data processing should cover the areas of computer programming.
computer applications and a brief exposure to systems analysis and design. While students
can be given courses in these arcas they should receive advanced training beyond high school
in order to be vonsidered for these positions in a data processing environment. The trend is
to require a minimum of two years of college and in many cases four ycars of college in order
to be considered for positions of this type. .

A well designed data processing program can meet the vocational needs of students
planning to enter the ficld of data processing upon completing high school, as well as the
needs of students who want to develop a better understanding of computers to ¢cnable them
to make wiscr career choices involving training beyond the high school level.

S

Data Processing Objectives

Prior to the time that specitic educational objectives are established for individual
courses of study. the general objectives of the data processing program must be defined.
However. as with traditional business education objectives must be developed not only for
general education. but also for exploratory education and career education for the data pro-
cessing students,

General education and exploratory ceducation have rather ¢l sarly defined roles in any
datu processing program. With thc‘int;‘mluc’ﬁon of the computer into the environment of’
business and industry ., data processing has made an impact at all levels of society. Students
should reccive training in data processing that will give them a bettér understanding of how
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data processing affects their lives. Career opportunities in data processirg should be intro-
duced, with stress on careers that require a high school education as well as those careers
that requife specialized training beyond high school. The role of computer programmers,
systems analysts,-and-data processing managers should be explored as possible career paths.
. Career education objectives can be met through the development of courses to train
students for entry level positions in data proccssing. As these career objectives are being de-
veloped, realistic study must be made of the opportunities available for data processing stu-
dents with a high school diploma. High school students ecan b trained successfully for entry
level positions as keypunch operators, compute1 operators, and clerical support clerks in-
volving a varicty of functions in a data processing ecnvironment, Data processing programs
should not attempt to frain computer programmers or systems analysts under the guise of
career education since training in these areas requires acdvanced technical study and experi-
ence beyond that which can be acquired in the secondary school. Courses in computer
programming and systems analysis and design must be considered as exploratory and not
as vocational career education.

In summary, broad gen-ral objectives can encompass:

1. General education objectives designed to give studeénts a broad understanding of the
role of data processing in society. The role of data processing in the fields of law.
medicine. science, education, government. and industry should be explored enabling
students to gain a better understanding of the impact of data processing upon their
lives.

-9

Exploratory cducation objectives designed to introduce the carcer paths that are
available to students planning to make data processing a carcer by secking additional
technical training beyond the high school level.

3. Career education objectives designed to teach students skills that will enable students
to obtain entry level positions upon the completion of high school education.

Modular Data Processing Program Design

T2 design of a data processing program sShould be modular in nature to allow the offer-
ing of a single course or diverse courses depending upon the scope of the data processing pro-
gram, the background of the teaching staff. the student objectives. and the administrative and
financial support of the program. A data processing program should offer a blend of carcer.
gencral. and exploratory education.

The following chart lists a group of courses that can be offered during the junior and
senior years to cover a variety of subject arcas. Some schools may be interested only in
offering one or two of these courses while other schools may have the capability to ofter
the complete program. The chart presents suggested courses. with prerequisites. grade place-
ments. types of objectives.
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DATA PROCESSING COURSES

Semester |
Number Grade Level ‘

Course Semesters  Prerequisites 11 12 Objectives2
Data Processing
Concepts : 1 None 1 C G E
Keypunch . Data Processing
Training 1 Concepts and 2 C

Typevriting

Computer ‘ Data Processing
Program:ning 1 Concepts ‘ 2 G E
Computer
Programming and ‘ Computer _ '
Systems 1 Programming 1 G E
Computer Data Processing
Operations I Concepts 1 C

ISemester Level indicated by | or2

?-Objectivcs C  Career
G General .
E  Exploratory e

The program is designed around a data processing concepts course that is required be-
fore any advanced training is taken. This core course will give students an overview of the
ficld of data processing to include computer concepts. carcer opportunitics. and an intro-
duction to computer programming. Students successfully completing this course can select
additional courses that will give them additional training in carcer oriented courses. general
cducation courses. or a blend of carcer and gencral education courses. While a grade level
and semester sequence has been suggested. the courses could be offered in a variety of sched-
uling patterns depending upon the desires of the school.

The diagram on the next page illustrates the possible sequence of courses that a student
may take during the junior and senior years depending upon his interest. Note that keypunch
training is available during both years to ¢nable students i sclect other courses. Since the
training of’ computer programmers is not a career objective of the sccondary school. any ap-
propriate programming language might be taught. Languages such as Basic. COBOL. Report
Program Generator, FORTRAN. Assembler Lansuage are among those that can fulfil the
programming sequence. '
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The following course descriptions will assist high schools in designing syllabi for a series
of courses that could be included in a typical data pracessing program:

DATA PROC!ZSSING CONCEPTS

Introduction

A course in data processing concepts is designed to give students their first exposure in
the field of data processing. Since the course is designed to blend career and general education
objectives it car be oftfered to all high school students. Other common titles for this course
would be Introduction to Data Processing, Fundamentals of Data Processing, Data Processing
I, Computer Concepts. and Compuater Fundamentals. The suggested grade level for this course

is grade 1.

Specific Objectives

Upon completing this course, the student should:

A. Understand and gain an appreciation of:

N

How data processing has revolutionized the traditional processing methods
of business and industry

The roles men and women play in directing the activitics of computer systems

How data processing systems are designed. programmed. and irformation is
processed in business and industry

The types of carcers available in the data processing industry and in general
the qualifications and education required to fill these positions

The relationship between computer hardware. software operating svstuns

and application programs

B. Beableto

Lo

Write a computer flow chart along with input output specifications tor a
computer application

Write simple compuier programs using the programming lunguage introduced
in the course

Identify the characteristics of a typical computer configuration
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4. Understand the hollerith code and internal dafa representatic;;
5. Design card layouts Fo bp used in conjunctiqn with source documents
6. Keypunch input d‘ata on a keypunch
Course Content
A. Introduction to the ficld of data processing
I. Evolution from 1;:1i{ record to computer systems

2. Impact computers have made in traditional information processing methods

3. Employment opportunities in the ficld of data processing inciuding educa-
tional requirements

4. An overview of how business applications are developed
B.  Creating input to a data processing system

1. Source document to punched card

t9

Hollerith coding structure
3.. Card layout and design
C.  Using a keypunch to create data processing input

1. Characteristics of a keypunch

(o

Keypunching input from a source document
3. Practice exercises
D.  The use of unit record equipment

. Typical machines and their uses

2. Developing a computer application
3. Practical problems using unit record technigues
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E. The electronic computer

1. Input, output, processing

(S8

Types of input, output devices

3. Characterjstics of the central processing unit

4. The flow of information through a computer system
5. Internal data representation

6. Characteristics of magnetic tape and disc storage

F. Problem solving using program flowcharting techniques
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Flowcharting techniques

3. Practice in flowcharting

&

Flowcharting problems
G. Stepsin writing a computer program

1. Define the problem

!-J

Create input output layouts

3. Flowchart the problem

4. Write the instructions

5. Keypunch the program instructions

6. Compile and test the program with the test data

7. Document the program
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H. Introduction to computer programming o

. An overview of typical programming languages

(B

Machine versus symbolic languages
3. Introduce the language to be taught
1. Writing computer programs

I. Using the language to be taught introduce the simple instructions for input
output and processing

2. Write simple programs. testing them when possible

1. Review the various carcer paths in data processing

I. Discuss training and educational requirements

2. Review employment opportunitics and typical salaries

Methods of Instruction

The environment available for a data processing program will determine the approach
that is taken. If possible, access to a computer facility will enhance the program. Possible
ac.ess to a computer fucility could include an on-site mini computer, on-line terminal to
some remote computer system. remote job entry (card reader and printer) to some remote
computer system. use of a computer facility in the locality (town facility or local industry).

~ Where a computer is not available desirable results can be achieved through the use of
multi media instructional programs using films or video casscttes. Materials of this type can
be purchased or rented. These materials cover programs in computer concepts and various
programming languages. ‘ '

Plant visitations to computer systems can be very effective to stimulate the interest of

students. .

The ability that the teacher has in presenting material properly in any basic course in
data processing cannot be over emphasized. A well trained teacher can overcome the lack
of & computer facility.

O
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KEYPUNCH TRAINING
Introduction

A course in keypunch training is designed to glve students practical experience in work-
ing with keypunches used to create input for computer installations. This course will offer
students carecr training in the data preparation skills needed for employment in business and
industry as keypunch operators.

Other common titles for this course would be Keypunching Concepts Keypunch Re-
cording, Data Preparation, and Input Preparation.

The prerequisites for this one semester course are Data Processing Concepts and Type-
writing I. The suggested grade level for the course is grade 11 or 12.

Specific Objectives
Upon completing this course, the student should: . .
understand and gain an appreciation of*:
the role of a keypunch operator in a data proccssixig department

the basic skills and principles needed to successtully operate data entrv devices

how source documents containing required information are used in the creation
of input for a data processing application

how punched cards are designed to place required information in a standard
input formut

the work ltabits and attitudes needed to succeed as a keypnnch operator in a
data processing department

be able to:
create input using acceptable standards required by business and industry

prepare program cards enabling the student to create input under program
control

successfully operate a keypunch, meeting the requirements needed in a pro-
duction oriented keypunching environment

1590



Course Content
Introduction to the Punched Card
The Role and Use of the Source Document
Card Design and Layout
Hollerith Coding Structure
Introduction to the Printing Card Punch
Operating Features
Program Design
Program Application Exercises
Developing Speed and Accuracy
Numeric Data
Alphanumeric Data
Designing and Testing Program Cards
Standards of Achievement
Introduction to the Verifier s
_ Operating Features
Need for Verifying Input
Skill Development
Overview of Input Devices
Keypunch
Data Recorder
Data Tate Devices
The Role of the Keypunch Operator
Preparing Source Documents
Keypunching and Verifying Standards and Controls
Duties of the Keypunch Operator

Methods of Instruction

Methods of instruction and equipment needed will vary with deh schocl system. The
following sua«restlons arc offered for consideration:
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It is not necessary to provide a keypunch machine for each student. A combination of
keypunches and typewriter simulators (IBM Selectrics and Royal Key Punch Simulators)
is acceptable

Use a few keypunch machines and an open lab approach, so that maity more students
could be serviced throughout the school day

Use of a keypunch *‘Pacer” system utilizing audio tapes, films, or shdes for individual-
ized instruction

Provide students with “practxcal” Keypunching experience by preparing various data
entry cards to be used in the school such as report cards, attendance cards, anid course
selection cards

Place experienced keypunch students in a one day on-the-job learuing experience in a
local data processing installation

s
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COMPUTER PROGRAMMING
Introduction

A course in computer programming should be designed primarily as a course in general
education and exploratory education. Because the course is meant to give students an oppor-
tunity to learn computer programming-as an exploratory course in business and not for
carcer education goals, the language taught will depend upon the background of the faculty
and the type of computer facility available for testing computer programs. While a course in
programming can be taught without access to a computer facility, the course will be more
meaningful if students can compile and test some of the programs they have written.

Whenever possible a business oriented language such as COBOL or Report Program
Generator should be taught, although almost any programming language will meet the ob-
Jectives of the course. In addition to COBOL and RPG, lunguages such as Basic, FORTRAN,
PL/1, and Assembler Language can be introduced successfully. ‘

A prerequisite for this one-semester course is an introductory course in data processing
concepts. The suggested grade level for offering the course is grade 12.

In order to avoid duplication a sample syllabus for a course in computer programiring
has been designed around the COBOL prosramming language.

Specific Objectives
Upon completing this course, the student should:
understand and gain an appréciation of:
the probicim-solving process required to program a computer application
standard flowcharting and documentation techniques

the relationship that exists between the user (who has the problem) und the
programmer (wlo solves the problem)

thie inter-relationship between the computer. the programmer, and the com-
puter program

how computer applications are designed by systems analysts and systems
programmers

be able to:

write computer flow charts along with input/output specifications for com-
puter programs

Wy
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write simple card-oriented computer programs using the COBOL programming
language
compile, debug, and test computer programs
understand all of the steps required to solve a problem on a computer

Course Content

- An Analysis of the Steps Required to Write a Computer Program

Define the Problem
~ Create Input/Output Layouts

Flowchart the Problem
Write the Instructions
Keypunch the Program Instructions
Compile and Test the Program with Test Data
Document the Program '

A Preliminary Look at the COBOL Programming Language
Language Elements
I-our Divisions
Sample Program

Requirements of the Identification and Environment Divisions

Requirements of the Data Division
File Description
Record Description
Work;ig Storage
Mcthods-of Data Representation

Requirements of the Procedure Division

Open. Read. Move. Write Verbs
Close. Accept Display Verbs

Additional Procedure Division Words

Arithmetic, Editing. Compute Verbs
Display. Value. Usage. Stop
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Developing Tests and Totals in a COBOL Program ”

Comparing
Relation, Sign, and Class Tests
Condition Names

Additional Statements

Headings, Overflow
Perform _
Minor, Intermediate. Major Totals

Use of Tables, Subscripts, and Sort Verb
Methods of Instruction

In order for a programming course to have any meaning, students must be given an
opportunity to cempile. debug. and test programs that they have written. Schools planning
to introduce a ccurse in computer programming should be certain that they have access to
a computer facility to enable them to test stuclent programs. With access to a (.Ol]]})lltc
facility, a programming course that stresses ‘compiling and testing programs can be offered.
Most schools will not have access to their own computer facility. In Connecticut there are
four active chapters of the Data Processing Management Association. Each of these chapters
has an Educational Chairman who can make arrangements to have student programs com-

- piled and tested by local industry during non-peak periods. With little if any cost. the

resources of this organization can be used to enhance the programming course.

" "At the beginning of the course simple programs that contain a few simple instructions
should be designed. Simple programs that students can complete successfully will build stu-
dént confidence as they attempt to learn a programming language. A few simple business-
oriented programs followed by a complex program toward the end of the course will cnable
basic programming concepts to be taught successfully. '

Multi-media programs covcrm" many programming languages are avanlul)lc to supple-
ment classroom instruction. These i inexpensive programs can be purchased or rented. cnabling
teachers with limited programming cxperience to teach meaningful courses in computer
programming.
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COMPUTER OPERATIONS
Introduction

A course in computeraopérations is a career oriented course designed for those students
planning to seek employment as computer operators upon completing their high school edu-
cation. Schools planning to introduce a course of this type will normally not have a com-
puter installation to enable their students to receive adequate training in computer operations.
Even if schools have small computer facilities, they will fack the diversity of equipment need-
ed to give the students sufficient training. Fortunately there are some excellent multi-media
pregrams designed by mdustry specialists that-can be used for a course of this type.

A course in computer operations.should be designed around existing multi-media pro-
grams designed to train computeroperators for large computer installations away from the
computer. Since entry-level positions as computer operators are filled by persons without
any prior experience in computer operations. students who have been exposed to a course
in computer concepts followed by a course in computer opc.rations should receive serions
consideration for these zntry-level positions.

The suggested grade ievel for this semester course would be grade 12, A prcrcqumtc '
for the course would be a survey course in data processing concepts.

Specific Objectives
Upon completing this course. the student should:
understand and gain an appreciation of*
how cdmputcr applications are processed in a'data processing installation
how job control dirl-';éts-thc activity of tlu_‘ opcratin_g system

how the computer operator acts as an interface between the computer hard-
ware. software. and the application program

he able to:
operate a fourth generation computer system by directing its activities
load tape and disk drives. taking corrective action where required

operate the typewriter console or DOC (dlspl ay operator L()n'll'l'llll'llLdtl()llS)
replying to messages from the opcratmu system

C e,

process production programs utilizing the computer’s operating system

understand the job control language required to compile. test. and execute
computer programs -
156
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Course Content’
.System 360/370 I/O Device Overview

Disk Storage Drives

Printers

Card Readers

Magnetic Tape Drives
Information Display System
Card Punches

System 360/370 Concepts

Input Output Devices

Software and Hardware

System Residence Pack

Librarics und ‘Application Programs
Job Control Language

System Utilities

Operator Commands and Messages
Operating Techniques

Scheduling and Organization

Methods of Instruction

~ Becausc of the technical nature of this course. the program of studies must be designed
around accepted multi-media programs designed by industry experts such as Edutronics In-

“ternational and Deltak, Inc. These low cost multi-media programs combine the use of film
-orvideo cassettes along with workbook exercises designed to enable the suwlent to develop

an understanding of computer operations used in a typical fourth gencration environment.

.Courses of this type have proven successful for the training of computer operators away
from the computer system. This approach can serve as a meaningful substitute for actual
hands-on training. an approach that many high schools are unable to make available to their
students. .

Ficld trips to computer installations during the course will enhance the effectiveness of
this multi-media approach to train computer operators for business and industry. If possible,
efforts should be made with local industry to enable students in this program to work with
computer operators to gain practical experience during the course.

e

S EY
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COMPUTER PROGRAMMING AND SYSTEMS
Introduction

Computer Programming and Systems is an advanced course in data processing designed
to give students additional background in the area of exploratory education. Students con-
sidering a career in data processing as a programmer or systems analyst requiring advanced
training beyond high school should be encouraged to take this course.

This course is designed to introduce advanced tape and disk programming techniques
and-an intreduction to systems analysis and design. Simple business oriented computer ap-
plications wil! be introduced in the course. .

Other common titles for this course are Advanced Programming, Computer Applicu-
tions, and Systems Anulysis and Design. :

‘The suggested grade level for this semester course is Grade 12. Prerequisites forthe
course are Data Processing Concepts and Computer Programming.

Specific Objectives
Upon completing this course. the student should: e
understand and gain an appreciation o’

muagnetic tape and disk programming coneepts and tevhniques

how computer applications  » designed by systems analysts and systems

programmers
sequential and index sequential disk processing methods

thie carcer opportunities available in computer programming and systems an-

alysis and design
be able 1o:
write simple tape and disk oriented programs
design a simple business oriented computer application

design dn index sequential disk oriented computer applicition
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Course Content
Magnetic Tape Concepts

File Organization
Sequential Processing
Updating a Tape File
Uses in Industry

Direct Access Concepts

File Organization
Sequential Files
Creation and Use of Sequential Files

Advanced Direct Access Concepts
Index Sequential Files
Creating and Updating Index S=aucntial Files
Random Retrieval

Introduction to Computer Systems
Components of a Computer System
Introduction to Systems Analysis and Design
File Design ‘

Systems Analysis and Design
Systems Survey
Designing the New System
Systems Documentation
Implementing the New System

Svstems Projects

~ In this unit students would work in groups designing a simple business oriented com-
puter system. Student projects would cover one of the following arcas of study:

Billing and Accounts Receivable

Sales Analysis
Purchasing

159
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- Inventory Control
Payroll
Accounts Payable

Students would design the systemn and program one or more phases of the-system
as time permits.

