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THE PURPOSE AND NATURE OF THE STUDY 

The general purpose of this study, and of the 

investigation upon which it is based, is to analyze 

conditions as we now find them in commercial depart- 

ments of the small high schools in the state of Oregon 

and, as a result of such findings, to sugest a commer- 

cial curriculum. 

In the past we have had a great deal of research 

carried on in education, most of it however being 

focused on the academic subjects. within recent years 

we have become aware of the fact that the vocational 

and practical subjects should receive much more atten- 

tion and consequently those who are ;'iorking in the 

field have suggested a number of studies which have 

for their purpose the formulating of this type of 

work.1 

In the case of commercial education the problem 

is particularly urgent because In many ways commercial 

education is the most significant form of practical 

arts education that we have in the public high schools 

of this country. "No other form of vocational or 

pre-vocational education on the secondary level has 

been established so long, has come to occupy so large 

1. Koos, L. V., T1 AmericanSecondary School, pp 359, 489 
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a place in the curriculum, or can approximate commercial 

education in number of courses offered or pipils en- 

rolled, No other form of vocational educatioa offers 

to young people of both sexes so wide a range of 

employments, so many opportunities for advancement, 

or so great a degree of adaptability to individual 

interests and aptitudes. There is room in commerce for 

people from almost the lowest to the very highest range 

of ability. It of'ers a field of useful and fruitful 

service to the individual of ordinary ability as well 

as a wortiy challenge to the best talents represented 

among our pupils. Commerce, indeed, is subsidiary to 

every other vocation, for every form of economic 

activity has Important commercial Implications."2 

The nature of commercial education Is two fold-- 

vocational and general. On the one hand there are 

pupils taking commercial ;vork who are planning to 

enter a specific occupation. These pupils are interest- 

ed in the technical business-college type of commercial 

curriculum. When this type of curriculum is made a 

part of general education It is looked upon with strong 

disfavor by many people. As is usually organized a 

curriculum for this type of work contains but meager 

2. Weersing, Frederick J., eorganization of Commercial 
Éducation In Public Hign Schools, p 1 
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educational content and consists of mechanical skills 

witì only a little related knowledge. All students 

who enroll for such cours s do not have the ability to 

make a success of the mechanical courses. Why should 

all commercial pupils be subjected to courscs dealing 

with mechanical skills when they will only prove to 

be a failure or find no further use for them after 

leaving school? If a more general aspect of the 

subject were taken the imowledge gained would be of 

uso regardless of the vocation followed after school 

days are over. 

With pupils and parents, commercial education 

is held in high favor. It furnishes a quick and sure 

means of earning money for the present time. They do 

not look far enough into the future to see that the 

skill alone will not get them very far. ??Most, if 

not all, of the practical arts and vocational subjects 

could be made vastly more valuable if a third element 

were more frequently included, viz., a rich back- 

ground of historical, social, and economic knowledge 

peculiar to the particular field studied...... It seems 

not unlikely that with a proper reorganization of these 

subjects a saner and more scientific viewpoint will 

prevail, resulting, as was just stated, from a fuller 

recognition of the educational and cultural values 



of the historical, social, and economic materials 

3 abundantly inheren in most of triese subjects." 

"The field of commercial education is relative- 

ly unorganized and undeveloped. Except in the larger 

schools the business college curriculum is stil]. all 

but universal. Aims and objectives have not as yet 

been adequately determined. Well-defined policies of 

administration and organization are notably absent. 

Professional supervision, except in the larger and more 

progressive systems, is generally lacking.....Content 

of courses and teaching methods are in need of more 

careful scrutiny than they have yet received. Research 

and measurements have barely begun. The teaching staff, 

as a whole, is generally lacking in adequate profession- 

al and academic training according to standards common- 

ly accepted for other teachers. There is no adequate 

or regular organization for teacher training, and 

commercial departments must still depend largely on 

teachers with an adventitious combination of high 

school, bisiness college, and normal school prepara- 

tion. The problems of commercial education are indeed 

stupendous for a branch of education occupying so large 

a place in our public school program."4 

3. Weersing, Frederick J., Reorganization of Commercial 
Education in Public High Schools, p 3 

4. Ibid pp 4 and 5 
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A survey of the field shows t-iat three studies 

have been carried on which might be considered si11ar 

to the present one. Probably the most comprehensive 

oe was that by Frederick J. IVeersing, entitled "Re- 

organization of Commercial Education in Public High 

Schools". The purpose of this study which was carried 

on in Minnesota was to assist in the search for object- 

ive and trustworthy data which would serve as a basis 

for the reorganization and general improvement of 

commercial education In public secondary schools. The 

data were secured from the folloviing sources: (i) On 

a series of special reports from superintendents, high 

school principals, and commercial teachers, gathered 

for this purpose by the State Department of Education 

from all high schools having state-aided commercial 

departments. (2) On an intensive survey made by the 

writer of the commercial departments of high schools 

in fifteen towns of various sizes selected to represent 

the various types of comunties found in different 

parts of the state. (3) On a special census of the 

comiercial and clerical employees found in fourteen of 

the fifteen cornmunties just mentioned, supplemeìted 

by data from the United States Census of 1920 for 

Minneapolis, for the State of Minnesota, and for the 

United States as a whole. (4) On an analysis of the 



duties of over one-fourth of the commercial and clerical 

workei's of various types whose duties, educational 

qualifications, and experience were studied. (5) On a 

follow-up study of 695 high school coercial grad- 

uates Including over a third of all the commercial 

graduates for the past five years from fifteen public 

high schools located in various representative torns 

and cities of Minnesota. and (6) On a special inquiry 

into the general or non-vocational uses of commercial 

education as reported in a questionnaire returned by 

230 students in the University of Minnesota who had 

taken two or more units of commercial subjects while 

in high school. The number making replies comprised 

61 percent of those to whom questionnaires were sent, 

and over 50 percent of all students enrolled in the 

University who had had as much as two units of commer- 

cial in high school.5 

Part I, the Present Status of Commercial Education, 

was significant first, because it revealed a decidedly 

lower level of training among commercial than among 

other high school teachers, and secondly, that comnmer- 

dal teachers appear to be unable to secure adequate 

training at the present time in any sIngle Institution, 

but have to resort to a combination of schools in order 

5. Weersing, Frederick J., Reorganizat:ton of Commercial 
Education In Public High Schools, p 5 



to get a degree and to secure the necessary training in 

both technical and t'ieoretica1 subjects.6 

Part II, Survey and Job Analysis of Commercial 

Employments, showed that "an intensive study of the 

uses of coìiixnercial education as reported by 230 

university students who had taken two or more units of 

cornmcrci1 work while In high school revealed the fact 

that such students are exceedingly rare, only a little 

more than 4 percent of the general student body at 

the University of Minnesota having studied commercial 

subjects to this extent. The economic selection of 

these students is relatively unfavorable, as is shown 

by the large number who were out of school a year or 

more either before or after enteriuig the university. 

These students, especially the boys, came largely from 

outside Minneapolis and St. Paul. Those who came from 

Minneapolis and St. Paul appeared to be somewhat less 

highly selected than those who came from outside 

these cities. The distribution of these students by 

colleges or divisions of the university, by the number 

of years in college, and by sex appeared to be approxi- 

mately normal. The commercial subjects which they had 

studied are typical of those most commonly offered In 

public high schools. 

6. Weersing, Frederick J., Reorganization of Commercial 
Education in Public High Schools, p 81 



"In order to isolate the non-vocational uses of 

commercial education, these students were first asked 

to indicate the commercial subjects they had used In 

paid employment and then to state the practical and 

educational values they had derived from the commercial 

subjects they had studied. The returns indicate that, 

of all the commercial subjects, typewriting has the 

greatest practical value as well as the greatest voca- 

tional value. Its educational value, however, is 

aoproximately zero. If the figures here given are 

typical, a strong argument can be made for the study 

of typewriting by all pupils who are plannIng to go to 

college as well as by those who expect to go either 

permanently or temporarily Into commercial or clerical 

work. 

"The case of shorthand for college students is 

not nearly so strong although a considerable number of 

the students had some use for it outside of paid employ- 

ment. The non-vocational values of shorthand do not 

appear to constitute a valid argument for recommending 

it to students who expect to go to college. The educa- 

tional values of shorthand also seem too slight to he 

considered seriously. No attempt is made here to 

evaluate the large claims sometimes made for its dis- 

ciplinary values. 



"According to the replies tabulated, bookkeeping 

has considerable educational value for the students 

WhO expect to go into accounting or to take up other 

courses in a university school of business. If it has 

other educational values, they are so general that they 

failed to receive any serious consideration by the 

students reporting. There is a possibility, however, 

that this lack of educational value is due in part to 

the present methods of teaching the subject in high 

schools. 