Methods of Instruction

The first part of the course.will be composed of classroom instruction and laboratory
assignments in computer programming. As-the course progresses students will have developed
an understanding of disk storage techniques and simple systems analysis and design concepts:
At this stage students should be broken into teams and assigned a computer application to
design. During class sessions students will design the new system, documenting their new de-
sign. After presenting their application to the class. they will begm to implement the new
system by writing onc or more programs needed for the new system. The instructor will otfer
guidance and suggestions to cach group as requirements for projects are developed.

Students should be encouraged to visit computer installations in order to gain an insight
into how industry deve lops computer applications. All major computer manufacturers have
application manuals on the systems the students will be ‘designing. These manuals will be
important aids to both teachers and students.

160



SECTION VI
Part 5

SECRETARIAL SUBJECT AREA

Personal-Use Typewriting
Beginning Typewriting
Advanced Typewriting

Personal Notetaking
| Stenography I
Stencgraphy 11 :md Transcription
Steno Labs
Office Procedures |

Business Communications

161
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SECRETARIAL STUDIES
Introduction

Today s business education curriculum. especially secretarial education, provides tor
many different career options.

The diversification of sevretarial education has developed over the years because of the
changing demands of the worid of work and the sophisticated equipment used in the offices.
With the development of new equipment., a greater need arises for a variety of trained work-
ers in the seeretarial arca. Consideration should be given to the job requirements for a sec-
retary. stenographer, receptionist. and clerk typist. enabling students to secure those jobs.

Schools should provide the necessary instruction to train students for entry-level
seeretarial and or elerical positions. These instructional materials can be provided, in various
suceesstul time frames (one/two years, six months. four weeks) or any other time frame that
permits the teaching of the desired skill at an eniplovable level to meet the student’s needs.

When pldnan course offerings and setting levels of achievement, the school staft must
consider the demands of business which should determine the basic skills and attitudes taught
for employment. Up-to-date equipment similar to what the worker will use in the office
should be used in the classroom situation whenever possible.

The student who clects the secretarial/clerical arcas should have options but. at the same
time. follow a sequence of courses that will provide skills and training which will lead to
meaningful employment at the successful completion of the program of studics.

The courses. course content. and terminal objectives presented in this section are con-
sidered as'the basics for a secretarial or clerical carcer. The course outlines s are designed to

-allow the teacher to adapt to individual department and student rcqununcnl\ Muny schools

will undoubtedly supplement these basic courses with additional offerings.
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PERSONAL-USE TYPEWRITING
lntroductiop ,
Personal-Use Typewriting is a course which is usually taught for a half year. Its purposc
« IS to enable non-business students to gain a basic skill for personal use. The course can also

~-~serve as an exploratory course for many students. Grade placement for the course is optional.
There are no prerequisites for the course.

Objectives
The student will:
acquire a thorough knowledge of the kcybqurd and operative parts o_f the machine
producce acceptable copy in areas designated in course content
Course Content -
Mastery of Keyboard
Manipulation of Operative Machine Parts
S;vcﬁl and Accuracy l)__c‘\*-:‘b"lo»]nncnt
Centering  Tubulations
Compositions and Reports (coordinated with otherdisciplines)
Personal and Business Letters with Envelopes and Carbon Copices
Rough Drafts - Letters and Reports
Research Papers - Footnotes
Composition at Typewriter

Applications and Resunies

ERIC
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BEGINNING TYPEWRITING

The first year ofvtypewn'ting, which can be offered in grade 9 or 10, is a caréer-oriented
course designed to develop minimal skills necessary for job entry. The major objective of this
one-year course is to develop a fouridation of techniques essential to advanced vocational
instruction.

Objectives
Upon éompletion of the course. the student will:

have a thorough knowledge of the keyboard and operative parts of the machine

type a minimum of 25 net werds a minute for five minutes with no more than five
errors on straight-copy material

display desirable work attitudes and habits: punctuality. neatness. pride. and
responsibility

proofread accurately
produce well-placed, acceptable typewritten copy
Course Content
Keyboard Mastery (Manual and Electric Machines)
Proper Posture
Proper Keyboard Stroking Techniques
Correct Use of Operative Parts

Speed and Accuracy Development

" Techniques
Drills -

Error Detection and Correction

Proofreading
Correcting Devices

Centering and Tabulation
Horizontal

Vertical .
Special Display Projects 1oud
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Correspondence -

Letters

Memoranda

Carbon Copiés® -
~ Envelopes

Business Forms

Billing Forms
Shipping Forms
Financial Forms

Manuscripts

Outlines

Titic Page

Table of Contents

Unbound and Bound Reports
Footnotes

Tublcs and Charts
Bibliography

Rough Drafts

Correspondence
Munuscripts -

Composition at the T_vpc\ riter

Work Habits
Work-Station Orgunization
Ability to Follow Written and Oral Dircetions
Ability to Work with Others

Self Evaluation of Work
Typewriter Care

166
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ADVANCED TYPEWRITING

Introduc tion

Adanced Typewntmg, a career-oriented course, is designed to further develop and re-
fine the minimal job-entry skills gained in Beginning Typewrltmg Some schools offer the

student an opportunity to continue typewriting instruction of specialized nature: legal,

medical, or statistical typewriting. Advanced Typewriting may also be known as Typewriting

I or Production Typewriting.

A prerequisite to Advanced Typewriting is Beginning or Personal-Use Typewriting. Ad-
vanced Typewriting should be taken in grade 10, 11, or 12, whichever year immediately fol-

lows the completion.of Beginning Typewriting.
Objectives

Upon completion of this course, the student will:

type at a minimum of 40 words net per minute for five minutes with no more than hve

&

crrors from straight-copy matcerial

produce acceptable business communication materials under timed conditions, distin-

guishing between acceptable and unacceeptable copy
proofread uc.curutcly and make acceptable corrections
compose at the typewriter
exhibit desiruble personal attributes: cooperation, dependability, promptness, self-
control under pressure. cheerfulness in accepting assignments, acceptance of con-
structive criticism.
Course Content
Review of Basic Skills
Speed and Accuracy Development
Proofreading and Error Correction
Production Typewriting

Correspondence



Correspondence
Letter Styles

Block
Modified Block
Moditied Block, Indented

Memoranda -
- Envelopes
Form Letters
Application Letters and Resumes

Punctuation

Open
Mixed

Statistical Information
Business Forms

Purchase Orders
Invoices
Mailing Labels

Manuscripts

Outlines

* Title Page
Tuble of Contents
Unbound and Bound Reports
Footnotes
Tables. Charts. and Graphs
Bibliography

Speeches

Minutes ol Mectings
Committee Reports
News Releases

Rough Draft T'yping

Chain Feeding

159 .
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Reprographics _

Spirit Duplicator
Mimeograph
Offset
Photo-Ready Copy
Photocopy

Special Projects
Executive
Legal
Medical
In-Basket Exercises

Composition at Typewriter
Work Hubits

Typewriter Care

Work Station Organization :
Ability to Follow Written-Oral Directions
Ability to Work with Others
Self-Evaluation of Work

[~
[y
<l

.
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METHODS FOR TEACHING\-TYPEWRITING CQU‘RSES

Teacher demonstrations should be used throughout the typewriting instruction in order that
the students see correct techniques.

The overhead projector is an excellent tool for presenting new material or displaying samples
of work.

C‘ontrolled readers, rhythm records, and tapes should be used to provnde variety in the class-

Bulletin boards should be constructed to motivate and to-encourage competition.
Use of actual business forms in typewriting will enhance the teaching.

The teacher should make certain that all drills have a a purposc and that the student is aware
of that purpose und is working with the teacher toward its accomplishment.

The teacher should use I-minute and 2-minute timings to develop speed and decuracy. coneur-
rently. The 3-minute or 5-minute timings would be Ion cvaluation purposcs.

The teacher should select carefully the materials to bc used in the classroom. Use of materials
other than those in the textbook being used should be considered.

All work performed by the student in a typewriting class should be teaching-learning exper-
icnee rather than just busy work.

More than in any other class. the typewriting teacher should be in the classroom ohxcmn"
the work being performed at cach work station rather than sitting behind the desk.

There should be challenging materials available For those studgnits who are able to proceed
laster than other class members. :

The typewriting teacher. both in beginning and advanced elasses. should use multi-purpose
drills which assist in reviewing, recalling. reinforcing, and refining the language arts skills,

The teacher in advanced typewriting plans for considerable timed production work.
Office conditions should be simulated as much as possible,

Drills are bricl and intensive with attainuble goals.
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PERSONAL NOTETAKING

Personal Notetaking is a selt-enrichment course usually taken for a half-year and is
sometimes oftfered in conjunction with Personal-Use Typewriting. This coursc. based on an
abbreviation system using either alphabet or symbols, is designed to prepare college-bound
students to extract meaningful data from lectures. textbooks. and reference sources. The
course should be offered in grade 10, 11, or 12.

Objectives
Upon completion of the course. the student will:
have a knowledge of the theory of alphabetic or symbol notetaking

be able to use those reference materials necessary tor college classes

-

be able to take notes from lecture situations

be able to extract meaningful data from lecture notes

~

Course Content
Principles of the Alphabetic or Symbol System
Mcethods of Notetaking
Drills on Abstracting Pertinent Data from Lectur.s. Tewthes ks, and Reference Sources
Basics of Ou[linihé
Notecurd Prcpurulion- for Rescarch Pupcr.;
Library Reference Sources
Nolcluking i’rom Guest Lecturers
Effective Tistening Techniques

Efficient Patterns for Work Oreaniz=tion

Fiticient Use of Study Time and Materials

ERIC
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Methods of Ivstruction
Lectures
Class Members
Teachers _
Community Members

Outside Speakers

Other Disciplines
Topics of Interest

Use of Video Tape
Present Previous Speakers
Allow Student to View Self

Library

Reference Source
Proper Use of Materials

172
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STENOGRAPHY |
Introduction
Stenography I is iy a vocational course designed to develop skills, knowledges.
and attitudes essentio; to success in business. The course should be oftered in grade 11 and
has a reccommended prerzeiisice of Beginning Typewriting.
Objectives

At the end of study of Stenography 1. the student will:

possess competencies in theory. brief forms, phrase lists, and related transcription
skills ’

be able to write all brief forms frons dictation at the rate of one every three to five
scconds and transeribe them with 100% accuracy

be able to take new matter dictation at aminimum rate of 60 words per minute for
three to five minutes and transcribe with 95% accuracy

be able to produce typewritten, mailable letters from dictated notes (correct punc-
tuation, spelling. grammar)

develop desivable work habits. punctuality. neatness. pride. responsibility
Course Content
‘Theory
Reading

Timed Reading from Textbook Plates
Timed Reading from-Homework Notes

~ L

Shorthand Dictation

Speed Building from Practiced Material
Speed Building from New Material

~ Pretranseription Training

Spelling

Punctuation .

Capitalization =
; 173

Grammar
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STENOGRAPHY 11 AND TRANSCRIPTION
Introduction

Stenography II and Transcription is a course structured to develop further the VOLdt.iOn'-
al skills and knowledges introduced in Stenourdphy I for those students who have selected the
stcno“rdplm career path,

The course which should be offered in grade 12 should be scheduled for shorthand in-
struction with a sccond period for transcription immediately following. The prerequisites in-

~clude Stenography I and at least one year of typewriting.

Objectives
Upon completion of the course. the student will:

be able to transcribe on the typewriter new material dictated at 80 to 100 words per
minute lor three to five minutes with 95% accuracy

be able te tmnsunlx in mailuble form short business letters dictated at « minimum
speed of 80 words per minute

be able to tuke olfice-style dictation and transcribe and produce mailable copy

transcribe wlltypes of business LOll]Il]UlllLd[lOl]S with carbon copies-and envelopes.
at @ ;gﬁommlg Tate

develop personality traits necessary [or successiul cmployment
Course Content
Shorthand Speed Building

Letters and Memoranda
Office-Stvle Dictation

Vocabulary Building .
Review of Typewriting and Correctien Techniques

Development of Transeription SKkills
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Review of English Skills

Grammar
Punctuation
Proofreading
Spelling
Capitalization

Reference Materials

Dictionary
Reference Manuals

-~

1

DY)
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STENOGRAPHY TEACHING METHODS

Stenography courses combine the development of several skills: reading, writing or tak-

ing dictation. and transcription. Certain procedures enhance the teaching of these skills:

Repetitive reading ol outlines from the chalkboard or the overhead projector sereen

alter initial theory presentation enables the'stadent to grasp the theory principles
more readily, '

Concerted oral reading of words illustrating theory aids the aural learning process in
& o

stenography.

Plate reading by students in class at the beginning of the semester is extremely beneti-
cial. However. as writing is introduced. the amount of recading in class should be de-
creased. followed by longer periods of dictation. Reading should progress from reading
of plate mateiial to reading homework notes predominantly.

Proper use of transcripts. if provided, should be taught by the teacher. It trinseripts are

-used. the student can use these occasionally in second year classes to write homework

from printed words. then use the textbook to cheek for writing aceuriaey.

New matter or graded dictation material should be introduced aceording to the approach
recommended by the autior of the textbook being used.

Forced speed dictation should be given in the first semester during the learning of theory
principles. During the second semester considerable time should be devoted to speed
building and reinforcement of theory principles.

Usce of multi-channel tape equipment enables the student 1o progress at an individual
rate. This type of equipment should serve as a supplemental aid to the teacher. not as a
teacher replacement.

.

Records can also be used as an aid in increasing the speed of the students,

The first typed transeription should be from plate material in the texthook. which has
Preen written as homework. A reading of the malterial just | rier to transeription will
assist the student in that first typewritien transeript.

From plate material the student will progress o transeribing-rom - homework oIS,
previewed material, then new material.
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The teacher should remember that transcription needs to be taught. Some pretrans-
cription skills. such as punctuation. grammar, ctc.. are taught in first-year stenography,
The studcnt needs to combine these skills with the typewriting skills acquired in type-
writing classes. plus the skill of reading shorthand notes and transterring these short-
hand outlines to the printed word.

The stenography teacher should move about the classroom during the dictation ot drill
materials. This enables the teacher to see what the student is writing.

The Stenography 1 class should have access to a typing room during the first and second
semester. This will then allow the students to acquire the skill of tunsmbm" from writ-
ten shortlmnd notes carly in the learning period.

Work experience involving shorthund .transcription outside the classroom is invaluable
to the stenographic student. Other faculty members can sometimes use a secretary.

A varicty of voices for dictation is helptul to the student in the second year of stenog-
ruphy.
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STENO LABS ‘

Most schools are now using multi-channel equipment in the stenography classes. Such
cquipment can assist the teacher in giving the students the speed practice they need, since

the-entirechssdocsrorattmeed the same specd. _

If possible, this cquipment should be available at times other than the class period: and
the student should be encouraged to secure additional dictation practice.

Use of the stenography labs during the class period should be limited to a part of the
period, not the entire time. . .

When the schools purchase steno lab cquibm_cnt, consideration should be given to case

of operation, availability of service representatives for maintenance. suitability for needs,

and possible use lor other courses.




_ 170
OFFICE PROCEDURES
Office Procedures is a culminating course for business students who select one ot the
carcer sequences for vocational competency and subsequent employment. Some schools
ofter the student a choice between clerical o*fice practice und secretarial oftice practice.
Either option should be oftered in grade 12 und has a prerequisite typewriting. At the
complction of the course. students should be proticient in the skill arcas related to their
career path. ‘
Objectives
- Upon completion of the course, the student will:

oe a mature individual possessing desirable work hahits and skills

be aware of the typical work tlow cycies which incorporate a varicty ol business equip-
ment and appropriate procedures .

have the necessary knowledges and skills to perform sclected office routines and pro-

cedares . _ -
have Knowledge of correct employment p.r()ccdurcs
Course Content

There is a wide range of activities which could be wncluded. T‘lic selection of units is
determined by the availability ot - oinment, goals and objectives of the course, other course
offerings and co anunity neec ceosted units are listed in alphabetic order:;

Aduing and Calculating Machines’

Banking Scrvices

.Busic Business Forms

Computational Skills Retresher

Data Processing

Duties of Receptionist

ERIC
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Employment Procedures
Letters of Application
Resumes

Job Interviews

English Fundamentals and Letter Writing (it not taugh! in a separate business course)

tatons,

ll’;i.l'ing" and Records Management
Human Relations
“In Basket™ Exercises
Puyroll Procedures
Postal und Shipping Procedures
Reference Sources
Reprographics
Spirit
Mimeograph
Oftset-Reudy Photo Copy
Photocopy
Simulation Activities
Special Typewriting Projects
Telephone Usage (l_ncluding Switchbouard Operation)
Trunseribing Machines
Travel Arrangements

Word Processing Principles

180
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BUSINESS COMMUNICATIONS

.~ = Introduction

Business Communications is a one-semester course to be offered in grade eleven or

twelve to refine the basic oral and writing skills for effectiveness in personal correspondence
and career activities.

Objectives
Upon complction of the course. the student should be able to:
apply the elements“ot"grummur and correct mechanics ot the él]glish language in oral
and written communications ‘
use thet(lictionury for spelling uand increasing vocabulary

use oral communications cftectively in the presentation of speeches and reports

apply the principles of research and report writing, including correct usage of library
and other reference resources

follow directions accurately

demonstrate the principles of written communications through properly constructed
correspondence '

write the necessary letter ol'qpplicution and resume for employment preparation
-+ Course Corténl

Granmar, Spelling. and Punctuation Drills -

Vocuabulary l)cvclopmunf

Oral Communications

Personal and Business Lett 1s. Memorandums

Research ;:pa Report Wri

Letters of Application. Resumes. and Job Interviews
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.SECTION V11 -
SUGGESTED SPECIFIC TEACHING TECHNIQUES
(for selected business subjects)

General Business
Businéss Mathemntics
Business Communications
Business Law
Business Principles
Consumer Education or Economics
' Data Processing
“Distributive Education
Economics
Office Practice
Recordkeeping and Accounting
Stenography

Typewriting
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SPECIFIC TEACHING TECHNIQUES FOR BUSINESS SUBJECTS

In this section are presented only a few examples of specific teaching techniques or
suggestions that the teacher of business courses can employ in enriching classroom instruc-
tion. The creative teacher will develop his/her own effective teaching techniques and seck
out und use these and others that appear in the professional literature. Teachers are encour-
aged to refer to the periodicals and references cited in the Bibliography for further sugges-
tions on effective cluassroom teaching micthods and techniques and on sources of supple-
mentary materials for clussroom use. Some of the teaching techniques presented in this
section havebeen suggested by and used by.Connecticut business teachers.

Specific techniques are listed by subjects as arranged in alphabetical order.

GENERAL BUSINESS

. When studying types of business orgunization, form a “corporation™ — issuc stock.
clect board of directors. officers. ete.. Set up the company to carry out some profit-making
chdeavor.

. Develop and ditto a crossword puzzle consisting of general business terms. Students
enjoy working these. and it is a zood way to highlight and téach students new words and
coneepts generally used in business.

111, Vary classroom activities by using roleplaying. Situations that lend themselves to
this technique niight be the following: A. A teenage boy wants to buy un automobite. He
and his parents” (a total of three students) discuss the matter, Included in the discussion
are such points as the worth of the automobile. obtaining financing. estimating cost of up-
Keep, obtaining in-urance. ete. B, Four students who are close friends are giving some
thought 1o the kinds of occupations tor which they wish to prepare. They talk over their

‘thouglits and plans with cach other. They are all business related jobs {accounting, steno-

araphic. sales, and data processing). Points to be covered in the discussion among the stu-
dents would include opportunities in the oceupaiion heing considered, qualifications.
mancial and other compensation, working conditions. advancement opportunity. ete.
The roleplaying discession by the four students should highlight some of the factors that

d person choosing an occupation should consider.

V. Invite an officer of a local bank to meet with the class, Ask him toinclude in his
discussion such topics as these: A, What 4 bunk does for this community B, Mistakes com-
monly made by users of hanking services C. How a bank carns its income DL How o bunk

gels started. et

\, Assume i teenager wants to borrow g given sum o money. Have several students
cach contact a different lending institution and report o tie class on such aspects as
A Whether the institution would lend him the money and under what conditions B. How

the money would have to be paid back C. What e true interest rate would be and the
dollur amount of interest .
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VI.-  When studying the general topic of money management. encourage students to buitd

a hudget and keep a record of their own income and expenses. With the aid of the class. sketeh
out on the chalk board or on a transparency a simple columnar record. antd head the income
and expense columins with typical in_con{'é and ¢xpense classifications. Using amounts suggesi-
ed as a reasonable teenuge inéomg and expenses., record income and expenditures for g typwal
week.

BUSINESS MATHEMATICS ’

1. For teaching Percentage, Base, and Rate. use the Form: = Trinngle:

Once students have mastered the idea of w 5ot the Percentage. Buse, wred Rave are.in order

to remember the formula for cach. simpiy o ver that part which yoi sie vl e saelve:
N,
P

. . . or
PERCENTAGE = R or

P+ Roor

VAN
>\
R)”"’l"“'—”"
R .
\

\
RATE =
/op
— or? or P+Borg) P
R )
B R \
I, Use . fechistoscops or slide projector with write-on shdes during the first week of

school tor rits on addition, subtraction, as well as with muitiplication tables. This provides
a good review and students develop contidence with simple basics. This type o presentation
cun also be used in computing simple interest prohiems and with hreaking up the days in the
60-day, 677 method. ' '

111, For comparison of values between percencs, fractions. and decimai-. use o studenti
worksheet set up as'tollows:

Prob. 21 . 337 b, 1/3 ¢. .34 . 5/t6 ¢ 334

Stadents should be able to runk these in order of Targest 1o snyatlest or smallest to Largest
provides some fun as well as perspective of values of these numbers
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Answers: Largest c e b _a d_smallest

The trick, of course. is to compute the decimal value 0of ach number,

V. FUN & GAMES Students aie divided into two, three, or four teams. One chair per
team is set facing the chalkboard. One representative of each team takes a seat in one of these
chairs. (Chalk and erasers should be availabie to each team.) Teacher positions self in back ot
classroom. Teacher has each representative step up to board and write down problem. (These
may range from addition and subtraction to thought problems in interest. mark-up. mark-
down. etc.) As soon as the student writes problem on the board. he takes his seat. When all
team reps are seated. on signal they 2o up to board and solve problem. circling answer. Stu-
dent representative who gets correct answer and sits down first scores peint for team and
remains in front of room. Other students are replaced by teammiates. It student sits down
with wrong answer. he is disqualiticd (sometimes the best student hurries too much and is

- disqualified). It all but one student sits down atter circling wrong answer. no points aic
“given. but the remaining student can stay and try against other team representatives.

V. Many of the errors made in arithinetic calculations involve errors of an exageerated
nature. For example. a student will come out with an answaer of $343 interest on a modest
amount of money rather than, perhaps. the correct amount of $34.50. A teucher. can assist
students to avoid this type of exaggerated orror by giving them practice in the estimation of
correct answers to problems. Orally presenting guestions -l as these are helptul in this
respect:

Is interest on $700 for six months at 87 tkely t- be $7% 5567 $707 $289 $280

Is the total price of a purchase of 62 items at $47.50 cach approximately $3007 $620?
520007 s3000?

Estimating is made casier it the student is taught fo rouisd off ligures used in the esti-
mating process. Thus. in the above questic:.. the seadent might want 10 eaiimate by
thinking 60 x S50 which cun be caleulated casily.

V. Some students have trouble carvying figure . in o-daition, Perhaps the accountani's
method of adding will assist such students. Thus:.

6079
4860
1032
6581

7393

33 . B
» N

20845 [
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BUSINESS COMMUNICATIONS

L. One Connecticut teacher places emphasis in a Business English class on building
students’ vocabulary and their ability to spell new words correctly. Each Friday students
are tested on ten new words from a 150 word list along with ten words from previous weeks.
Studvats are expected to type the definitions of the newest words. spell the words correctly.
and to supply the correct words to definitions of words atready tearned.

I. A Connecticut teacher puts a lot of emphasis on acquainting students with the dic-
tionary - what it is. whatis in it. and how it is used. Actually even relatively few adults are
reatly acquainted with a dictionary. This teacher obtains from the library a copy of Webster's'
New Collegiute Dictionary tor cach student. The class carefully goes through cach section,
stopping and looking up pluces or things - including local colleges, rivers, their boy triend’s
or girl friend’s names. ete. After this thorough examination and practice exercises involving
the use ol the dictionary. o test is given students on the use of the dictionary.

il Flave students design tetterheads - their personal fetterheads or fetterheads for a real
or fictional compiny. Also have students jcarn to become discriminating about letter style by
having thcnfc\';luutc illustrations of letterheads, fetter styles. and content of fetters. Such
publications us Sixry Best Business Letrers (American Automatic Typewriter Compuny) pro-
vide good examples. One Connecticut teacher runs student-designed letterheads off on a
duplicator. makes a listing of the businesses for which they were prepared, and encourages
the students 10 write to cach other’s businesses.

IV, With the help of the school librarian, be sure to acquaint students with sources of
miormation. This is so important tor a Business English or Business Communications ciass.
J00Ks and reterences of particular importance to business students are atlases. almanacs.
hooks ol quotations. foundation dircctories, directories of business firms, associations. and
orgunizations, government publications. ete. An employer often expectsan office worker
to obtain informution available 1rom these sources.

A Giive students expericace in proofreading and in the proper use of prootreader’s
symbols. A good phan is to have students exchange written assisnments with other student
prootreaders. The proofread and marked papers are then returned to the author who makes
the corrections betore submitting his paper to the teacher. One of the outcomes of this type
of teaching technique is the debate between students as to the nature and veritication of
the crror. '

V. Learning to write and express ideas tone’s own or those of othiers) is a prime objec-
tive of g business communications course. These activities should help students acquire this

COMmpeieney:

Collect maguzine articles. business reports of interest to the business student. Have
students write abstracts of those articles or reports.
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Have students describe, in writing, directions to their home or to a point of interest
from the school. '
In an election year, ask cach student to listen to onc polmca] speech and report to the
class the main points or the gist o the speech.

BUSINESS LAW

L. Encourage students to read books involving al! phases of the law. Compile a bibli-
ography of such books. An example of books that are likely to whet the appetite of law
‘students is Louis leer s My Life in Court.

II. Use plenty of cases in tcuching business law. Emphasize that chree factors must be
given consideration in case discussions: (1) identification of the dispute between the parties
(2) application of the law relative to the pdrtm:lar dispute, and (3) a decision supporting
one of the parties*

1. A fruitful source of enriched instruction is the use of outside speakers. Specifically,
consider these possibilities:*

Possible Speaker Topic
Automobile or appliance dealer Warranties and product lability
Manager of large food store Truth in packaging, weights
Representative of realtors, cte. ~ Leases and transfer of real property, ctc.
1V, Consider these topics for a class debate:

Truth in Packaging or Coddling the Consumer

Unsafe at Any Speed or The Sclection of the Marketplace
Liability in Tort or Proof of Negligence

Holder in Due Course or Party to : Wrongtul Deed !

I'From Neil Gaston, *Business Law™, NBEA Yearbook, Washington, D.C.: Natjonal
Business Education Association, 1972, :

V. Perhaps one of the most effective ways to arouse the interest of students ihrough a
school is to conduct a mock trial and videotape it. This has been used most successfully ina
few of the schools of the State. The case is written by the teacher or students. Plaintiffs, de-
fendants, attorneys, judge. cte. are selected fron: members of the class. The videotape replay
can be used not only it reviewing the performance of the various Pdl‘[lc‘ in the case, but also
to darousc interest on the part of non-business students in the business law course. Sorhe stu-
dents in the schuol may be considering a law carcer. This teaching technique appeals to them
as a type of carcer cducation.
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VI. By all means have a representative of the local legal aid society talk to the class about
the services rendered by this group, who is eligible to receive them, and at what cost.

VII.  Business law students should benefit greatly from a visit to a small claims court or
having a judge of such a court visit the classroom and discuss this type of court. Many stu-
dents and even adults are not acquainted with the purpose of this court and the rights they
have to plead their own case in the court,

BUSINESS PRINCIPLES

L When dealing with the unit on forms of business ownership. have students interview
sclected businessmen in the community who are cither owners or partners in their own busi-
nesses. or who are managers of the businesses of others. Be sure to cover such points as the
following: :

What they see as advantages of their forms of business ownership
Special problems they have as owners, partners. or managers
What resources they draw upon for help in meeting problems
What government regulations they are subjected to

Encourage students to tape record their interviews and report biack to class

. Inasmuch as decision making is the basic role of muanagement. in this course perh: s
more than any other simulations should be used. Simutations that might be of particular in-
terest to the business management student are:

Marketplace - Joint Council on Econemic Education
Muanagement =Avalon Hill Company

Stockmarket Game - Avalon Hilt Compuany
Computerized Management - Computer Games. Ine.

HIL Help students build management vocabulary through the interesting device of vocabu-
fary games. Cryptographs. password. and the crossword puzzies are avaitable. some of which
appear in the professional literature. The arcas included are investments. business and our cco-
nomic system. fabor-management. and others. A specific example of a business principles
crossword puzzle is thé one published in The Balunee Sheet (February. 1974, p. 2210 by
Robert M. Fruncis.

1V, The teacher of the business principles course should certainly acquaint students with
Junior Achievement. Inc. in the community or a nearby commun"it.\f. This oreanization is
designed to give students an understanding of the American enterprise system by encourag-
ing_them to organize a business ot their own and assisting them in operating it. Each JA
company must have three business advisors Cusually businessmen from the community) -
financial. production. and sales. Often the JA company is formed 1o produce and market a
relatively simple product. Stock in the JaA company is sold. and the company is liquidated at
the end of a given period of time. This ;lcti'\'ity provides students with real decision-making
opportunitics and gives them a realistic view o the management process.
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V. Keep students curreat — encourage them to get interested in current news and events
relating to. business management. Appearing in daily newspapers and weekly newsmagazines
are items dealing with business. The “Business and Finance” sections of Newsweek, Time,
and similar magazines and the entire issues of Forfune and Business Weel are rich resources.
Have students bring in items related to the business principles topic currently under discus-
sion and report it to the class. Make a bulletin board display of suchitems. Students then
realize that what they are studying in Business Principles is relevant 1o what’s going on in

the business world.

CONSUMER EDUCATION OR CONSUMER ECONOMICS
L. This course is one in which oﬁtside speakers can be used most effectively. Among

resource persons who could contribute much to students in this course are Regional Food
and Drug Administration consumer specialists. state consumer protection board officials,

Social Security ofticials, loan company personnel, a representative of a credit bureau, and
a representative of a collection agency. '

11. As a class or a special project, develop a Consumer Resource Directory — a listing
which will provide assistance. through family budget counscling, on consumer credit prob-
lems, on problems involving suspected fraud. on housing problems, and the like. If such a
Dircctory is developed well, it could be reproduced and made available to the community,
or perhaps sold for a modest price. ‘

111. When dealing with the family budgc_tjng.ﬂq"lml wise buying, obtain several year-old
mail-order catalogs and add them to the classroom library. These are casy to obtain ard are
invaluable in enabling students to estimate clothing and houschold supplics expenditures
morce accurately than they would be able to do otherwise.

IV, When dealing with use of credit. have students collect advertisements thac offer loan
services. Have students report cn the comparative costs of such loans, who is eligible for them
and how they are obtained. It would also be helptul if students could bring to class examples
of loan applications.

Ny

LS

V. As part of the study of insurance. duplicate from different types of insurance policies
(life. accident, automobile, health, cte.) key sections of the policy and distribute to students.
Give students time to read a given section. thern explain it in their own words. As they will
observe, it is not always casy to read and understand nsurance policies. or even to determine
what is and is not covered without sorme practice.

VL Comparison shopping provides an interesting and very worthwhile experience for
_ni'émbcrs of & consuner ecconomics class. Have the class build a list of perhaps two dozen
commonly needed items. Permit students to seleet the stores they want to “shop.™ As the
students report back. list the items on the board. then the price of cach item at Store A
Store B. ete. It the teacher desires. he can build in some mathematics practice by calculating
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with the students the amount and the percent of difference.between the selling price of a
given item at the store from which it can be bought most reasonably., as compared with the
selling price of the store which sclls the item at the highest price. Be caretul to deal with
cqual quality and quantity to assure that the price comparisons are valid.

VI, Some Coraecticut teachers spend necessary time helping students to understand and
to read cost-of-living indexes. The Bureau of Labor Statistics provides up-to-date indexes on
living costs in different sections of the country. These are available for use. As a long-term
class project. students can chart cost-of-living in their community by building an index based
on selected items that are commonly used and available in their community.

DATA PROCESSING

1. There are some interesting and controversial issuesin American life brought about by
data processing. and the computer in particular. Consider having students debate or deiend
the tollowing:

~ . - - - T b
The cashless socicty
Fam an IBM card - don’t fold or multifate me , i
The computer as an infringement on my rights as an individual
1. A number of Connecticut teachers ake their students to see one or two computer

stallations, being sure that they discuss wetiy the data processing and computer personnel:

What cquipment do vou have and what dees it do?

What is vour job? Do you like it1? Docs it get boring?

What training did vou have 1o take to prepare fo- it?

Where can it lead vou?

What is the meaning of the symbols on the print-out sheets?

[Tow was this job donce prior to use of the computer?
111, The use of simulations and games is strongly encouraged in the data prm"cssing COUTse,
These involve the student in making decisions. A number of such games are available. and
there is o growing body of literature on simulations and games. 1t is even possible to play Jata
processing games without a computer. Data can be punched into cards which are mailed to
the company which provides the game Results are returned to the students. The Jowrmal of
Data Education presents a nunther ol articles on simulation in data processing.

1V, Prepare videotapes of master demonstrations. Usually a single demonstration is not
sulticient for all students. A videotape enables students te replay the demonstrastion as ol'ten
ds necessary to master the learning activity demonstrated.,



182

V. Consider the advantages of various approaches to tcaching programming. John West-
fey (“"Data Processing,”™ Chapter 13, 1972 NBEA Yearbook) points out that there are three
basic approaches: (1) the programming exereise approach consists of using a serics of short
problems. cach designed to present a particular concept, technique, and/or instruction —
cach exercise building on the previous one. gradually working into more complex problem
situations, (2) the comprehensive problem approach which begins with an overview of the
features of th ¢ particular progrmnming fanguage - language clements, structure, coding sys-
tems, ete., (3) the sys'tcms oricntation approach which begins with a typical data processing
systems probi*m -- shows that a system is u composite of a number of smaller prablems.,
cach requiring a solution. '

'DISTRIBUTIVE EDUCATION

1. Give students some real experience in weiting Thow preevermtamitRro o wTiTe

advertising copy. so get them writing for publication now. Start 2 monthly student DE
newssheet. Feature such items as (1) a short CSSAY OF news item on a topic of current inter-

est (change in product warranty faw. or new interpretation of consumer fraud, or implica-
tion ot metric measurement on American products) (2) the best ad drawing or ad copy
prepared by students this month (3) un advertisement off special sale in the school store.
The possibilities of items for a DE newssheet are endless as o means of gaining student
interest in DE.

11, Have stidents prepare a television commercial, One Connecticut teacher had a com-
mittee of students write. do the art work for. announce. and act in a “television commercial.”
Students had to obtain all props and to plan and produce the TV commercial. After they had
planned and rehearsed thoroughly. the commercial was videotaped and plaved back on the
monitor the next day, The class then acted as eritjes. pointing out strengths and weaknesses
in the commerdial. '

Y Teuch students to recognize o good sules préscnluliun. Develop with them a “sales
evaluation sheet,™ tnclude such points as the salesperson’s appearance. manner. approach
taed. effectiveness of presentation. eifectiveness of close. related product suggestions.
Knowledge of product. ete, Ask students to serve as judges tas in skating contests) and award
points for cach sules presestation. This objective peer evaluation causes students to pay clos-
erattention, T almost becomes a game with a real purpose.

v, Encourage students to comparativ e-shop windows and stores. One o th hest WAV
to enable students to realize the difference in merchants’ priving policies is to have small
committees of students from DE classes “shop™ for specitic items at different stores md
Keep close track of the prices of producis. Have students report to thie class on what they
find. Also. ask them to snggest why one store might have guite difterent prices than
another,
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V. Since good marketing demands mecting customer needs and wants, the survey is one
of the techniques used by business to determine customer interests and desires. Give students
some experience in customer survey technigues. One Connecticut teacher periodically works
with his students in developing the survey form and identifying the spots in the city where
the surveyors will contact customers and potential customers. Results are reported in written
form and to the class in the form of a special reporr. Tables showing customer responses are
presented through transparencies and serve as the busis of a good discussion.

VI Keep a file of registered trademarks and ads. Also. have a committee of students pre-
pare a bulletin board display of the most unigue as well as the best known trademarks. Also.
use the bulletin board to feature unique or “best” ads for the week. There are many wiys
that Connecticut teachers can and do use bulletin boards &chlw_cly in distributive cducation.