"Commercial geography, commercial law, and 

commercial arithmetic, which had little or no direct 

vocational or practical value for this group, were 

mentioned as having educational value by about one- 

third of those who studied them. The values, however, 

were stated as general, not specific, and are therefore 

difficult to measure."7 

A second study in this field by Ambrose 0. Colvin, 

entitled "Commercial Education in the Secondary Schools 

of Colorado" was made to determine the status of commer- 

cial education in the secondary schools of Colorado. 

Questionnaires were sent to 140 Colorado high 

schools (or 75 percent) that have departments of commer- 

7. Weersing, Frederick J., Reorganization of Commercial 
Education in Public High Schools, pp 121, 122 
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cial education. One hundred returns were receIved. 

ConcLisions: (i) CommercIal program offered In second- 

ary schools of Colorado is almost wholly restricted to 

training highly specialized v:orkers to become book- 

keepers, stenographers and typists; (2) program and 

subjects not extensive enough to Lneet requirements 

of modern business field, nor to serve best interests 

of high school pupils who want to major in cori'nercial 

education; (:3) no definite commercial curriculum in 

o)eration in high schools of state; all commercial 

subjects are elective; (4) data show no attempt on part 

of high school to adapt the commercial offerings to 

local conditions. Program in small tovms about same 

as in large cities; (5) some of most remunerative and 

desirable fields of commercial specialization open to 

high school pupils are neglected in commercial offer- 

ings in high schools; (6) no uniformity in grade 

placement of cornrercial subjects; (7) considerable 

variation In time given to each of the commercial 

subjects; both in number of semesters and length of 

period; (8) pupil load of commercial teachers heavier 

than other high school teachers; (9) median salaries; 

A. M. degree 2,5OO; A. B. $1650; B. S. and B. C. l50O; 

Life certificate l375. Forty-four percent of the 

commercial teachers in high school have A. B. and A. M.; 



only 5 percent have A. M.8 

The third study was to 

commercial education in the 

Montana. This study by Del 

at Colorado State Teachers' 

One hundred thirty-two 

determine the status of 

secondary schools of 

La A. Younr was also made 

Colle 

questionnaires were sent 

11 

to 97 high schools of Montana; 109 answered. Field 

of lIterature was also surveyed. Findings: (i) 36.9 

percent of Montana high school pupils registered in 

commercial subjects; (2) '79.5 percent of schools 

offered typewriting, bookkeeping and shorthand, off er- 

ing it one semester, usually in the eleventh or twelfth 

grade; (3) 69.5 percent of typewriters were Underwoods; 

( 4) no consensus of opinion on textbooks in these 

subjects; (5) 74.1 percent of commercial teachers are 

women; 25.9 percent, men; (6) median initial salaries 

of men are $1420; women, $1375. After three years' 

experience, nien received l7OO; women l5OO; (7) 71.5 

percent hold degrees; 23.8 are undergraduates; (8) 79.6 

percent of teachers had had 1.5 median years experience 

and 84.3 percent of the women had had teaching exper- 

ience; 92 percent of the men had had teaching experience.9 

8. Master's Thesis, June 1929, Colorado State Teachers' 
College, Greeley. 

9. Young, Della A. A Survey of Commercial Education 
in Secondary Scioo1s of Montana. Master's Thesis, 
June 1929. Colorado State Teachers' College, Greeley. 



i (_ 

The present study is merely a beginning, since 

it deals only with the small high school in the state 

of Oregon. Suggestions for the study were obtained 

from the study by Frederick J. V'eersing in the state 

of Minnesota. 

The plan of the organization of the present study 

is not complicated. It takes each of the various 

compiercial subjects taught and analyzes the present 

courses offered. Sugpestions are then made as to 

courses which might be offered. 

Subjects which were analyzed were fundamental non- 

technical, typewriting, shorthand , bookkeeping, 

commercial geography, commercial arithmetic, and a 

small group of miscellaneous allied subjects. 

The data for the study were secured from several 

sources: 

1. A course of Study for the Commercial Departments 

In the High Schools of Oregon, 1929, issued by C. A. 

Howard, Superintendent of Public Instruction. 

2. A Manual for Officers and Principals of Small 

High Schools in the State of Oregon, 1930, issued by 

C. A. Howard, Superintendent of Public Instruction. 

3. A questionnaire survey of commercial subjects 

in Oregon high schools which was sent to seventy-five 
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high schools with enrollment of 100 or less.3'° These 

seventy-five schools represented thirty-five of the 

thirty-six counties in Oregon.11 

4. The results obtained from the Blackstone 

Stenographic Proficiency Tests Forni B which were sent 

out to all of the high schools offering typewriting. 

The tests viere given to those pupils having completed 

one semester of tyoewriting. 

5. Oregon School Directory of Superintendents, 

Principals, High School Teachers, School Clerks and 

Standard High Schools 1931-32 issued by C. A. Howard, 

Superintendent of Public Instruction. 

10. A copy of the questionnaire is included n the 
appendix. 

11. Crook County was excluded because the smallest 
standard high school had an enrollment of 144 pupils. 
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OUTLINE OF THE QUESTIONNAIRE 

The questionnaire sent out was divided into seven 

main sections. The first section was headed general 

information and dealt wIth the following: 

A. TraInIng of the commercial teacher In the 

following subjects: typewriting, shorthand, bookkeep- 

Ing and accounting, commercial geography, and commercial 

methods. 

B. The years of business experience the commercial 

teacher has had. 

C. The nature of the business experience--clerical, 

stenographic, secretarial, or bookkeeping. 

D. The number of years of teaching experience the 

commercial teacher has had. 

E. The length of time the commercial teacher has 

been teaching commercial subjects. 

F. The length of time commercial work has been 

offered in the school. 

G. The number of credits of commercial work it Is 

possible for a student to earn. 

H. The annual budget appropriation for commercial 

work (exclusive of salaries). 

I. The approximate valuation of the present 

commercial equipment. 

The other six sections of the questionnaire took up 
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the following subjects separately: fundamental non- 

technical subjects, tyDewriting, shorthand, bookkeep- 

ing, commercial or economic geography, and other 

commercial subjects. The parallel information concern- 

ing these subjects was the present enrollment in each 

division of the subject, the year in which taught, the 

credit per term, the aims, texts used, supplementary 

texts used, the number of periods of instruction per 

week and the length of each period. 

Additional data in the typewriting section was 

obtained by having each school list the number and 

kind of typewriters used, the practice periods 

(stating whether supervised or unsupervised), and the 

opportunities given for students to gain practical 

experience in typewriting. 

The regular outline in the bookkeeping section was 

augmented with information concerning the approach 

used in teaching bookkeeping; the order of topics 

discussed such as journalizing, ledger, balance sheet, 

and trial balance; and the number and length of the 

periods used for laboratory exercises. 

Space was left for listing the opportunities given 

students for gaining practical experience in shorthand 

in that section of the questionnaire. 

As these questionnaires sent out were returned the 
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results were tabulated arid the tables appearing under 

the different divisions were set up. 
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STATE REQUIRENTS FOR 

COERC IAL EDUCATION 

1930-31 

The state requirements were formulated in order 

to answer the question, What subjects should be offered 

in an Oregon high school of one, two, or three teachers? 

This question is an especially difficult one to answer 

with finality since it really involves the problem of 

what subjects will sccure the greatest values for 

groups of young people v,ho must, In the main, pursue 

the same curriculum, with very few, If any, opportuni- 

ties for differentiation of work according to Individual 

inclinations. 

"In outlining a program of studies for the small 

high schools, it is held that the first responsibility 

of each school is to offer and to teach effectively a 

standard list of subjects which have been selected 

carefully with special reference to all factors involved. 

Uniformity in subjects offered is much more necessary 

in this group of schools than in the larger ones for 

a number of reasons.. .. ..... 

"The selection of such a standard list of subjects 

which may be recommended for small schools involves 

the consideration of a number of factors. Certainly 

no subjects should be included which do not make a 



reasonable contribution to one or more of the excepted 

aims of education, and with equal certainty the entire 

list should make due provision for some considerable 

contribution to all of these aims. At the stme time, 

there must be recognition of such important functions 

as giving the students some accuaintance with the broad 

fields of human experience, and properly preparing them 

for more advanced work. 

"Certain subjects, as English, American history, 

civics, and physical education, are now required by 

the state department for graduation from a standard 

high school, and the student must also Include certain 

major and minor subject combinations in his curriculum. 

"Strictly new subjects can not be added at this 

time because textbooks for them have not yet been 

adopted. There must also be consideration of the 

library and laboratory facilities of the small high 

schools and of the feasibility of making proper teach- 

Ing combinations from the subjects selected. 