ECONOMICS

1. Games and simulations are a popular and intcrcsling way of gaining cconomics coms-
petencey. Many games are available that are not computer based. “Puper and pencil™” games
or “box cames™ are non-computer games. “liconomic Decision Games. published by Sci-
cnee Research Associates of Chicago. covers such arcas as The Market, The Firm. Collective

"

Burgaining. Bunking. cte. Game instructions include sample ganies and fact sheets that pro-
vide game data, worksheets, and the like. Another game is FLIP ( Family Life Income Patterns)
from Instructional Simulation of St Paul. There are others on the market. The ¢ game or sim-
ulation involves the student actively and causes him to make decisions. ®

* Gentry, Eileen. “Eeonomics,”™ National Business Education Yearhook, 1972, p. 63,

1. Once of the most effective teaching/learning situations in cconomics is provided
through debaie of cconomic issues. Following are some issues that some Connecticut teach-
crs of economics have found to hold considerable interest for students. particulurly if the
topics are well rescarched. '

Resobved that the Uaired States postal system sheald be priviate!y owned and operated
ds a4 monopoly '

Resolved that Connecticut should adopt i state income tax

Resolved that the new interstaie highway (1-84) should be completed as proposed

Resolved that goverrment should cuarantee jobs to x\xl) person willing and ke to
work but who cannot find a job

Students may be encouraged to argus the affirmative or the negative positions even though
they may hold an opposing view. This enables them 1o “see the other side™ sometimes more
clearly.

-y
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111 Although some good may come from a visit to a typical economic institution such as
a bank. the social security office. or other types of government agencies and business firms.
a most profitable type of visit is what has been referred to as an ““in-business™* seminar, In-
stead of students merely visiting a plant. students in the in-business seminar are provided a
discussion session with the firm's personnel at which time the economic and management
decisions of the firm can be explained and discussed. Students should prepare for the semi-
nar by learning in advance something of the industry. and they should be encouraged to

ask questions of and raise points with the firm's personnel. '

IV. . The cconomics course gives students an excellent opportuxity to develop skill in read-
ing,ﬁ-&iytcrprcting. and preparing charts and graphs. I the teacher encourages a project or two
ot"Tﬁ_is_ll_uturc cach semester the course is taught. the accumulated projects add greatly to the
inStriction over a period of several years. Here is an example of a project that small stu-

dent groups could-develop:

A poster made up ol newspaper headlines dealing with economic news:

President submits budgc.t to Congress

Cost of livinz up another one percent

New York City threatened with bunkruptey
U.S. balance of trade favorable this vear

~

Circular fiow of money
Vo Aftera gencral introduction o idie principles of investing in stock and the use of trade
Journuls and materials from the investment houses., cach student is given a hypothietical sum to
invest and chooses @ stoek or several stocks for “purchase.”™ FFrom time to time. have students
report o the progress of their stocks and the factors that they take into account in buying
and selling them. Becoming an “investor™ iy the most direct way to enable students to learn
about the stock market. '

<

OFFICEE PROCEDURES

1. Bring oftice personnel into the classroom 1o add realism to the office-worker-prepara-
ton program. Here are some resotree personnel who might contribute: a medica! seoretary .
asecretary involved in personnel waogk. an cducational seeretary. and others. These will give
students first-hand information on duties performed on different jobs. sKills required. termi-
nology used. types of business torms. and the benelits received by employees. Other resource
persons might include a beautician or representative ol g modceting school to talk about muke-
up and dress appropriate to the office: un oftice cquipment salesman to explain the impor-
tanee of proper equipment and supplies: a personnel manager 1o talk about wavs to uapply tor

a jobocete. The list of resource personnel aind topics is endless.

. Integrate data processing into the office procedures cluss. Fncourage students to bring
in common examples of daily business transactions that will help students realize the extent
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of use of data processing in the business world. Bank statements. clectric and telephone bills
are examples which can be used. Prepare a display or bulletin board of the examples colleeted.

1. One of the best ways to explain the purpose and use of a flow chart is to use one
showing, step by step. how to solve a problem on an office machine, Use a flow chart togeth-
er with a job assignment sheet. One Connecticut teacher emphuasizes that the :155ignmbnt sheet
should indicate the jobs to be completed. the estimated time. some direction on machine op-
cration. and other instructions as necessury.

V. Setup an on-the-job filing situation i a competitive situation. Divide the students
into groups. with a supervisor. typist. receptionist. ete. Have the groups set up their filing
system. giving them the materials to be filed. After they have filed the items given them. ask

them to retrieve certain items (correspondence. memos, ctes) under time. Points are scored

by the group who retrieves the fastest.

V. Arouse interest in the office procedures or machines course through a “machines
fair.” Set up a display of office muachines in the hali corridor. on the assembly stage, or in
another well identificd and preferably centrully located place. Obtain a toan of the basic
machines not in the office machines room roin machine companies — most of whom are
quite willing to coeperaic. Have one or more office practice students demonstrate or explain
the machines 1o interested students,

VL Role playing is one of the finest teaching technigues that can be used in preparing
students for the business office. Somesituations adaptable to role playing are:

A receptionist greeting callers and making appointments
A high school graduate applying for a first job
- An oftice worker asking for a pay raise or a day olf
A worker breaking in a new office worker (teaching him/her the use ot an office.mu-
chine or correspondence style used by the firm)

RECORDKEEPING AND/OR ACCOUNTING

1. Help students to become aware of vocational opportunities in accounting and related
jobs by encouraging them to clip. bring in. and discuss from the “ilelp Wanted ™ classified ad
section of the local papers advertisements concerning this type of work. Ask them to pay par-
ticular attention to what the ads say about type of work, hours. pay rates. whether or not
experience is required. the kind of training needed.and to whom they should apply. Use this
information as o basis for discussion.

1. Try using the job instruction sheet in an accounting class it is a good way to indi-
vidualize instruction. Tt will help students develop seli confidence. o sense of responsibility.
an awareness of details, ability to follow instructions. and give them o real pride in task ac-
complishiment. Lach job instruction sheet should contain (1) a briet detinition of the task
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(2) alist of materials needed by the student and the teacher (3) a first column in which step-

by-step procedure is indicated to accomplish the task (4) a second celumn in which each step

is explained (S) a third column to assist in the introduction of flow charting. Note a portion
of job shect below:

SAMPLE JOB INSTRUCTION SHEET*

TASK: Journalizing Business Transactions in
the Cash Payments Journal

MATERIALS: (for students) Cash payments journal, pen, ruler, source
; - documents or problems from textbook

EQUIPMENT: (for the teacher) Overhead projector, ruler. blank transpar-
chey of cash payments journal. writer
for transparency. screen. problem

STL:PS TECHNIQUE FLOW CHART
1. Write the journal page Place page number in Input

number on paper upper right-hand corer Trans-
action

2. Write the date in the Enter the day. month. and
“Date™ column of the year at the beginning
3. Enter the debit portion Usce the “General Ledger Is
ol the entry Debit’” column or the the
“Accounts Payable Debit™ transac-
column tion an

Accet Payable?

#Caputo. Carmela. “Job Instruction Sheets: An Approach to Individualizing the Accounting

Class.” Business Education World. May-June. 1974, pp. 5-7.

HI. Help students visualize through using schematics. A time line or a calendar page can
help students grasp such concepts as expired insurance or accrued salary espense. Thus:

Jan | ~ Paid S360 for year's insurance Dec 31
Ist quarter 2nd gtr ete. e
Y or $90 Yi or $90 -
expired exnired
¢ e-
1 c'J '.)
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SEPTEMBER
S MTWTF S
1. 23 4 Four days of accrued salary

5 6 7 8 91011 expense since last Friday,
121314151617 18 September 24 G el ]

19 20 21 22 23 24 25 epiember =%, pay periue
26@2€3Q969

JV, Assist students in visualizing why such accounts as merchandise inventory and the

deferred charge supplies accounts must be adjusted by using a pictoriai approach. Consider
the following: ’ '

Thus:
$500 $500
$800 $1300 +1300
$1800 eft [ [T7777 b purchased S1800
) max. on $800 during period -800
available hand 51000
during end | pe=eead uscd or
period of . Beginning sold
period $500 of period
Adjust accounts accordingly. '
V. Toiilustrate the purposc and procedure of making closing entries, use the “funnel™

approach. Through a simple illustration such as the one that follows, explain how all income
and expense accounts are “poured” into a single summary account at the end of the ficcal
period. and then how the profit or the loss figure is “*drained™ from the summary account
into the proprictorship or capital account. Thus:

Exp. A Exp. B Exp. C Inc. A Inc. B

751125 ’(607100 30T 80 500] 400) 400] 80
50 7(40| - floo ) 120

Inc/Exp Sum
125 500
100 200

80 o
(305)
395

Prop.

8500
395

1946
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VL. One of the questions that of'ten is raised by students is: **Yes. but do they keep ac-
counts like this in actual business firms? To help answer this question. encourage several
committees of two students each to contact several businesses in the community asking
them whether they as students can examine the account titles used. the business papers or
forms, and the special books of entry and column headings the business firm employs. Em-
phasize that they as students will not examine the entries or any confidential accounting
information — but rather the system as a whole. Have students report on their findings.
Students will be interested in learning how the accounting principles they have studied dur-
ing the year ate employed., with relatively minor variations. in most businesses.

",

STENOGRAPHY (SHORTHAND AND TRANSCRIPTION)

1. Student dictation-take rates are timed, why are not their shorthand reading rates also
timed? Students ought to be able to read from shorthand text plates at the rate of at least 150
words per minute. especially on familiar text plates. Also time reading of assigned-homework
notes. Take advantage of the competitive instinct — qtudcnts are speed oriented. and they will
rcad shorthand notes rapidly. if encouraged to do so.

1. One Conncecticut teacher, before cach holiday. prepares a paper for students written
in shorthand expressing holiday thoughts. Before Christmas vacation. she also conducts a
shorthand bee based on Christmas words. This technique can be applied to any holiday peri-
od und takes advantage of students” enthusiasm for the hotiday scason. Caution: some stu-
dents and parents may object to religious connotations.

111 Shorthand games can enrich instruction and provide students with a change of pace.

Making games need not be time consuming for the teacher if students are allowed to purti-

cipate in making as well as playing the games. Note these ex: imples of shorthand games:
Gco«-r'lﬁh\' Shorthand Rummy - Use 26 pairs of cities and their nmtulnn" states which
are written on cards in shorthand. Basically. follow the rules of rummy card game of
matching pairs.

Shorthand Password — adapted from the TV show. Students receive card and through
synonym in shorthand, pass chue to i teammate. Several games are deseribed by June
Dostal in The Balance Sheet. December. January. 1974 pp. 165 fT.

1V, Prepare advanced students for office-style dictation. The ability to recall what was
dictated is w competency that can be improved through practice and therefore can be taught.
Mary Blyth (Business Fducation World. Yanuary/FF chruary. 1975 p. 31) suggests that one
method for training students in this technique is to give them dictation including sentences
of progressively increasing length. Students are instructed not to begin writmg until after the
teacher has finished speaking. so that the sentences are written from memory. Blyth presents
in her article 40 sentences cach of which is longer than the preceding one.

o
\\;
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V. Every student should be given the opportunity of transcribing from “cold notes.”
Also. give students the experience of guessing at omitted words in a sentence or paragraph,
based on the context of the sentence or paragraph. Drills can be created for this type of
practice.

VI. Use these teaching suggestions to vary classroom activities:

Prepare a transparency key that can be flashed on a screen for the students to use in
checking & learner's transcript _

Use word lists, but be sure the lists are linked to a real purpose. such as tomorrow’s
dictation

Dictate a letter to the class — one that you will actually mail. Mail as your own the best
one transcribed

Give students dictation practice on words common to the business and industry in the
school arca. Thus in an area having many financial institutions. insurance and bank-
ing terms might be stressed.

TYPEWRITING (Beginning. Advanced. Personal Use)

L Stimulate students by posting progress charts showing their speed and/or accuracy.

In classes where these are in use, students make a bee line to them to see how their progress
is comparing with their classmates. “*Shoot the Moon.™ “The Christmas Tree,” “Auto Races.”
cte., or just plain bar or line graphs do a lot to stimulate students to better production. If
students do not want their names used, assign cach student a number (known only to the
individual student). and his progress is then displayed anonymously.

1. Prepare bulletin boards of superior student work. Bulletin boards of this type are
more appealing to students — and provide a good way to build pride in work. Also. student
work caretully and accurately done serves as modcls against which other students can and
do check their work.

111, Tape record basic instructions for some typewriting lessons. Let the students get their
instructions from hearing the recording. This benefits the student and teacher in several ways.
It frees the teacher to move about the room. giving help as necessary. It demands that cach
student be quict and pay strict attention to the tape. Also. it demands that instructions be
well presented and complete. Students who are absent on a given day can easily make up the
work by listening to that day’s tape.

v, Use games to give variety to typing classes. A number of good games are available
which require no materials to be purchased and only a small amount of teacher preparation.
Complete instructions on how to prepare for and play these games are available in the pro-
fessional titerature, Below are two of many:
BINGO (by Beverly Miller, Balunce Sheet. November, 1973, p. 113) provides a'gé0d
review of the basics of typewriting,
TYPEWRITING FOOTBALL (by C dl'l Paquet: (wmm 21 Reporter, Fall, 1975, p. 9).
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V. Students of typewriting seem to have considerable trouble maintaining good posture
and technique at the machine. Usually, this is because they are not conscious of error. An
effective device for developing correct typing techniques is the “Ticket for Technique Viola-
tion.” At the beginning of each period of time (4 month, or a six-week period), each student
is given a sum of money which may be used at the end of the period to buy a “technique
grade.” But, during the period, the student may be “‘ticketed” and fined for violations of
technique rules. The ticket indicates the technique violated ar.d the amount of the fine. Each
teacher can develop the rules he/she wishes, but a good plan is presented by Lois Peterson iii
her article appearing in the February, 1972 Balance Sheet on page 200 ff.

VI. Now that the schools and business have photocopiers, the typewriter is not used very
much as a copy machine — it is a creative tool. Teach it that way. Teach students to write
creatively on a typewriter — to compose at the machine. Start by giving students z little di-
rect machine dictation to help them break away from typing from printed copy. Then dictate
aseries of simple questions, asking them to type two- or three-word answers. Then dictate
beginnings of some sentences and ask them to complete the sentences on their own:

After school today, I am going to
The pet I'd most tike to have is a because

.

The creative teacher can develop this technique in various ways that will help students be-
come used to using the typewriter as a creative tool. '

VIH.  One Connecticut teacher each spring places a large map of the United States on the
bulletin board and makes avaitable a few travel folders to zrouse interest in arcas outside her
little town. Each student is then expected to write an original fetter sending for information
falling into one of these categories: ‘

college information

vacation information for self and family

information for a term paper or a report

a letter for the parents requesting information they want.

Students type the rough draft at the typewriter. check with the teacher for corrections. and
then type the letter with a carbon. The carbons are displayed on the bulletin board around
the map. The originals are mailed and as the replies comie in, the carbons are replaced with
the letters or information received.
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WORD PROCESSING

Word Processing may be verylooscly defined as an automatic typewriter with a memory
unit. Word Processing is the application of automation to general office procedures. It is a
supplement rather than a replacement. Students who will be filling the entry-level. general-
clerical positions must be taught Word Processing,

The basic function of Word Processing is typing. Added to this are the functions of
automatic correction by backspacing and striking over. revision, editing, inserting, underscoi- -
ing, tabbing. memory loading. and multi-memory operations, all controlled from the keyboard
by special keys. The typing student who knows the basic functions of the clectric typewriter
must now understand how these operations are done on Word Processing cquipment. The
typing medium is no longer the paper in the machine. it is the record capability of the mem-
ory. : '

The objectives of' a Word Processing curriculum generally state that upon completion of
the trairang. the student should be able to:

identify and define the concepts of Word Processing as measured by an objective
examination

etfectively operate Word Processing typing and dictation cquipment as mcasured by
written and practical evaluations

analyze a given typing project and decide on the best format

type drafts of rcports manuals. and technical proposals, combining text and statistical
information using Word Processing typing equipment

revise drafts of typing projects by adding or deleting given information

produce final copy of typing projects that can be mailed or printed

-

prepare standard forms and uorrcspondcn( ¢ for mlln'-rv governmerit. and gencral
business applications

handle classificd and confidential documents

The kinds of skills which need to be emphasized in our schools to prépare students for

jobs in this arca are: e s

aceuracy and speed in typing on clectric typewriters
understanding of Word Processing concepts

training for better than average English skills

200
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| teaching and stressing prootreading skills
giving cxtcnsivc training on transcribing machines
p oviding decision-making exercises

The types and availability of Word Processing cqtiipmcm is phenomenal. Selection
should be madc only atter extensive examination of a varicty of systems. Schools that can-
not justity the expense of purchasing a Word Processing system should consider rental or
leasing plans. Schools that decide not to implement the Word Processing eq uipment phase
should train students in all other aspects of Word Processing and provide internships. dem-
onstrations, and ficld trips to Word Processing installations so that students become familiar
with the equipment.
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EXAMPLES OF .
SHORT OR ENRICHMENT COURSES
OFFERE®D IN THE
BUSINESS DEPARTMENY OF CONNECTICUT SCHOOLS

A discussion of the use of mini-c:tirses o: enrichment courses has been presented in a
previous section of this business education handbook. Presented here and alphabetically ar-
ranged by course title are examples of such courses that are offered in some of the high
schools in the State of Connecticut. Schools are encouraged to develop and offer various
short courses to meet the specific needs of their students and community.

ADVERTISING THEORY -

New Canaan High School. New Canaan
Prerequisite: none

Gradce Level: 11-12

Lcngth: 9 wecks

Advertising Theory provides the students with an introduction to the areas of advertising as
they relate to retail sales Emphasis is on employment opportunities and qualifications and

the value of advertising as it relates to business and the consumer. The students are exposed
to creative advertising layouts in the newspaper. magazine and billboard media. Advertising
techniques and media are the two basic areus of concentration.

BUSINESS COMMUNICATIONS
Weaver High School. Hartford
Prerequisite: none

Grade Level: 9-10-11-12

Longth: 12 weeks

Business Communications is a course designed to imorove three arcas of com munication:
writing. speaking. and reading. Students learn the techniques ol both oral and written com-
munication and practices, expressing themselves both in social und business situations. Also
included are listening rechniques. habits and attitudes, In arcas of technical skill. emphasis
is placed on those principles that have use value (grammar. punctuation. ete.)

BUSINESS OCCUPATIONS

Weaver High School. Hartrord
Prerequisite: none

Grade Level: 9-10-11-72
Length: 12 weeks

E asiness Oceupations is designed primarily to give students insight into the various types
and;or Kinds of carcer occupations offered by businesses. The course is divided into four
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basic arcas: selling. bookkeeping. office occupations, and shorthand. It is expected that the
student will develop proper businesslike wttitudes. behavior. and desirable character traits so
essential in employment. Students shoul:l be able to'acknowledge just what their vocational
interests, sKills and abilities are and how to attain their employment goals.

FINANCE AND INVESTMENT
LZast Haven High School. East Haven
l’rcrcquisitc': none

Grade Level: 12

Lengths 18 weeks

This course offering is intended to familiarize the student with the basic concepts of our pres-
ent day monctary structure by studying in detail the principles oi money and banking. busi-
ness Organization. investment principles. financial statements. investment markets. real estate
principles. taxation. and the laws relevant to these areas. This should enable every student to
become familiar with, and in turn. utilize in future years, the fundamental principles of in-
vestment and finance in all phases of both personal and business life.