?tW1t1r- due regard to these and to other factors, 

the following list of subjects has been prepared as a 

standard program of studies for the one, two and three 

teacher high schools of the state. The list is called 

"basic," not because the subjects Included are necessar- 

ily of greater value than all others, but because they 
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represent what seems to be the wisest choice that can 

be made at the present time. The 16 units of work 

included constitute a fairly vieil balanced curriculum 

for any young person, and by careful organization can 

be made available in nearly all of the smaller schools. 

BASIC PROGRA.i OF STUDIES 

Ninth Grade Tenth Grade Eleventh Grade Twelfth Grade 

English I English II English III English IV 

Commercial Algebra Geometry Bookkeeping 
arithmetic 

Elementary Health Biology Economics 
science Social 

science 
World Commercial American Civics 
history geography history 

"The most significant features of this program 

are found in the reorganization of the work formerly 

given as physiology and hygiene into a course called 

??Health?I and the relocation of several subjects in 

grades where it is felt that they will be most justi- 

fiable. This is particularly to be noted as regards 

algebra and geometry, which have been advanced one year 

from their common location, with the purpose of freeing 

the first two years as much as possible for subjects of 

more certain values for all who may take them. Ideally, 

subjects such as mathematics and foreign language, 

which are largely preparatory in nature, should be 

deferred until the last two years of the program. 
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"Home economics, typing and stenography, indus- 

trial or agricultural subjects, advanced sciences, and 

foreign language have not been included as they are 

limited in their appeal, and in some instances require 

more equipment and more time for effective teaching 

than tue small schools can provide reasonably. However, 

as explained in later sections on the two and three- 

teacher schools, under certain conditions one or two 

elective subjects may be added to the basic program, 

these elective subjects to be selected from an approved 

list."- 

Another factor which plays a great part in the 

formulation of a curriculum is college entrance require- 

ments. 

"Recently the entire scheme of college entrance 

requirements was changed and placed upon a system of 

"majors and minors." The intent of this change was to 

do away with continued shifting from course to course, 

and to require subjects to be grouped together with 

definite ends in view rather than to allo,v the hit- 

or-miss scattering that had hitherto prevailed. 

"It is highly advisable that a careful discussion 

of these requirements should be had with the pupil, 

1. Howard, C. A., A Manual for Officers and Principals 
of Small High Schools in the State of Oregon, pp 11, 12 
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and the major and minor requirements be kept in mind. 

. 
niajor is, of course, necessary in English, as three 

units in that subject are required for graduation. 

While the institutions of higher education within the 

state no longer require particular high school subjects, 

other than English, for admission it is a recognized 

fact that certain groupings are either a necessary 

or desirable preparation for the work offered in the 

various schools and departments of the colleges and 

universities. If the student does not present the 

high school subjects for entrance which are regarded 

as necessary prerequisites to the courses he proposes 

to take in college he will find himself seriously handi- 

capped in his work, and if, in addition to subjects 

which are deemed necessary, he presents a group which 

is classified as desirable, he will be able to do a 

better type of work. 

11A11 entering pupils are required to group their 

work under one of three plans, knovm as Pian A, Plan B, 

and Plan C. 

"The entering student must present 15 units or 

30 credits of which 12 units are grouped into majors 

and minors. As previously defined, a major is three 

units in one field and a minor is two units in one field: 

An example of a major would be three years of English 



or history; while a minor would be two years of 

mathematics. 

Plan A 

22 

"Under this plan the grouping must consist of two 

thajors and three minors of which two majors and one 

minor or one major and two minors must be selected 

from the following fields: Mathematics, English, 

laboratory science, social science and languages other 

than English. The rest may consist of any high school 

subject (no credit granted in penmanship, spelling, 

physical education, and other student activities) that 

is taught for two years or more. 

"The above regulations are given in an outline 

below as they will apply in small high schools: 

ist Major....l-2-3 English--Which is required 

2nd Major.....4-5-6 History W. History 
A. History Which is 
Civics required 

ist Minor. . . . . .7-8 Mathematics (Algebra, Geometry 
(Commercial Arithmetic 

2nd Minor.....-lO (Home economics (if school can offer 
it) or Lab. science (biology, 
elementary science) 

3d Minor.....11-12 Commerce (shorthand, typing, book- 
keeping) 

13 English--Which is required 

14-15 Any high school subject (from the 
program of subjects) 
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Plan B 

"Plan 13 is greatly similar to the previous require- 

ments. Its details follow: 

ttTie entering student must present 15 units from 

a four-year high school or 12 units from a senior high 

school, of which 10 of the former or eight in the latter 

must be selected from sorne of the following fields: 

English, languages, mathematics, laboratory science, 

and social sciences. At least three of the ten or two 

of the eight must be in English. No credit is granted 

for penmanship, spelling, physical education, or any 

subject commonly classified as a student activity. 