INCOMI: TAX

George J. Penney High School, East Hartford
Prerequisite: none ‘

Grad - oovelr 1112

Lengtin: 9 weeks

This course gives the student an understanding ol the principles underlying income tax guide-
lines: Emphasis is on analysis of the income tax return. strengthened by realistic situations
involving the use of cases. In essence. the siudent will be able to understand the various types
of taxable income. and allowable expenses. He will be able to complete both the short and
long income tax forms using cither standard or itemized deductions. Another important
aspect of the course deals with the Pederal government budget. Where does the doltar come
from and where is it spent? '

INSURANCE

New Canaan High Schonl. New Canaan
Prerequisiic: none

Grade Level: 12

Length: 9 weeks

This course is designed primarily to give the students some ins zht into the various tvpes
and/or kinds of insurance and the arca of protection that cach provides. This nine-week
course will heip ithe students better understand not only public (social seeurity) and private
annuitics. but also various othev types of insurance: life, health. property. casualty. liability.
automobile, cte.
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INTRODUCTION TO COURT REPORTING
Nathan Hale Regional High School, Moodus
Prerequisite: Typing I and English Prof. cnency
Grade Level: 10-11-12

Length: 36 weeks

The purpose of this course is to give young men and women an above average employable
skill. Machine shorthand applies shorthand theory to a compact keyboard so that writing
speed and efficiency are obtained by all who use the system. Through touch control of 23
keys, machine shorthand secretaries and court reporters write phonetically all sounds that
make up the English language. Machine shorthand permits the attainment of writing skills
up to aspeed cqual to a maximum speed of human speech. However, additional training
and/or experience is required to reach such high speed levels.

INTRODUCTION TO MARKETING

Greenwich High School. Greenwich

Prerequisite: none

Grade Level: 10-11

Length: 18 weceks

This course is intended to introduce the students to the Functions involved in the distribu-
tion of goods and services. It explains the broad field of marketing and distribution from the
completion ol production to the point of consumer consumption. Employment opportuni-
ties and qualifications necessary For possible careers within the Field are acknowledged. Basic
problems in marketing are analyzed :cases are discussed: and. the school store or laboratory
are utilized. .

LAW FOR TEENAGERS

East Haven High School. East ifaven

Prerequisite: none

Grade Level: 12

Length: 36 weeks .

The need For public legal education as taught in this course olfering is geared to today’s youth
and the problems thereol. Both rights and responsibilitics in reference to one's home. school.
and commurity are accentuated. OF particular importance are the cogent cases used to clarify
pertinent principles of constitutional. statutory. commercial. eivil and criminal law. This par-
ticular course endeavors to contribute to the prevention of erime and to enforcement of law
and to acquaint stadents with our legal system and heritage.

ERIC
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.2 PERSONAL DEVELOPMENT
Enrico Fermi High School, Enficld
Prerequisite: none
Grade Level: 11-12
Length: 9 weeks

Personal Development is designed to help students develop qualities of character that are
essential in school, business, community and social activities. Important aspects considered -
in this course include good human relations. proper business and social etiquette, personality
development, poise. tactfulness. and an awareness of good grooming and neat appearance. By
utilizing these facets. the students will be able to develop an awarengss of the good qualities
ot’charactgr and demonstrate and reflect positive attitudes.

PERSONAL MONEY MANAGEMENT
Wilton High School. Wilton
Prerequisite: none

Grade Level: 9-10-11-12

Length. 18 weeks

The course applics money matters to one’s personat life. The student gains an awareness of
the current monetary problems that he/she is apt to face in life. Examples of arcas covered
are: checking accounts, interest (loans), stock market (investments). taxation, merchandising
(buying and selling). insurance. and payroll. In this course, students work at their own pace:
however, the entire class participates in group projects.

PRINCIPLES OF MANAGEMENT
Enrico Fermi High School. Enlield
Prerequisite: none

Grade Level: 11-12

Length: 18 weeks

This course offers principles and techniques underlying the successful organization. manage-
ment, and operation of business activities: the application of these principles to specific
problems and to the management ol individual departments. The basic arcas of concentration
include: economic systems. business organizations, marketing and merchandising. production
management. and personnel and human relations. In essence, the students will be required to
be acquainted with basic proven management techniques.

Aruitoxt provided by Eic:
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REAL ESTATE

Enrico Fermi High School, Enfield
Prerequisite: none

Grade Level: 11:12

Length: 9 weeks

This course provides the students with a better understanding of the basic principles involved
in the purchase and/or saie of real property. Additional areas of interest studied include the

~ various types and, or forms of ownership of property, leasing. procedural steps in buying/sell-

ing, types of decds, types of mortgages. and legal ramifications relevant to real property as a
home owner..

SALESMANSHIP

Andrew Warde High School. Fairfield
Prerequisite: none

Grade Level: 11-12

Length: 18 weeks

This course is designed to familiarize students with the various types of sales techniques and
the psychology utitized in sales to better enable the student to explore this dynamic and re-
warding ficld as a career possibility. Practice in the construction of sales manuals and sales
presentations are included. Emphasis in this course is placed on the salesman: the techniques.
psychology. philosophy. ete. utilized in sales transactions.

SCHOOL PROGRAM AND CAREER EDUCATION
Lee High School, New Haven

Prerequisite: Typing 1 and Clerical Practice

Grade Level: 12

Length: 36 weeks

This program is for the non-college bound students with minimal skills who will be entering
their senior year. and need a program which will give them an income. 1 work experience.
and will enable them to take a position (employment) upon graduation.

The student’s schedule is arranged to permit maximum correlation between the academic
work at the high school and the job experience. Students alternate between two weeks

(80 hours) cn the job followed by two weeks back in school. Job entry level wages are paid
for actual time spent at the work experience station. Evaluation of the student’s performancee
is shared by both the employ 'ng firm and the teacher co-ordinator. Students wishing to enroll
in this program must be employable and must have written approval from their parent or
cuardian,

.
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SELECTED PROFESSIONAL REFERENCES
OF VALUE AND INTEREST

TO THE BUSINESS TEACHER
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THE BUSINESS DEPARTMENT’S PROFESSIONAL LIBRARY -

The Business Department of every high school should have available to its business
teachers professional pubhcatnon° taat can be used as resources for the continhued improve-
ment of the teaching process. In general, these professional publications consist mainly of
books. professional journals, yeardooks, and research abstracts, and indexes that provide
information on the purposes and goals of business education, the business curriculum,
teaching methods and techniques, standards and evaluation, and other topics of profes-
sional interest to the business teacher. In addition, of course. the Department should have
a good supply of subject-matter texts and references approprmte to the business subjects
being taught by the Department.

The following is a selected bibliography of hard-cover books (published sinve 1965)
that should be in the high school Business Depuartment’s professional library.

References Dealing with Total Field of Business-Distributive Education

Bahr. Gladys and F. Kendrick Bungs (Co-Editors). Foundations of Education for Business.
National Business Education Association Yearbook, Reston, Va.: NBEA. 1972,

Crawford. Lucy C. and Warren G. Meyer. Organization and Administration of Distributive
Education, Columbus. Ohio: Charles E. Merrill Publishing Co.. 1972.

Hall, J. Curtis (Editor). Business Education — An Evaluative Inventory, National Business
Education Association Yearbook. Reston, Va.: NBEA, 1968.

HufFfman. Harry (Editor). L'raluation of Programs in Business and Office Education, National
Busmcss Education Association Yearbook, Reston. Vua.: NBEA, 1969.

Lanham, Frank W. and Ray W. Arensman (Co-Editors). Business Education Meets the Chal-

lenges of Change. National Business Education Association Yearbook. Reston. Va.:
NBEA. 1966.

Malsbary. Dean R. (Editor). Practices and Trends in the Business World. Eastern Business
Teachers Association Yearbook. Somerville. N.J.: Somerset Press, Inc.. 1969.

Maxwell. Gerald W. and William L. Winnett (Co-Editors). Relerance in the Education of
Today's Business Student, National Business Education Association Yearbook. Reston.

Va.: NBEA. 1973.

Nolan. C. A.. Carlos K. Hayden. and Dean R, Malsbary. Principles and Problems of Business

Edncation (Third Ldition). Cincinnati: South-Western Publishing Co.. 1967.
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Polishook, William M. (Editor). Administration and Supervision of Business Education,

Eastern Business Teachers Association Yearbook, Somerville, N.J.: Somerset Press,
1966. '

Price, Ray G. (Editor). The Emerging Content and Structure of Business Education, National
Business Education Association Yearbook, Reston, Va.: NBEA, 1970.

Tonne. Herbert A. and Louis C. Nunassy. Principles of Business Education, (Fourth Edition),
New York: Gregg Division/McGraw-Hill Book Co., 1970.

Wood and Maxwell. Supervision and Administration of Business Education — Cases for De-
33 cision. Cincinnati: South-Western Publishing Co.
3 '

Vo

References Dealing with Methods of Teaching Business Subjects (General)
Ea

Brendel, Leroy and HerbertYengel (Co-Editors). Changing Methods of Teaching Business
Subjects, National Business Education Association Yearbook. Reston. Va.: NBEA, 1972.

Center for Vocational and Technical Education. Writing Performance Goals: Strategy and
Prototypes. New York: Gregg Division/MceGraw-Hill Book Co.. 1971. -

Douglus, Lloyd V.. James T. Blanford. and Ruth 1. Anderson. Teaching Business Subjects
(Third Edition), Englewood Cliffs. N.J.: Prentice-Hall, Inc.. 1973.

Hardaway . Mathilde. Testing and Evaluation in Business Education (Third Edition). Cincin-
nati: South-Western Publishing Co.. 1966.

Harms, Harm. B. W_ Stehr. and E. Edward Harris. Methods of Teaching Business and Distrib-
utive Education, (Third Edition). Cincinnati: South-Western Publishing Co.. 1972.

Popham, Estelle. Adele Schrag. and Wanda Blockhus. -1 Teaching-Learning Svstem for Busi-
ness Subjects, New York: Gregg Division/MeGraw-Hill Book Co.. 1975.

Swanson. Edwin A, (Liditor). New Media in Teaching the Business Sukjeces. National Business
Education Association Yearbook. Reston. Va.: NBEA. 1965,

Tm\ls Dorothy and Lorraine Missling (Co-Lditors). Selected Readings in Business and Office

“Occupations — Designed Especially for the Classroom Teacher. National Business Edu-
cation Association Yearbook. Reston. Via.: NBEA, 1907,

RulerHarves Crfdex 1o Rescarci i Bisiness and OFfice Edication, Now York: GFL‘"L Di-
vision/McGraw-Hill Book C ompdnv 1974,
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References Dealmg with Methods of Teachmg Business Subjects (Specialized)

Boyn ton, Lewis D. Methods of Teaching Bookkeeping and Accounting (Second Edition),
Cincinnati: South-Western Publishing Co., 1970,

.Browtr Walter A. (Editor). Socio-Business Economic Education, Eastern Business Teachers
Association Yearbook, Somerville; N.J.: Somerset Press, 1968.

Coleman, Marion G. and Oleen M. Henson (Co-Editors). Effective Secretarial Education,
National Business Education Association Yearbook, Reston, Va.: NBEA, 1974.

Conover, Hobart H. (Editor) Developing Vocational Coirpetence in Bookkeeping and Ac-
cownting, Eastern Business Teachers ASSOCldthll Yearbook. Somerville, N.J.: Somerset
Press. 1967. '

Daughtrey, Anne Scott. Methods of Basic Business and Economic Education (Second Edition),
Cincinnati: South-Western Publishing Co., 1974.

Fairbank, Roswell E. and Charles F. Petitjean (Co-Editors). Processing Data in Business, Edu-
cation, and Govermment, Eastern Business Teachers ASSOlethll Yearbook, Somerville,
N.J.: Somerset Press. 1972.

Mussclman. Vernon A.. J. M. Hanna. D. H. Weaver, and H. J. Kaluza. Methods of Teaching
Accounting (Second Edition), New York: Gregg Division/McGraw-Hill Book Co.. 1975.

Rowe. John L. (Editor). Methods of Teaching Typewriting. Eastern Business Teachars Asso-
ciation Ycarbook. Somerville, N.J.: Somerset Press, 1965.

Russon. Allien R. and S. J. Wanous. Philosophy and Psvchology of Teaching Typewriting
(Second Edition), Cincinnati: South-Western Publishing Co., 1973.

Stewart. Jeffrey R. (Editor). The Office Practice Program in Business Education, Eastern
Business Teachers Association Yearbook. Somerville, N.J.: Somerset Press, 1970.

West. Leonard J. Acquisition of Typewriting Skills. New York: Fitman Publishing Co., 1969.
Indexes. Rescearch. and General items Relating to Business Education

Delta Pi Lpsnlon Business Education Index. New York: Gregg Dwnsnon/McGrdw~Hlll Book
Co. Annually,

Calhonn. (dlqu C and Mlldred Hlllcsta(l (Co-Editors). Contributions of Research to Busi-
5 tiorASsocTation YearbookRestom, va. . NBEA.—

Krey. Isabelle A. (Editor). Modern Guidance in Business Education. Eastern Business Educa-
tion Association Yearbook. Somerville, N.J.: Somerset Press, 1971.
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PERIODICALS OF INTEREST TO THE BUSINESS TEACHER

AMERICAN VOCATIONAL JOURNAL, monthly, American Vocational Association, 1510
H Street NW, Washington, D.C. 20005. (Subscription, free to AVA members)

BALANCE SHEET (THE)., monthly, South-Western Publishi‘ng Company, 5101 Madison
Road, Cincinnati, Ohio, 45227. (Free to business teachers)

BUSINESS EDUCATION FORUM, rhonthly. National Business Education Association, 1906
Association Drive, Reston Virginia, 22091. (Subscription trce to NBEA members)

BUSINESS EDUCATION WORLD, bi-monthly, Gregg Diviéion/McGraw-HiIl Book Company,
1221 Avenue of Americas, New York, New York, 10020. (Free to business teachers)

CENTURY 2} REPORTER, semi-annually, South-Western Publishing Company, 5101 Mad-
ison Road, Cincinnati, Ohio, 45227 (Frec to busincess teachers)

CONSUMER REPORTS. monthly, Consumers Union. 256 Washington Street, Mt. Vernon,
New York, 10550. (Subscription)

DECA DISTRlBUTOR, quarterly, Distributive Education Clubs of America, 200 Park Ave-
nue. Falls Church, Yirginia. 22046, (Subscription)

DELTA PI EPSILON JOURNAL, quarterly, Delta Pi Epsilon National Office. Gustavus
Adolphus College, St. Peter, Minnesota 56082, (Subscription. free to DPE members)

JOURNAL OF BUSINESS EDUCATION. monthly. Heldref Publications. 400 Albermarle
Street NW. Washington. D.C. 20016. (Subscription)

JOURNAL OF ECONOMIC EDUCATION. semi-annually, Joint Council on Economic Edu-
cation. 1212 Avenue of Americas. New York. New York. 10036. (Subscription)

JOURNAL OF DATA EDUCATION. monthly. Socicty of Data Educators. 276 Union.
Nortificld. Vermont, 05663. (Subscription)

SECRITARY (THE). monthly, National Secretaries Association. 616 E. 63rd Street. Kan-
sas City. Missouri. 64110, (Subscription)

TODAY'S SECRETARY. monthly, Gregg Division/McGraw-Hill Book Company. 1221 Ave-
nue of Americas, New York. New York. 10020. (Subscription)
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MONOGRAPHS ON BUSINESS EDUCATION
(from 1965)

(Published by and available without charge from South-Western Publishing Company, 5101
Madison Road, Cincinnati, Ohio 45227) :

Monographs Dealing with Specific Business Subject Areas
(Teaching Methods and Materials — Grouped by Related Subjects)

No.
122 Kourilsky. Marilyn. The Use of an Adxersary Approach in Teaching Economics. 1970.

124 Mintz. Herman. Gemeral Business Skits, 1971. _
F4 Wenner. James F. A High School Orientation Course in Data Processing, 1966.
e Wood. Merle W. The Teaching of Automated Data Processing in the High School, 1967.

18 (No author given) Bookkeeping Instrustion in the 20th Century and the Evolution of
20th Century Bookkeeping and A ccounting, 1967.

117  Robinson, Jerry W-. Practices and Preferences in Teaching Typewriting, 1967.

119 Russon. Allien R. Methods of Teaching Shorthand, 1968.

121 Condon. Amold et al. Multiple-Channel Equipment for Teaching Shorthand. 1969,
126 Pulis. Joe M. Methods r)fSll‘m'tIlz;nd Instruction — A Research Analvsis, 1973,

100  Roman. John C :7."11"0 Business Cirriculuiii, 1966. (Revised)

112 Sclden. Wfl|iill]tl'.:;:‘l)l'(ullll'llg the Iacilities for Business Education. 1965.

P13 Muaze. Clarence. Business Education in the Junior lligh School, 1966.

IS Harris. E. Edward. Requirements Jor Office and Distributive Education Teacher-
Coordinators, 1967.
120 Woolschlager, Ruth (Director) Responsibilities of the Business Fducation Department
Chairman, 1969,

123 Erickson. Lawrence W. Basic Co
Jobs, 1971,

SIS Of-300-Office- -
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125 Swatt, Kenneth A. Continuing Education for Business, 1972

127 . Weatherford, John W. Identification and Analvsis of Issues in Distributive FEducation,
1974, ’

128 Walters. George L. The Development and Reszemenr of Reading Skills in Business
Education, 1976.

129 Reese, Don and Ray Smith. Shorthand — A Textbook Analvsis. 1976.
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SELECTED DOCTORAL RESEARCH STUDIES OF INTEREST TO
BUSINESS TEACHERS*

(Grouped by Subject Areas) ‘ -~
_ Basic Business Area
Bowman, Robert E. “An Experimental Study in General Business Classes of the Effect of a

Teacher’s Handbook of Economic Materials on Student Economic Understanding,” The
University of lTowa, Ph.D. 1972,

Meyer. Robert H. “Comparative Understandings of Consumer Concepts by College Bound
and Consumer Eccnomics Students in Selected Minnesota High Schools University
of Northern Colorado, Ed. D. 1974.

Quantitative Area

Elliott. Jumes M. “Individualized Instruction and Personality as Factors in Accounting Per-
formance.™ Rutgers University. The State University of New Jersey, Ed. D. 1973,

Burgess, Walter J. “Business Data Processing Instruction at the Public Secondary Schoui
Level in Glorgia.” Georgia State University. Ph.D. 1972,

Secretarial Area
Perry. William G, Jr. “The Effect of Selected Homework Procedures on the Achievement
of Sccond Semester High: School Shorthand Students.” Univ.rsity of North Dakota.