Plan C 

"Plan C is a departure froni the former ideas, but 

like the others its changes are not so complete as they 

appear. 

"The entering student may present 15 units if he 

has exceptional ability as demonstrating by superIor 

achievement In preparatory work including the classifi- 

cation of the student in the upper quartile of the 

graduating class and the unreserved recommendation of 

the high school principal. In addition to this the 

student may be required to demonstrate his ability by 

securing a high rating in college mental tests. Eight 

of the 15 units, however, must be In the following 



fields: English, languages other than English, mathe- 

matics, laboratory sciences, and social sciences. At 

least three of the eight or two of the seven must be 

English. No credit is granted for penmanship, spelling, 

etc., or any subject classified as a student activity. 

"For these students who are not preparing for 

college, the requirement of 15 units for graduation is 

still in force. However, in view of the fact that 

very few high school pupils know whether they v'ui 

enter college or not, and the difference in the require- 

ment is so small, it is best to be on the safe side and 

take a college preparatory course. 

"The difference between the "graduation reouire- 

ments' and "college entrance requirements" should be 

made plain, and pupils generally should be made aware 

of the fact that a high school diploma does not 

necessarily admit the holder to college. Pupils who 

expect to attend higher institutions should be provided 

with information as to the entrance requirements of 

the institutions they expect to attend. The general 

entrance requirements of Oregon colleges as set forth 

on the college entrance blank should be posted where 

pupils may refer to 

2. Howard, C. A., A Manual for Officers and Principals 
of Small High Schools in the State of Oregon, pp 38 
and 39 
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GENERAL DATA ON STATUS OF COMMERCIAL WORK 

TABLE I 

ENROLLMENT IN HIGH SCHOOLS IN SURVEY 

o. of students O-20 21-40 41-60 61-80 rai-103 Av. 

o. of Schools 7 20 16 8 6 45.1 

There were a total of 57 schools which answered 

the questionnaires sent out. Of these 57 schools 36 

or 65% had between 20 and 60 enrolled. One school had 

103 and was the only one chosen with an enrollment 

over 100. The range in enrollment was from 9 to 103. 

The first division of the general information 

section of the questionnaire concerned the training and 

experience of the commercial teacher. It has been said 

that "no matter vhat a man's work, he can do it better 

if he is well informed. And the point here is that 

education, while it has larger bearing than a mere 

preparation for one's trade or profession, it is the 

very best equipment for any sort of efficiency.!!1 

"In so'-ne ways the typing teacher has a more diffi- 

cult problem than the teacher of academic subjects, for 

she must train mind and muscle--develop skills as well 

as teach facts and spread culture. Her failures are 

1. Crane, Dr. Frank, EducatIon as an Asset to Success, 
AmerIcan Shorthand Teacher, May 1929 p 341 



26 

more evident than those of the academic teacher, because 

if she does not actually modify the conduct of her pupils 

to the extent of rearing a coplcated structure of 

practical habits the pupil fails openly. The academic 

teacher who fails is rarely brought so clearly face 

to face with the fact. She does not have to prove 

that she has brought about concrete modification of 

conduct. She is not training for a "job," but for 

"further education". 

"It would not surprise us if one day it would be 

recognized that preparation for the efficient teaching 

of typewriting Is more difficult and requires more 

time and effort than for the efficient teaching of 

academic subjects. No dabster or half-trained person 

should be entrusted with such an important task."2 

2. Smith, Harold H., The Teaching of Typewriting, 
American Shorthand Teacher, April 1929, p 285 
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TABLE II 

THE EXTENT OF TECHNICAL TRAINING 
OF 

COMRCIAL TEACHER 

o. of years O -1 1 2 3 4 5 Av. 

rpewriting 7 0 20_ 18 8 2 1.6 
Shorthand 23 1 15 2 7 1 1.0 
3ookke e ping 
Accounting 12 1 20 15 4 2 1 

ornrnercial 
;eography 31 3 20 1 

_l.3 

Jommercial 
ethods 39 3 11 2 .29 

In studying the results of table II we find that 

the preparation of the commercial teacher in the small 

school is not extensive, There are seven who have had 

no training in typing, twenty-three with no training 

in shorthand, twelve with no training in bookkeeping, 

thirty-one with no training in commercial geography 

and thirty-nine with no training in commercial methods. 