Ph.D. 1974,

MeNuir. Annie Mae. »A Comparison of Traditional Approach and a Self-Directed Approach
for Developing Production Typewriting Skills.” University of Minnesota, Phid. 1974,

Office Practice and Business Machines Area

MeKenzie. Jimmy C. A Comparison of Two Methods of Teaching the Manipulative Skills
of Otfice Machines.™ North Texas State University. Ed. D. 1972,

*Many doctoral and other rescarch studies present findings of value to business educators

whoare constanty trying to keep up to date and improve their teaching or programs. The
~above are merely examples of the many studies avaitable.
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Distributive Education Area
Golabeck, Dennis. “An Investigation to Determine the Relative Effectiveness of the Con-
sumer Game in Distributive Education Classes at the Secondary Level,” Rutgers Uni-

versity, The State University of New Jersey, Ed. D. 1974,

Eggland, Steven A. “An Analysis of Student-Teacher Interaction in Distributive Education
Classrooms,” University of Wisconsin, Ph.D. 1971.

Post Secondary Area
Zahcer, Mohammed. “The Development of Two-Year Postsccondary Education for Business

in the Southern New England States (1950-1970), Umvusuty of Connecticut. Ph.D.
1973.

Leventhal, Jerome I. ““A Study of Selected Two-Year Postsecondary Marketing and Distri-
bution Programs.” State University of New York at Buffalo. Ed. D."1970.

Supervision/Administration Area
Faraci, William. “A Comparison of the Perceptions of Connecticut Secondary School Prin-
cipals and Business Department Chairmen as to the Role and Responsibilities of the

Department Chairman.™ University of Connecticut. Ph.D. 1974,

Knott. James F. “A Study of Business Education.in the Public Secondary Schools of lirwvis,
excluding Chicago.™ Northern IHlinois Unix crcity. Ed. D. 1970.
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SECTION X

A. SELECTED BIBLIOGRAPHY FOR BUSINESS TEACHERS .
(Arranged by Subject Area)

High School Level Text Materials

Teacher Resources

B. BIBLIOGRAPHY ON BUSINESS CAREERS AND SIMULATIONS
{Text Materials)
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A SELECTED BIBLIOGRAPHY FOR BUSINESS TEACHERS
(Arranged alphabetically by subject area)

ACCOUNTING

Boynton. Lewis D., Robert M. Swanson, Paul A. Carlson, and Hamden L. Forkner. Century
21 Accounting, First-Year Course (Chapters 1-33) (Introductory Course — Chapters
1-22). Cincinnati, Ohio: South-Western Publishing Co.. 1972. (Modules, Working Pa-
pers and Study Guides. Achievement Tests, Problems Tests. Transparencics. Filmstrips,
Cassettes. Wall Charts, Practice Sets — Stereotronics Business Simulation Set, Campers’
Grove Business Simulation Set. and Environmental Controls Business Simulation Se t)

Freeman. M. Herbert. J. Marshall Hanna, Gilbert Kahn. and David Weaver. Accounting 10/12.
Second Edition. New York: Gregg Division/McGraw-Hill Book Company. 1973. (Mod-
ules. Study Guides and Working Papers. Comprehensive Tests. Practice Sets, Audio
Cassctres, Transparencics. Wail Charts)

Miller. Morris arcs Nithur Junis. Modern Bookkeeping and A ceounting, Second Edition, River
Forest, ine,. Laidlaw Brothers (Pitman). (Workbook. Trunsparencies Texts)

Boynton. Lewis D, Robert M. Swanson. Paul A. Carlson, and Hamden L. Forkner. Century
21 Aecounting, Advanced Course. Cincinnati, Ohio: South-Western Publishing Co..
1974 (Working papers and Study Guides. Achievement Tests. Practice Sets -- Wade
amd Nash. Central Auto Supplies Corp. and Sez-King Manufacturing Co.)

Clow. Cletus, and others. Gregg Accounting, Advanced Course, Second Edition. New York:
Gregg Division/MceGraw-11ill Book (‘ompuny. 1969,

Freeman, M. Herbert, J. Marshall Hanna, Gilbert Kahin, and David Weaver, 1ummt1ng 10/21,
Complete Course, Second Lidition. New York: Gregs Division/MceGraw-Hill Book Com-
panty. 1975, (Modules. Study Guides and Working Papers, Comprehensive Tests, Prac-
tice Sets. Transparencies. Audio Cassettes, Wall Charts)

Teacher Resources

Boyunton, Lewis D Methods of Teaching Bookkeeping-Accounting, Second Edition, Cincin-
nati. Ohio: South-Western Publishing Company. 1970.

Changing Mcthods of Teaching Business Subje-ts, National Business Education Yearbook,
No. 10, Chapter 12, Washington. D.C.: National Business Education Association, 1972,

Developing Vocational Comy, tener in Bookkeeping and Accounting, Fastern Business Teach-
ers Association Yearbook, Vol 40, New Yo k: New York University Bookstore. 1907.
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West, Leonard J. Survey oi’Bookkeebing “Job Activities in Relation to the High School
Bookkeeping Curriculum.” Delta Pi Epsilon Journal, Vol XV, No. 1, 1974,

BUSINESS ENGLISH/COMMUNICATIONS

Anderson, Ruth I, Lura Lynn Straub, and E. Dana Gibson. Word Fmder Englewood Cliffs,
N.J.: Prentice-Hall, Inc., 1974.

Aurner, Robert R. and Paul S. Burtness. E ffective English for Business Communication,
Sixth Edition, Cincinnati, Ohio: South-Western Publishing Co., 1970.

Byers. Edward E. 10,000 Medical Words, Spelicd and Divided for Quick Reference, New York:
Gregg Division/McGraw-Hill Book Co., 1972.

Cleary Joseph B. and Joan M. Lacombe. English Style Skill- Bmlde;s A Self-Improvement
Program for Transcribers and Ty pists, Second Edition, New York: Gregg Division/Me-....

Graw-Hill Book Co.. 1974,

DeCaprio. Annie. A Modern 41)[7roach to Business English. Indianapolis. Indiana: The Bobbs-
Merrill Company, Inc.

Fruchling. Rosemary and Sharon Bouchard. Business Correspondence/30, Second Edition.,
New York: Grege Division/McGraw-Hill Book Co 1976. (30 hour text/workhook)

Gavin. Ruth E. and William A. Sabin. Reference Manual for Stenographers and Tyvpists. New
Y ork: Gregg Division/McGraw-Hill Book Co.. 1970.

Himstreet. William C.. Leonard J. Porter. and Gerald W. Wd\WLIl Business English in Com-
munications, Fnglewood Cliffs. N.J.: Prentice- Hall. Inc.. 1975.

House. Clifford R. and Appollonia M. Kocbele. Reference Manual for Office Personnel. Fitth
Edition. Cincinnati. Ohio: South-Western Publishing Co.. 1970.

Kurtz, Margaret, Dorothy Adams, and Jeanette Vizeau. 10.000 Legal Words, Spelled and
Divided for Quick Reference. New Y ork: Gregg Division/McGraw-11ill Book, Co.. 1971,

Lamb. Marion M. Word Srudies. Sixth Edition. Cincinnati. Ohio: Sovth Western Publishing
Co.. 1971,

Leslic. Louis A 20,000 Words, Spelled and Divided for Quick Reference, Sixth Edition. New
York: Grege Division/MeGraw-Hill Book Co.. 1971.

Perkins. W. E. Punctuation: A Programmed Approach. Cincinnati. Ohio: South-Western
Publishing Co.. 1972,
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Silverthorn, Edward and Devern J. Perry. Word Division Manual, Second Edition, Cincinnati,
Ohio: South-Western Publishing Co.. 1970.

Stewart. Mane M., Frank W. Lanham, Kenneth Zimmer, and Lyn Clark. Business English and
Conununication. Fourth Edition, New York: Gregg Division/McGraw-Hill Book Co.,
1972. '

BUSINESS LAW

Fisk. McKee. Norbert J. Mictus, and James C. Snapp. Applied Business Law. Tenth Edition.
Cincinnati. Ohio: South-Western Publishing Co.. 1972.

Getz, George. Business Law, Fourth Edition, Englewood Clitts, N.J. Prentice-Hall, Inc., 1972,

Goodman. Kennard E.. Francis J. Radice, and William G. Willjams. Today's Business Law,
River Forest, [llinois: Laidlaw Brothers (Pitman), 1975.

Rosenberg, R. Robert and Joseph G. Bonnice. Business Law/30. Second Edition. New York:
Gregg Division/McGraw-Hill Book Co., 1976. (30 hour text/workbook)

Rosenberg R. Robert and John E. Whitcraft. Understanding Business Law. Firth Fdition.
New York: Gregg Division/McGraw-Hill Book Co.. 1973,

Teacher Resources
Cordell, Christobel M. Dramatizing Business Law, Portland. Muaine: J. Weston Weleh. 1969,
Corley. Robert and William Robert willavou and Howard's Principles of Business Law. | -

glewood Cliffs. New Jersey: Prentice-Hall. Inc.. 1971.

Dille. John (Editor). The Time-Life Family Legal Guide to Legal Rights. New York: Time-
Life Books. Inc., 1971.

Dorman. Michael. Under 21: A Young People’s Guide to Legal Rights. New York: Dell Pub-
lishing Company. Inc.. {972.

Muson. Louis D. Business Fducation Puzzles and Puzzlers. Portland, Maine: ). Weston Weleh,
Publishers, 1962,

Neinstein, M. Business Law. Woodbury, New York: Barron's Educational Series. Ine.. 1972,

Fiala. Rulph J. Hovwe io Feach Business Law, Portland. Maine: J. Weston Weleh. Publishers..
1965.
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Understanding Business Law (Transparency Series), Binghamton, New York: United Trans-
parencies, Inc.

The Businessman and the Law, (Periodical) New York: Man and Manager, Inc.

Note: The Connecticut State Bar Association is an excellent source of pamphlets on
every phase of the law.

BUSINESS MATHEMATICS

Diamoud. Jav and Gerald Pintel. Marhematics Sfor Business, Englewood Cliffs. N.J.: Prentice-
Hall. Inc.. i975.

Fairbank. Roswell E.. Robert A. Schultheis. and Edwin B. Piper. Applied Business Mathe-
matics. Tenth Edition. Cincinnati. Ohio: South-Western Publishing Co.. 1975.

FFairbank. Roswell E.. Robert A. Schultheis. and Edwin B. Piper. Matheratics for the Con-
sumer, Sccond Edition. Cincinnati. Ohio: South-Western Publishing Co.. 1975,

Guthrie. Mearl R. and Wiiliam Selden. Business Mathematics for the Consinmer, River Forest,
inois: Laidlaw Brothers (Pitman)

HufYman, Horry. Rath Twiss. and Harold Williams. Math for Business Carcers. Fourth Edition.
New York: Gregg Division/MeGraw-11ill Book C6.. 1975,

Rravitz. Wallace W.ound Vineent Brant. Conswmer Related Mathematics: - Business AAp-
proach, Sceond Edition. New York: Holt. Rinchart. und Winston. Inc.. 1976.

Langford. Francis G, and William E. Goe. Consumer Marheinatics, Sceond Lidition. New
York: Harcourt Brace Tovanovich. Inc.. 1975,

Martinke:. Marie. ocational Mathematics for Business, Cincinnati. Ohio: South-Western
Publishing Co.. 1972 (Text;Workbook)

Morrison. Phyllis. Business Marh Skills. New York: Grege Division/McGraw-Hill Book Co..
1072

Olson. Milton Coand A1 MeNelly. Business and Consumer Aritlnetic. Seventh Fdition.
Englewood CHifs. NI Prentice-1all Ine.. 1974,

Puntel. Gerald and Jay Diamond. Basic Business Mathematics. b ~wood Clites, N
Prentice-all, Ine.. 1972,
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- .

Roscenberg, R, Robert. Business Mathematics, Exercises. Probleins and Tests. Third Edition
(Revised), New York: Gregg Division, McGraw-Hill Book Co., 1970.

Roscnlur" R. Robert. Harry Lewis, and Roy Poe. Business Mathematics. Elghth Edition,
New Yo:l\ Gregg Division/McGraw-Hill Book C.. 1975.

Teacher Resources

Business Education Facilities, Supplies and Aids, Eastern Business Teachers Association
Yearbook. Vol. 36. Chapters 16 and 22, 1963.

Changing Mcthods of Teaching Business Subjects, National Business Education Yearbook,
No. 10. Chapter 135, 1972,

Vrbuncek. Joseph J.. Mathematical Teaching Aids, Chicago: Chicago Teachers College
~ PUSINESS PRINCIPLES AND MANAGEMENT

Corley. Rebert and William Robert, Dlllal ou.and Howard's Principles of Business. Engle-
wood Clitfs. N.J.: Prentice-Hall, Inc.. 1971,

Hicks. Herbert G. and C. Ray Gullett. Modern Business Management, New York: Gregg
Division/McGraw-Hill Book Co., 1974,

Skit. Bernard A., Kenncth E. Everard, and John M. Johns. Business Principies and Manage-
ment. Sixth Edition, Cincinnati. Ohio: South-Western Publishing Co., 1973.

. Teacher Resources

Douglass. Elisha P. The Coming of Age of American Business, Chapel Hill, North Carolina:
The University of North Carolina Press. 1971,

Gloss, R.E.and Harold Baker. Business: Its Nature and Environment, Seventh Edition, Cin-
cincinnati: South-Western Publishing Co.. 1972.

Poc. derry B. An Introduction to the American Business Enterprise. Revised Edition, Home-
wood., Hlinois: Richard D. Trwin. Inc.. 1972,

Terry. George R, Principles of Management. Sixth Edition, Homewood, Illm(;ls Richard D.
Irwin, In¢., 1972,

Note: The American Management Association, 135 West S0th Street New York City,
New York 10020. and Business History and Economic Life Program, Ine.,
219 CU College of Education, Northeastern University. Boston, MA 02115
are excellent sources of management oriented materials.
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CONSUMER EDUCATION/CONSUMER ECONOMICS

Jelley, Herbert M. and Robert O. Herman. The American Consumer: Issues and Decisions.
New York: Gregg Division/McG raw-Hill Book Co.. 1973.

Levy, Leon, Robert Q. Feldman, and Simpson Sasserath. Consumer in the Marketplace,
River Forest. Illinois: Laidlaw Brothers (Pitman). 1970.

Scott. Wesley E., Fred Kane. John G. Kirk. and Harold B. Buckley. Everyvday Consumer
Business, Englewood Cliffs, N.J.: Prentice-Hall. Inc.

Warmke, Roman F.. Eugene D. Wyllie. W. Harmon Wilson. and Elvin S. Eyster, Consumer
Economic Problems. Eighth Edition. Cincinnati. Ohio: South-Western Publishing Co.,
1971.

Teacher Resources

A Plan to Integrate Conswmer Concepts into the Public Schools of Maryland. Maryland De-
partment of Public Instruction, Baltimore. MD. 1974,

A Annotated Bibliography: of Games and Simulations in, Consumer Education. 1973. Office
of the Superintendent of Public Instruction. 516 S. Second St.. Springficld. IL. 62706.

Bibliography of Consumer Education Materials, Commonwealth of Pennsylvania. Department
of Education. Burcau of General and Academic Education. Hurrisburg. PA.

Buying. Budgeting, Borrowing. American Collectors Association. Inc. Box 351 06. Minncapo-
lis. MI. 55435.

Consumer Education. An Interdisciplinary Approach. Monograph . Center for Consumer
“Education Services. State Department of Education, Curriculum Laboratory. Rutgers
University. New Brunswick, N.J. -

Constmer Education Bibliograplhy. 1971, Otfice of Consumer Aftairs. Supcrintendent of
Documents. U.S. Government Printing Office. Washington. D.C.. 20402,

Conswmer Edvucation in an Age of Adapation. Scars, Roebuck and Co.. Department 703,
Public Relations. Chicago. 1L, 60611, 1971,

Consumer Education Progranumed Learning Instruction Booklets, Delta P t-psilon Nuational
Office. Gustavus Adolphus College. St. Peter, MN 56082, 1974,

Consumer Edication Resources, Michigan Consumer Education Center. 217-A University =
Library. Eastern Michigan University. Ypsilanti. M1, 48197,
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Consumer Information (Qtrly), Consumer Information Center of General Services Adminis-
tration, Public Documents Distribution Center, Pucblo, CO. 81009.

Consumer News aiid Register (Monthly), Department of Health, Education and Welfare.
Office of Consumer Affairs, Washington, D.C., 20201.

Curriculum Guide for Consumer Education, Parts | and 11, Board of Education. Chicago.
IL, 1972.

De¢Brum. Haines. Malsbary. Crabbe, Daughtrey, Methods and Resources for General Busi-
ness, South-Western Publishing Co.. Cincinnati, Ohjo, 1973.

Fetterman. Elsic. Consumer Education Bibliography, Cooperative Extension Service., College
of Agriculture, University of Connecticut, Storrs, CT, 06268.

Garrett, Metzen. You are a Consumer, Revised Edition, (Paper) Ginn and Company. 1972.

Guidelines for Consumer Education, Office of the Superintendent of Public Instruction.
Springlicld, 1L, 1973.

Lee, Stewart, Consumer Education Resources Materials Kit, Geneva College. Beaver Falls,
PA. 15010, 1973. :

Money Management Booklet Library, Money Management Institute, Houschold Finance
Corporation, Chicago, IL.

1975 Multimedia Learning Resources, K-12, Changing Times Education Service., Department
RM. 1729 H Street N.W_, Washington, D.C.. 20006.

1974-75 Catalog of Learning Aids, Consumer Information Services, Sears, Rocbuck and Co..
Chicago, IL. 60611.

1974-75 Catalog of Teaching Aids of Life[Health Insurance and Money: Management, Educa-
tion Service of Institute of Life Insurance and Health Insurance Institute. 277 Park Ave-
nue, NT, 10017

Personal Muncs dianagement, Guidelines for Teaching. New York Stock Exchange. Inc.. New
York City. NT. 10005, 1974.

Seriptographic Booklets. Channing L. Bete Company. Inc.. Greenfield. MA. 1975,
Selected Audio-Visual Materials for Consumer Fducation, Monograph 2. Center for Consumer

Education Services, State Department of Education. Curriculum Laboratory. Rutgers
University. New Brunswick, N.J.
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Stretching a Buck, Consumer Education Dev. Co., Box 424, Storrs, Ct, 06268. -

Suggested Guidelines Sfor Consumer Education, Grades K-12, The President’s Committee on
Consumer Interests, Washington, D.C., 20506, 1970.

Teaching Topics (Qtrly), Institute of Life Insurance, 277 Park Avenue, New York City, NY,
16107.

Wilheims. Fred T.. Teaching Consumer Education, Monograph 6, A Common Sense Ap-
proach, New Jersey State Department of Education, Center for Consumer Education
Services. Edison. NJ. 1974,

You Owe It to Yourself. Cooperative Extension Service, College of Agriculture and Natural
Resources. University of Connecticut. Storrs. CT. 06268.