This means that 71% of our commercial teachers have 

not had comrercial methods. They are working hard to 

make t;eir class room work a success and are having 

to do it without adequate preparation. 

One school reported that they had no regular corn- 

mercial teacher. They offered typewriting and let the 

pupils get what they could by themselves. 



Another school failed to answer this section of 

the questionnaire. 

TABLE III 

BUSINESS EXPERIENCE OF COERCIAL TEACHER 

o. of years 0 12 3 4 5 Ave. 

ilerical 37 2 5 6 4 1 .9 

Stenographic 37 8 5 1 3 1 .7 

Secretarial 43 6 1 0 3 2 .5 

3ookkeeping 50 23 .15 

3iiscellaneous 49 3j _ 1 1 ii .2 

Table III reveals the fact that few of the teachers 

have had practical business experience. Clerical exper- 

lence has the largest average and that is less than one 

year. 

Under the heading miscellaneous several different 

types of business experiences were listed, selling, 

office manager, college library, newspaper, a privately 

owned store and manager of a summer resort. 
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TABLE 1V 

TEACHING EXPERIENCE OF COMRCIAL TEACHER 

o. of yar s 0 1 2 3 4 5 6 7 8+ Ave r a ge 

leaching 9 9 10 3 3 6 1 2 11 3.2 

leaching in 
Dresent position 19 19 6 6 3 2 1 1.4 

leaching commer- 
ci al sub e cts 8 11 12 5 2 7 1 2 6 2,8 

The three divisions of the above table reveal some 

interesting facts. The teachers have had an average of 

3.2 years experience, the greatest number having one, 

two or five years experience. The range was from O-30 

years. These same teachers have been teaching comnier- 

dal subjects for an average of 2.8 years. The range 

for teaching commercial subjects was from 0-10 years. 

Most of the teachers who are now teaching commercial 

subjects have been doing so since entering the teaching 

profession. 

Since the data in the Oregon School Directory were 

published at the beginning of the school year 1931-32, 

those teaching in their present positions were tabulated 

as zero. Nineteen or 35 of the teachers of commercial 

subjects are teaching in their present positions for 

the first time. The ot1er 65% have only been in their 

present positions an average of a little over a year. 
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There seems to be a rapid turn-over of teachers in 

the small schools. This is true not only of commercial 

teachers hut also of other teachers. The inexperienced 

teacher goes out into the smaller schools, it seems, to 

gain the two years experience necessary to admit them 

to the city school systems. 0f course this is hard on 

the smaller school. 

TABLE V 

LENGTH 0F TI COMMERCIAL WORK 
HAS BEEN OFFERED IN THE SCHOOL 

o. of years 0 1 2 3 4 5 6 7 8 9 Average 

rNo. of schools 5 1 6 3 2 7 6 1 5.5 

The growth of commercial subjects has been a rapid 

growth and has taken place In the last fifteen years. 

In the small high school it is even more recent than 

that, for as table V shows, the length of time comruer- 

cial work has been offered in the school is an average 

of 5.5 years. This would show that commercial subjects 

have been introduced in the small high school during 

the past decade. 
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TABLE VI 

POSSIBLE CREDITS OF CO.ÍERCIAL WORK 

o, of Units 0 1 2 3 4 5 6 7 8i- Av. 

p. of Schools 2 0 1 
I 

8 19 11 11 1 2 44 

After tabulating the results of the possible credits 

which may be earned in commercial subjects we find the 

average to be 4.4 and the range O-10. If subjects taken 

in high school are grouped into majors and minors, as is 

necessary for college entrance, the student will find he 

has a better understanding of that particular field. As 

defined in the college entrance plans a major is three 

units or six credits in any one field while a minor is 

to units or four credits in any one field. No doubt 

this is an explanation of the 4.4 average for commercial 

credits. With a 4.4 average a student may minor in 

this field. 

TABLE VII 

ANNUAL BUDGET APPROPRIATION 
(ExcLusIvE OF SALARIES) 

Jol1ars of 
poropriation 

p-49450-09 
I 

100-149 
- 

150-199 
i 200 Av. 

k rc. of Schools] 27 1 ii _1O 2 5 745 
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The table on the annual budget appropriation (ex- 

clusive of salaries) shows sorne interesting facts. Thirty- 

eight, or 69% of the schools have less than $100 appro- 

priated for commercial work. Forty-eight or 87% of the 

schools have less than $150 appropriated for commercial 

work. The average appropriation is $74.55 and the 

range 0-$400. 