DATA PROCESSING

Awad. Elias. slutomated Data Processing. Principles and Practices. Second Edition. Engle-
wood Clifts. N.J.: Prentice-Hall. Inc.. 1973,

Bartee. Thomas. Introduction to Computer Science. New York: Gregg Division/McGraw-
Hill Book Co.. 1975. ‘

Bux. William E. Kexpuneh Training Course, Third Edition. Cincinnati. Ohio: South-Western
Publishing Co.

Cashmuan. Thomas and William Keys. Data Processing: /1 Text and Project Manual. Second
Edition. New York: Gregg Division/McGraw-Hill Book Co.. 1974.

Clow. Cletus. Robert MacDonald. M. Herbert Freeman. J. Marshall Hanna, and David Weaver.
Punched-Card Data Processing Sysiem. Second Edition. New York: Grege Division/Mc-
Giaw-Hitl Book Co.. 1975,

Fink. Stuart S, and Barbara J. Burian. Business Data Processing, Englewood Clilfs. N.J.
Prentice-Hall, Inc.. 1973,

Freeman, M. Herbert. Jo Marshall Hanna, Gilbert Kahn, and David Weaver. Business Data
Processing, Second Edition. New York: Gregg Division/M ¢Graw-Hill Book Co.. [973.

Fuori, William M. hutroduction to the Computer: The Tool of Business. Englewood Clilfs.
N.J Prentice-Hall, Ine.. 1973, '

Hanson. Pegey. Kevpunching, Second Edition. Englewood Cliffs. N.J.: Prentice-Hall. Inc..
1070.
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Jacobs. Zeney P.. Francis G. French, William J. Moulds, and Jacob G. Schuchman. Conunun-

icating with the Computer: Introductory Experience. Basic. Boston: Allyn and Bauon
Inc., 1975.

Pactor. Paul and George Kargilis. Card-Punch Machine Operation. Book 2. New York: Gregg |
Division/Mc¢Graw-Hill Book Co.. 1973.

Paynce. E. A.sand WL F. Payne. Easily: Applied Principles of Kevpunching, Englewood Cliffs,
N.J.: Prentice-Hall. Inc.. 1970.

Rude. Paul A. and John A. Page. Introduction to Computers. New York: Gregg Division/Mc-
Graw-Hill Book Co.. 1974.

Schnake. M.A. Data Processing Concepts, New York: Gregg Division/M ¢Graw-Hill Book Co..
1973.

Wanous. S. J.. E. E. Wanous. and Gerald E. Wagner. Fundamentals of Datu Processing. Cin-
cinnati, Ohio: South-Western Publishing Co.

'ngous S. J.. L. E. Wanous. and Gerald E. Wagner. Introductory Data I’mwssmq Second

Edition. Cincinnati. Ohio: South-Western Publishing Co.

Williams, Norman E. and John Savage. Hypo-Assembler: An ingroduction to Programming,
River Forest. Hlinois: Laidlaw Brothers (Pitman). 1971.

Note: Inaddition, there are many texts available dealing with specific languages and
computer systems,

DISTRIBUTIVE EDUCATION

Bodle. Yvonne and Joseph Corey. Retail Selling. New York: Gregg Division/MeGraw-Hill
Book Company. 1972.

The Chase Manhattan Bank. The Retail Cashier. New York: Gregg Division/MoGraw-Hill
Book Compuny. 1975.

Ernest, John and Richard Ashmun. Salesinanship Fundamentals, Fourth Edition, New York:
Grege Division/McGraw Hill Book Co.. 1973.

Huas, Kenneth B. and Enos C. Perry, Sules Horizons, Third Fdition. 1 nglewood Cliffs. N.J.:
Prentice- Hail. Inc.

Levy. Leon, Robert Q. Feldman. and LEugene J. Corenthal. Essentials of Merchandise hifor-
mation: Nonrextiles, River Forest, Hlinois: Laidlaw Brothers (Pitman)
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Marsh, U. Grant. Salesmanship: Modern Principles and Practices, Englewood Cliffs, N.J.:

Prentice-Hall, Inc., 1972.

Mason, Ralph, Patricia Rath, and Herbert Ross. Marketing and Distribution, Second Edition,
New York: Gregg Division/McGraw-Hill Book Co., 1974.

Nolan, Carroll A., et al. Marketing, Sales Promotion and Advertising, Eighth Edition, Cin-
cinnati, Ohio: South-Western Publishing Co., 1976.

Reich, Edward, Robert Q. Feldman, and Leon Levy. Basic Retailing and Distribution, Re-
vised Edition, River Forest, Illinois: Laidlaw Brothers (Pitman). 1970.

Richert. G. Henry, Warren Meyer, Peter Haines. and E. Edward Harris. Retailing Principles
and Practices, Sixth Edition, New York: Gregg Division/McGraw-Hill Book Co.. 1974.

Richiert, G. Henry. J. K. Stoner, Kay Brown. Muarketing Projects and Activities. New York:
Gregg Division/McGraw-Hill Book Co., 1970. (Text/Workbook)

Raobinson. O. Preston, Wiltiam R. Blacker. and William B. Logan. Store Salesmanship, Sixth
Edition. Englewood Clitts, N.J.: Prentice-Hall. Inc.

Tyler. Elias and Eugene Corenthal. Materials Handling: Traffic and Transportation, New
York: Gregg Division/McGraw-Hilt Book Co.. 1970.

Wingzate. Isabel, Karen Gillespic. and Betty Milgrom. Know Your Merchandise, Fourth Edi-
tion. New York: Gregg Division/McGraw-Hill Book Co.. 1975.

Wingate. John W.. ct al. Fundamentals of Selling. Tenth Edition. Cincinnati. Ohio: South-
Western Publishing Co.. 1976.

Wingate. John and Harland E. Samson. Retail Merchandising, Eighth Edition. Cincinnati.
Ohio: South-Western Pubtishing Co.. 1975.

Occupational Manuals and Projects in Marketing Series MeGraw-Hill (Text/Workbooks)

Advertising - William Antrim, 1970

Buying and Pricing - Eugene Dorr.etal - 1971

Careers in Markcting — James Bikkie, 1971

Communications in Marketing -- Kenneth Rowe and Hallie Jimerson. 1971
Creative Selling - John Ernest. 1971

Customer Services — Leroy Buckner, 1971

Data Processing in Markceting - Merle Wood. 1971

Display and Promotion — Gary Smith. 1970

Fconomics of Markceting. The — Mary Klaurens, 1971
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Mathematics in Marketing — William Logan and M. Herbert Freeman. 1970
Organization for Marketing — Viven Ely. 1971

Product Planning -- Bernard Nye, 1970

Wholesaling — Kenneth Ertel. 1970

Job Skills Manuals

Rertail Salesmanship: A Programmed Text — F. E. Hartzler. 1970
Selling Farm and Garden Supplies — Lawrence Walsh. et al. 1971

Distributive Education Series: Manuals available singly or in series from South-
Western Publishing Company

Advertising and Displaying Mcrchandise
Credit and Collections

Selling Fashion Apparel

Checker-C - hier

Merchandising Mathematics
Distributive Education Training Guides

ECONOMICS

Alexander. Albert. Edward Frehn, Arnold Sometz. The Modern Econony in Action -- An
Analytical Approach. Second Edition. New York: Pitman Publishing Co., 1973.

Bowden, Albert V. Economics — The Science of Common Sense. Cincinnati: South-Western
Publishing Co.. 1974,

Coleman. John, Ted C. Soens. and Edwin Fenton. Comparative Economic Svstems - An
Inquiry Approuch, New York: Holt. Rinehart and Winston. Ine.. 1974,

Gordon. Sanford D.. George Dawson. and Jess Witehel. American Leconomy - Analvsis and
Policy, Lexington, MA: D. C. Heath and Co.. 1969,

Helburn. Suzanne. John G. Sperling. Robert G. Evans. and James Davis. National Feonomic
Policy Series (with separate books on National Economic Policy. Industry Performance.
Concepts and Institutions, cte.). Reading, MA: Addison-Wesley Publishing Co.. Inc.
1974, ’

Joint Council on Economic Education. Business and the Public Interest. New York : Gregg
Division/McGraw-Hill Book Co.. 1972,

Joint C2aneil on Economic Education. Introduction to Econontic and Business Enterprise.
New York: Grege Division/MeGraw-Hill Book Co.. 1972,
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Kennedy, John W. and Arthur R. Olsen. Economics — Principles and Applications, Eighth
Edition. Cincinnati, Ohio: South-Western Publishing Co., 1972 (Transparencies).

Lindholm, Richard W. and Paul Driscoll. Our American Economy, Fourth Ed: uon New
York: Harcourt, Brace and World, Inc.. 1970. :

Maher, John E. What is Economics? (paperback) New York: John Wiley and Sons, Inc.. 1969.
Teacher Resources
Business Education Index. Delta Pi Epsilon. Subject Heading Economics Annual Issue.

Economic Education in the Schools. Explains what economics is and what it is not. Outiines
what cconomics should be taught in the schools. Report of Nationual Task Force on Eco-
nomic Education. 1961, 78 pp.

Economics in the Curriculum: Developmental Economic Education Program. Teacher's guide
to cconomic ideas and concepts. Explains the central ideas of economics and gives prac-
tical suggestions on how they it the Lumullum James D. Calderwood. ct al. Robert E.-
Kricger Publishing Co.. 1973.

Economics in the Business Curriculim. A collection of 22 articles offering insight into teach-
ing cconomics within the business curriculum. Combined cfforts of National Business
Education Association and the Joint Council on Ecoromic Education. 1972, 94 pp.

Study Materials for Economic Education in the Schools. Reports of Materials Evaluation
Committee to the Joint Council on Economic Education. An annotated bibliography
ol selected supplementary materials in economic education. Includes written and
audio-visual materials reviewed and recommended for classroom vse, 1972)

Teacher’s Resource Book, Economics, Eighth Ldition. Kennedy/Olsen. Pelham Manor. NY:
South-Western Publishing Co.

Teaching High School Economics - The Analytical Approach. Edward C. Prehn, New York:
Pitman Publishing Co. '

Teaching of Elementary Feonomics, Kenyon A, Knopt and Jame . 1. Strauss. New York:
Holt, Rinchart and Winsion.

Methods of Basic Business and FEconomic Education. Second Edition, Anne Scott Daughtery.
Pelham Manor. NY': South-Wesiern Publishing Co.. 1974,
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Sources of Publications on Economic Topics

Allstate Insurance Company, Northbrook. Illinois. \

(The) American Bankers Association, 90 Park Avenue, New York. New York.

American Importers Association, 420 Lexington Avenue. NY. 10017.

American Mutual Insurance Alliance, Chicago, IL. 60600.

Center for Economic Development, State University of New York. Albany, NY, 12224,

Cooperative Extension Service, U.S. Department of Agriculture, College of Agriculture and
Natural Resources, The University of Connecticut, Storrs, CT 06268.

Committec tor Economic Development, 477 Madison Avenue. New York. NY. .

Credit Union National Association, Inc.. Box 43 1. Madison. W1 53701.

Dow Jones & Company, Inc., Educational Service Burcau, Box 300, Princeton, NJ 08540.

Federal Reserve Banks.

Industrial Union Department, AFL-CIO, 815 11th Street, N.'W. Washington, D.C. 20006.

Joint Council on Economic Education, 1212 Avenue of the Americas. New York. NY 10036.

National Association of Manufacturers, 277 Park Avenue., New York, NY 10017.

National Burcau of Economic Research, Inc.. 261 Madison Avenue, New York. NY 10016.

New York Stock Exchange. 11 Wall Street, New York. NY 10005.

Suggestions for a Basic Economics Library

Allen, Frederick L. The Big Change: America Transforms liself, 1900-1950, Evanston. 111.-
Harper and Row Publishers.

Antell, Gerson and Walter Harris. Economics for Evervbody, AMSCO School Publications.
Inc.

Bach. George L. Economics: An Introduction to Analysis und Policy, Englewood Clitfs, N.J.:
Prentice-Hall, Inc.

Barger, Harold, Money, Banking and Public Policy, Chicago: Rand McNally and Co.

Berle, Adolt' A.. Jr. The Twentieth Century Capitalisi-Revolution, New York: Harcourt,
Brace Jovanovich. '

Calderwood, James D. and George L. Fersh. Economics Jor Decision-Making, Indianupolis. -
Ind.: MacMillan Publishing Co.. Inc.

Calderwood, James D. The World Economy, New York: Joint Council on Economic Educa-
tion, 1972,

Chamberlain, John, The Enterprising Americans: A Business History of the United States.
Evanston, lll.: Harper and Row Publishers
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Crane, Burton, Practical Economist, New York: Simon Schuster, Inc.

Dillard, Dudley. The Economics of John Maynard Keynes. Englewood Cliffs, N.J.: Prentice-
Hall, Inc.

‘Drucker, Peter F. Concept of the Corporation, New American Library.

Faulkner, Harold U. American Economiq History, Eighth Edition, Evanston, I1l.: Harper
and Row Publisher.

Galbraith, John K The New Industrial State, Geneva. 1. Houghton-Mifflin Company.

Hacker. Louis M. Major Documents in American Economic History, 2 Vols. New York: Van
Nostrand Rineholt.

Heilbroner. Robert L. The Worldly Philusophers, New York: Simon Schuster. Inc.

Knopf. Kenyon A. und James-H. Stauss. Editors. The Teaching of Elementary Economics,
New York: Holt. Rinchart and Winston.

Luncaster. Kelvin. /ntroduction to Modern Microeconomics. Chicago: Rand MeNally and
Company.

Lekachman, Robert. A istory of Ecoionic deas. Evanston. Hl.: Hurper and Row Publishers.
Marx. Karl. Capital. Paperback (Gateway)

McConnell. Campbell R. Economics: Principles. Problems. and Policies. Fourth Edition. New
York: MeGraw-Hill Book Co.

Mulcahy. Richard Lditor, Readings in Economics from Foriune Mugazine, Puaperback (New-
man Press) ' ' ‘

Packard. Viance. Thie Waste Makers. New York: !\SS;I}'.i(l MceKay Co.l e,
Packard. Vance. The Hidden Persiaders. New York: David Mckay. Co., Inc.
Singer, Leslie P. Economics Made Simple. New York: Doubleday, Inc.
Smith, Adam. Wealth of Nations. Paperback (Gateway)

Soule. George, Ideas of the Great '/-.'cnnnmic'.s'. Paperback (Mentor)

Utmer. Melville J. Economics: Theory and Practice, Geneva, 1. Heughton-Miftlin Co.

231



O

ERIC

Aruitoxt provided by Eic:

United States Burezu of the Census, Statistical Abstract of the United States, U.S. Govern-
ment Printing Office, Annual.

United States Department of Commerce, United States Income and Output, US. Govern-
ment Printing Office.

Whlttakcr Edmund, Schools and Srreams of Economic Thought, Clmago ‘Rand McNally
and Co.

Periodicals and Newspapers of Particular Value in Economics
Barrons. A weekly magazine which reports on current trends in industry.

Business in Biief. Chase Manhattan Bank.

Business Review. Federal Reserve Bank of Philadelphia and other Federal Reserve Banks
monthly bulletins.

Business Week, A weekly business magazine reporting on stock market and other develop-
ments of interest in business.

Challenge. Publisied six times a year. Articles by leading cconomists on various facets of the
American cconomy.

Forbes. A semi-monthly magazine which contains various materials ot special interest to
investors.

Fortune. A monthly magazine which contains authontatwc articles on business and the na-
tion’s cconomy.

Journal of Economic Education. Publication of the Joint Council on Economic Education.
Monthly Economic Letter. First National City Bank.
Nuation's Business.

Newsweek. A weekly newsmagazine which includes reports on the state of the nation’s econ-
omy.

The New York Times. Contains a daily financial section.
Time. A weekly newsmagazine with coverage of financial and business trends.

U.S. News and World Report. A wu_kly newsmagazine which uses many graphs and charts
to describe economic dwclopmcnts

Wall Street Journal. The daily newspaper of business: also treats local news.
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Statistical Sources for Use in Econoniics
Economic Almanac. Annual. The National Tndustrial Conference Board.
Economic Reporf of the President. Aanual. U.S. Government Printing Office.
Statistical Abstract of the United States. Annual. U.S. Government Printing Office.
Statistical Yearbook of the United Nations. Annual. The United lNat'ions.
Survey of Current Business. Monthly. U.S. Department of Commcrce.

Sources and References on Audio Visual Aids in Economics

~Lconomic.Issues 1 American Democracy. Four filmstrips, 2 records. Series explores impor-

tant aspects ot the cconomics of modern socicty. Joint Council on Economic Education.

The Credit Market. The Role of the Federal Reserve System. Two filmstrips. Explains demand
for credit. its supply and the problem of ecconomic balance. Teaching Resources Filims
and Public Information Department of the Federal Reserve Bank of New York in coop-
cration with Joint Council on Economic Education.

Capitol Region Education Council. 43 Windsor Avenue. Windsor. CT. 06095. CREC for
Greater Hartlord Area Schools.

Guidance Associates, 757 Third Avenue. New York, NY 10017.

Modern Tulking Pictures. 2323 New Hyde Park Road. New Hyde PJFI\ NY 11040

MeGraw-Hill Films, The World of Econonies, Six tilmstrips to illustrate the role of the free
market in solving the problems of production. distribution. and econoryic growth, 1221

Avenue of the Americas. New York, NY 10020,

Resourees for Feonomic Understanding. Connecticut Joint Council on Economic Education,
University of Connecticut, Storrs, CT 06208,

Teaching Resources Films, an educational service of The New York Times, 2 Kisco Plaza.
Mt Kisco. NY 103549,

Visual :Nids for Business and Economic Education. Monograph No. 92, South- Wcslcln Pub-
Ishing Co.. 925 Spring Road. Pelhum Manor. NY 10803,

Fisual Marerials for Teaching Economics. Bibliography of selected audio-visual materials.
Sidney J. Kronish, 1972, Joint Councit on Economic Education.
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ECONOMIC GEOGRAPHY

Alexander, John W. Economic Geography, Englewood Cliffs, N.J.: Prentice Hall

Darkenwald. G. G. and Clarence F. Jones. Economic Geography, New York:-Macmillan Co.,
1965.

Pounds, Norman J. G. and Jaumes W. Taylor. World Gcogm/,ln. Eighth Edition, Cincinncti:
South-Western Publishing Co.. 1974.

McCarty. Harold H. and James B. Lindberg. Preface to Economic Geography, Englewood

Clifts. N.J.: Prentice-Hall, 1966.

'

- Saveland, R. World Resources. Annotated Edition, Waltham, MA: Ginn and Company, 1969.

U.S. Department of Agriculture Yearbooks. Washingien D.C.
Teacher Resources

Clark University, Economic Geography. Worcester. MA. 016 10.

Journal of Geography, National Council tor Geographic Education. 1135 M. Marion St.. Oak

Purk. IL 60301.
Nuational Geographic, National Geographic Society, Wushington, D.C.

Handbook jm Geography Teachers, Nutional Council for Geographic lduumon 115 N.
Marion St., Ouk Park, IL 60301.

Teaching World Geography. Portland, ME: J. Weston Waleh Publisher. 1969 Wiiliam B.
Conroy,

World Areas Today Series. Haig Babian, ¢t al. New York: Harcourt Brace Jovanawich, Ine.,
757 Third Ave. 10017,

Muny audio visuals are available from:
Audio Visual Aids Center. University of Connecticut, Storrs. CT. 00268,
Burcau of Mines. Graphic Services Section, 4800 Forbes Street. Pittsburgh, PA 15213

Coronet Instruction Films. 635 Fast South Water Street. Chicago. L 60601.
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Denoyer-Geppert Co., 5235 Ravenswood Avenue, Chicago, 1L 60640.

Encyclopgedia Britannica Educational Corporation, 425 N. Michigan Avenue, Chicago,
IL 60611. ' :

Geographical Slide Service, 200 East Irwin, State College, PA 16801.
Library of Audio Visual Aids, State Department of Education, Hartford, CT 06115.
McGraW-Hill Films, 8171 Redwood Highway, Novato, CA 94947.

National Association of Manufacturers, Educational Services Department, 277 Park
Avenue. New York, NY 10017,

U.S. Department of Agriculture, Motion Picture Service, Office of Information, Wash-
ington, D.C. 20025.
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GENERAL BUSINESS

Dame. Frank J.. Arthur S. Patrick, and Robert L. Grubbs. Exploratory: Business: Distributive

Clerical, Accounting/Data Processing, Stenographic Occupations. Fifth Edition, New
York: Gregg Division/McGraw-Hill Book Co.. 1971.

DeBrum., S. Joseph, Peter G. Haines. Dean R. Malsbary, and Anne Scott Daughtrey. Gen-

cral Business for Economic Understanding. Eleventh Edition, Cincinnati, Ohio: South-
Western Publishing Co.. 1976.

Lyon, Herbert L. and John M. Ivancevich. General Business/Concepts, Values, Skills. New
York: Harcourt Brace Jovanovich, Inc.. 1976.

Nanassy, Louis C: and Charles M. Fancher. General Business and Economic Understanding.
Third Edition, Englewood Cliffs, N.J.: Prentice-Hall, Inc.. 1973.

Price. Ray G.. Vernon A. Musselman. and J. Curtis Hall. (;wwra[Busn'essjm Everyday Lir-
ing. Fourth Edition. New York: Gregg Division/McGraw-Hill Book Co.. 1972,

Examples of supplementary materials (including films. filmstrips. booklets. and other
that are of particular value in enriching instruction in General'‘Business)

Films: Filmstrips:
What is a Corporation Buyer Beware
What is Busincss You the Shopper
Henry Ford Banks and Banking
Banks and Credit ' . Labor and Labor Unions

Installment Buying
Sharing Economic Risks
Life Insurance Occupations
Property Taxation

Booklets, Brochures and Similar Printed Matter

What You Should Know About Conneeticut No-Fault Automobile Insurance Law (The
Travelers Insurance Company. Hartford)

Handbook of Life Insurance: Policies for Protection: How Life Insurance and Health Insur-
ance Works: ete. (Institute of Life Insurance. 277 Park Avenuce, Now York. New Yoik)

Insurance 1or the Home: The Good Things of Life on Credit: ete. (Insurance Information
Institute. 110 William Street. New York. New York)

Stock Market Kit (New York Stock Exchange)

What Truth in Lending Means to You (Board of (,mun()rs ol Federal Reserve System,
Washington, D.C.)
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Checkpoints — How to Writc and Use Checks: Using Banking Services (Hartford Naijonal
Bank and Trust Company, Harttord)

How to Manage Your Moncy; Master Charge Materials (Connecticut Bank and Trust Com-
pany. Hartford)

Carcer Directions, Insurance, and the Marketplace (multi-media kits from Changing Times
Education Service, 1729 H Street, N.W., Washington. D.C.)

‘Detailed information on the above and many other instructional materials and media
appropriate for enriching instruction in General Business may be obtained from ap-
propriate articles and listings appearing periodically in professional journals and in
such compendiums as Methods and Resources for General Business (available frec from
South-Western Publishing Co.. 5101 Madison Road, Cincinnati. Ohio) and a listing of
free and inexpensive supplementary materials published by the Joint Council on Eco-
normic Education. 1212 Avenue of the Americas. New York. NY 10036.

OFFICE PROCEDURES

Archer. Fred C.. Raymond F. Brecker. and Jeffrey R. Stewart. General Office Procedures.
Fourth Edition. New York: Gregg Division/McGraw-Hill Book Co.. 1975.

Bassett. Ernest D, and David G, Goodman. Rusiness Filing and Records Control. Fourth
Edition. Cincinnati, Ohio: South-Western Publishing Co.. 1974,

Bate. M. Dunlup and Mary C. Cusey. Legal Office Procedures, New York: Grege Division/
McGraw-Hill Book Co.. 1975.

Bredow. Mirian. Medical Office Procedures, New York: Gregy Division/MeGraw-Hill Book
Compuany. 1973,

Fries. Albert C.o Margaret . Rowe, Dorothy Travis. and Wanda Block hus. Applicd Secre-
tarial Procedures, Seventh Edition. New York: Gregg Division/McGraw-Hill Book Co.. -

1974,

Gavin, R loand Wo AL Subin. Reference Manual for Stenographers and Trpists, Fourth Edi-
tion.New York: Gregg Division/McGraw-Hill Book Co.. 1970.

Hutchinson. Lois. Standard Handbook for Secretaries. Eighth Edition, New York: McGraw-
Hill Book Co.. 1969,

Mechan, Jumes Ro Mary Eilen Oliverio. and William R. Pasewark. Sceretarial Office Proce-
dures. Lighth Edition. Cincinnati. Ohio: South-Western Publishing Co,. 1972,

__x\/lcchun. Jumes R..Witliam R. Pasewark and Mary Ellen Oliverio. Clerical Office Procedures,
Fitth Edition. Cincinnati, Ohis: South-Western Publishing Co.. 1973,
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Placce, Irene, Estelle L. Popham, and Harry N. Fujita. Fundamental Filing Practices, Engle-
wood Cliffs, N.J.: Prentice-Hall, Inc.

Machines

Albertson. Dorothy. Business Machines Practice Set, New York: Gregg Division/McGraw-
Hill Book Co., 1974. )

McCready. Solving Business Problems with Calculators, Fourth Edition, Belmont, California:
Wadsworth Publishing Co.,.Inc. 1972, -

Mechan. James, Allan Doerr, and Gilbert Kahn. Solving Business Problems on the Electronic
Calculator, New York: Gregg Division/McGraw-Hill Book Co., 1975,

Pactor, Paul and Mina Johnson. Comprehensive Business Machines Course, River Forest,
[Nlinois: Laidlaw Brothers (Pitman)

Pasewark. William R. Electronic and Mechanical Printing Calculator Course. Cincinnati, Ohio:
South-Western Publishing Co.

Pasewark, William R. Electronic Display Calculator Course, Cincinnati, Ohio: South-Western
Publishing Co.

Pasewark, William R. Duplicating Machine Processes: Stencil, Fluid, Offset. and Photocopy,
Sccond Edition, Cincinnati, Ohjo: South-Western Publishing Co.. 1975.

Human Relations

Laird, D. A., E. C. Laird. R. T. Fruchling. and W. P. Switt. Psychology: Human Relations
and Motivation, Fifth Edition, New York: Gregg Division/McGraw-Hill Book Co.. 1975.

Russon. Allien R. Personality Development for Business, Fourth Edition, Cincinnati. Obio:
South-Western Publishing Co.. 1973,

Whitcomb. Helen and Laura A. Cochran. Modern Ms, Second Edition, New York: Grdgg
Division/McGraw-Hill Book Co.. 1971.

Whitcomb, Helen and Rosalind Lang. Charin: The Career Girl's Guide to Personal and Busi-
ness Suceess, Second Edition, New York: Gregg Division/McGraw-Hill Boolk: Co.. 1971,
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RECORDKEEPING

Baron, Harold and Solomon C. Steinfeld. Practical Record Kceping, Course I, Fourth Edition,
Cincinnati, Ohio: South-Westerr Publishing Co., 1976.

Fuller. Robert and John Pendery, Clerical Payroll Procedures, Seventh Edition, Cincinnati:
South-Western Publishing Co., 1974.

Fritz, Noble. Business Recordkeeping Practice Set, Second Edition, New York: Gregg Divi-
sion/McGraw-Hill Book, Co., 1974.

Huffman, Harry and Jeffrey Stewart. General Recordkeeping, Seventh Edition, New York:
Gregg Division/McGraw-Hill Book Co., 1976.

Rosenberg. Henry J. Projects in Clerical Recordkeeping, Cincinnati, Ohio: South-Western
Publishing Co., 1968.

Wood, Merle. Personal Recordkeeping Practice Set, New York: Gregg Division/McGraw-Hill
Book Co.. 1976.

Teacher Resources

Contributions of Research to Business Education. National Business Education Ycarbook,
No. 9. Chapter 8. Washington. D.C., 1971.

New Perspectives in Education for Business. National Business Education Yearbook. Chapter
10. Part A. Washington, D.C.. 1963.

Recent and Projected Developments Affecting Business Education. National Busincss Educa-
-ion Yearbook, Chapter 14, Washington, D.C.. 1964.

SHORTHAND

Christensen. Edward L. and R, DerMont Bell. Century 21 Shorthand: Theory and Practice.
Cincinnati. Ohio: South-Western Publishing Co.. 1974. (Tapes. Cassettes)

Christensen, Edward L. and Devern J. Perry. 6,000 Most-Used Century 21 Shorthand Out-
fines. Cincinnati, Ohio: South-Western Publishing Co., 1974,

Christensen. Ldward L. Century 21 Shorthand Dictionary, Cincinnati. Ohio: South-Western
Publishing Co.

Gregg, John R.. Louis A. Leslie, and Charles E. Zoubek. Gregg Shorthand. Diamond Jubilee
Scries. Second Edition, New York: Gregg Division/McGraw-Hill Bz ok Co.. 1972, {Tapes.
Records. Filmstrips. Transparencies)
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Gregg: John R., Louis A. Leslie, Charles E. Zoubek, and William Mitchell. Gregg Speed
Building, Diamond Jubilee Serics, Second Edition, New York: Gregg Division/McGraw-
Hill Book Co., 1972, '

Gregg, John R., Louis A. Leslie, and Charles E. Zoubek. Gregg Shorthand Dictionary, Dia-
mond Jubilee Serics, Second Edition, New York: Gregg Division/McGraw-Hill Book
Co., 1974,

Haggblade. Berle and Mary Ellen Oliverio. Century 21 Shorthand: Intensive Dictation/

- -Transcription, Cincinniti; Ohio: South-'Vestérn Publishing Co., 1974.

Leslie. Louis A. and Charles E. Zoubek. Gregg Shorthand, Functional Method, Diamond
Jubilee Series. Second Edition. New York: Gregg Division/McGraw-Hill Book Co.,
1971,

Leslie. Louis A. and Charles E. Zoubek. Gregg Transcription, Diamond Jubilee Series, Sec-
ond Edition, New York: Gregg Division/M cGraw-Hill Book Co., 1972, (Tapes, Records,
Transparencies)

Leslic, Louis A.. Charles E. Zoubek, and Madeline S. Strony. Gregg Dictation, Diamond
Jubilee Series. Second Edition, New York: Gregg Division/McGraw-Hill Book Co.,
1971. (Tapes, Records, Filmstrips. Transparencies)

Reid. G. A.. Evelina J. Thompson. and Marion Angus. Shorterhand, River Forest. Illinois:
Luaidlaw Brothers (Pitman). 1972,

Stoddard, Ted D. and Edward L. Christensen. Century 21 Shorthand: Advanced Dictation/
Transcription, Cincinnati, Ohio: South-Western Publishing Co., 1975.

TYPEWRITING

Axelrod. Marshall. (“rualirq Timed Writings, New York: Gregg Division/MeGraw-Hill Book
Co.. 1975.

Bloomquist, R. E.. G. Grill. and J. L. Rowe. Number Key Practice: For the Typewriter, [0-
Key Adding Machine, and Keypunch Machine, New York: Gregg Division/McGraw-Hill
Book Co., 1975.

Brendel. LeRoy A. and Doris Near., Punctuation Drills and Iixercises — Programmed torihe
Typewriter, New York: Grege Division/MeGraw-Hill Book Co.. 1970.

Brendel, LeRoy A. and Doris Near. Spelling Drills and Exercises - Programmed for the Type-
! . Ay

writer, Second Edition. New York: Gregg Division/MeGraw-Hill Book Co.. 1974, (Cas-
settes)
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Condon. A., D. H. Crank, A. C. Lloyd, and G. Condon. Transcription 36, New York: Gregg
Division/McGraw-Hill Book Co., 1975. (tapes, transparencies)

Condon, A., G. Condon, and A. C. Lloyd. Transcribing Speed Studies, New York: Gregg
Division/McGraw-Hill Book Co., 1974.

DuPree. Garlund Crowe and Dorothy S. Namanny. Legal Office Typing, Cincinnati. Ohio:.
South-Western Publishing Co.. 1975.

—..Fereuson, M.A.. C. House, L. Missling, B. Nalepa, L._Sawaia. and M. Wood. Basic Grogg Typz oo ..

ing — Book 2: Foundations of Production. New York: Gregg Division/McGraw-Hill
Bock Co.. 1971.

Ferguson. M.A.. (. louse, L. Missling. B. Nalepa. J. Sawaia. and M. Wood. Basic Gregg Typ-
ing — Book 3: Vocational Forms Tvping 1-15, New York: Gregg Division/McGraw-Hill
Book Compuny. 1973,

Grubbs. Robert L. and David H. Weaver. Self~lmprovement Typewriting: For Home and
Laboratory Practice. Manual und Electric Editions, New York: Gregg Division/McGraw-
Hill Book Co.. 1975.

Huansen. Beatrice E. and Lorrine E. Scatt. Progressive Tvping Speed Practice, Fourth Edition.
New York: Grege Division/McGraw-Hill Book Co.. 1975,

Lessenberry. DO DT Jumes Crawtord. Lawrence W. Erickson. Lee R Beaumont, and Jerry
W. Robinson. Century: 21 Trpewriting, Complete Course Calso available in two sections:
First-Year and Advanced). Cincinnati. Ohio. South-Western Publishing Co. ( Laboratory
Materials, Placement Tests. Cassettes, Transparencies. Tapes Wall Charts)

Lessenberry . D DT, James Crawtord. Lawrence We Erickson. Lloyd Barthome. and Warn-
or. Clerical Office Typing. Cincinnati. Ohio: South-Western Publishing Co. (Available
in textbook or learning activity packuage form)

Lloydo AL Cood Lo Rowe. and 1L . Winger. Tvping Skill Drives. Second Edition. New York:
Grege Division/McGraw-Hill Book Co.. 1974,

Nuanassy. Louis CooNathan Krevolin, John E. Whiteratt. Personal Tryping. River Forest. Iinois:
Laidlaw Brothers (Pitman). 1970.

Rowe J. L. ACCl Lloyd. and I, L. Winger. Tvping 300, Volune 1, General Course, New York:
Gregg Division/MceGraw-Hill Book Co.. 1972 (Tapes. Records, Transparencies. Filmstrips)

Rowe Lo LooACCoLloyd. und FoEC Winger. Toeping 200, Volume 2. Vocational Office Typing.
New York: Gregg Divisior, MceGraw-Hill Book Co.. 1973.

Waunous. S. 1. and Berle Haggblade. Personal Typewriting for Junior High Schools. Third Edi-
tion. Cincinnati. Ohio: South-Western Publishing Co.
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BUSINESS CAREERS

Buggett. Exploring Data Processing Careers, Cincinnati, Ohio: South-Western Publishing Co.
(Text/Workbook)

Beaumont, Joha, Kathleen Langan, and Louise Taylor. Your Career in Marketing (Second
F-ition). New York: Gre gg Division/M¢Graw-Hill Book Co., 1976.

Eggland, Steven A. Exploring Wholesaling and Retailing Careers. C incinnati, Ohio: South-
Western Publishing Co., 1976. '

Reel, Rita M. Exploring Secret.: sial Carcers, Cincinnati, Ghio: South-Western Publishing Co.,
1975. (Text/Workbook)

Reynolds, Caroline. Snow Country (a typewriting practice set), Cincinnati, Ohijo: South-
Western Publishing Co., 1975.

Rettig, Jack L. Careers: Exploration and Decision, Englewood Cliffs, N.J.: Prentice-Hall,
Inc.. 1974,

Ristau. Robert A. Exploring Clerical Careers, Cincinnati, Ohio: South-Western Publishing
Co.. 1974.

Note: A booklet Careers in Business is available from National Business Education Associa-
tion. 1906 Association Drive, Reston, Va. 22091, Topics included:

Planning a Business Career

A Career as a Business Owner

A Carcer in Business Teaching

A Cuareer in Automatic Data Processing

A Career in Clerical Oceupations

A Carcer in Manizement

A Career in the Secretarial Occupations
A Carcer in Marketing and Distribution

A Career in Bookkeening and Accounting
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SIMULATIONS

The usc of simulations as a means of adding business realism to the classroom situation
seems to be a trend in that more business teachers are recognizing the value of this teaching
method. Listed are some simulations that Connecticut business teachers are using or consid-
ering using: '

Andrews, Margaret E., Consulting Editor. The Gregg Office Job Training Program. (Accg_gm;s
* Payable Clerk, Accounts Receivable Clerk, Billing Clerk. Clerk-Typist, Credit Clerk. Fije
Clerk, Mail Clerk. Office Cashier, Order Clerk. Payroll Clerk, Personnel Clerk, Purchasing
" Clerk, Stock Control Clerk, Traffic Clerk, Typist), New York: Gregg Division/McGraw-
Hill Book Co., 197,. ‘ -

Krawitz, Myron J. Lester Hill Office Simulation. New York: Gregg Division/McGraw-Hill
Book Co., 1971,

Mclntosh and Welter. The Secretary. Executive Offices of America, Cincinnati. Ohio: South-
Western Publishing Co.. 1975,

Revnolds, Caroline. Siow Country (A typewriting practice set). Cincinnati, Ohio: South-
Western Publishing Co.. 1975.

Shinn. The Clerk Tvpist. Indio Paper Co.. Inc.. Cincinnati, Ohjo: South-Western Publishing
Co.. 1975.

Warren and Radclift, Serendipity Ine.. an Office Simulation. Cincinnati, Ohio: South-Western
Publishing Co.. 1975.
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