TABLE VIII 

APPROXIMATE VALUATION 0F PRESENT C0TRCIAL EQUIPNT 

ollars O-199 200-399 400-599 600-799 800-t Av. 

o. of Schools 8 17 21 T 1 

In tabulating the approximate valuation of present 

cornmercal equipment in cach of the schools we find that 

the average amount is $420, the range is 0-$2500. Investi- 

gation was not made as to what constituted the commercial 

equipment but it is safe enough to surmise that typewriters 

make up the greater bulk of the commercial equipment in 

a small high school. 

It is the writer's opinion that it would be better 

to offer fewer commercial subjects and have the teachers 

better prepared In the highly technical courses. 
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Actual business experience should be one of the 

required qualifications for a teacher of business sub- 

jects. Three years of such experience is suggested as 

a minimum. 

Small school districts might be consolidated and 

union high schools established. If this were done the 

per pupil cost would be greatly reduced. One teacher 

would be able to handle the work of three or four. It 

is just as easy to have a class of 15 in typewri;ing 

as a smaller class. With just half as many schools 

the budget appropriation per school would be increased 

and more adequate equipment obtained. 
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FUNDMENTAL NON-TECHNICAL SUBJECTS 

By fundamental non-technical subjects is meant any 

subject which is not of a technical nature but which 

gives basic business information and procedure as we 

find it in our present day economic and social organ- 

ization. A course of this kind would be useful to any 

student irrespective of his future vocation. It would 

be of extreme value to a student planning to make a 

further study of business, either in the general field 

or the technical field. 

The present course of study for the commercial 

departments in the high schools of Oregon 

tions as to fundamental non-technical subjects which 

might be taught in the public schools. Recent trends 

as expressed by sorne of the foremost educators of the 

day show that highly specialized training will be given 

increasingly by the business employing the graduates 

from our schools of commerce, 

In order to get first hand information from authors 

in the field of commercial education, letters were written 

to several well 1movrn educators. They had different 

opinions concerning the value and advisability of offer- 

ing such a course. 

Paul A. Canson of the VThitewater wisconsin State 

Teachers College says that "such a course is rapidly 
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becoming popular in both large and small high schools as 

a prerequisite for the later coursos in bookkeeping, 

shorthand, and typewriting." 

E. G. Blackstone, Head of the Commercial Teacher 

Training Division in the College of Commerce at the 

State University of Iowa not only agrees with Canson 

but also makes a distinction between high schools having 

an 8-4 plan and those having a 6-3-3 plan. He states his 

opinion in the following manner: "If, in connection with 

your curriculum study, you are thinking of an 8-4 type 

high school I should recommend that your non-technical 

subject for the ninth grade course be junior business 

training from a consumer point of view. This, in nr 

opinion, should include only one semester and I ordin- 

arily recommend that the second semester be devoted to 

personal typevriting. If the ninth grade is the last 

year of a junior high school I should recommend some 

soclo-business subject such as commercial geography or 

perhaps an exploratory course called introduction to 

business 

Edward J. McNamara, Principal of the High School of 

Commerce in New York City takes the opposite point of 

view. He says, "If a small high school offers a commer- 

cial curriculum it seems to me that it should eventuate 

in some marketable skill for those who take the course 
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so that they may find employment in their own or in 

adjacent communities.......I feel that a non-technical 

course, if I understand the term correctly, would not 

be of any great value." 

Naturally, since a fundamental non-technical course 

is to lay a foundation for further commercial courses 

both general and technical, it should be taught in the 

junior high school. Of course a small high school, 

such as we are studying, could not even think of such 

a complicated organization and the logical allocation of 

such a course would be the freshman year. 

Granting there is justification for a fundamental 

non-technical course the first step necessary is to set 

up the aims and objectives for it. Lloyd Bertschi says 

the junior commerce curriculum must square with the 

junior high school objectives. "The following aims and 

objectives dominate in order to square with the object- 

ives of both secondary education and secondary commercial 

education: 

1. To develop an appreciation of the importance of 

living a useful life with people in any community. 

2. To develop an appreciation of the present day 

problems of business in the light of the people. 

3. To develop knowledges and appreciations of the 

common business services which should be known by every 

one. 
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4. To lay a fact foundation for educational and 

vocational guidance. 

5. To assist the pupil as far as possible in pre- 

dicting his aptitude for the conventional commerce 

subjects such as shorthand, typewriting, bookkeeping, 

salesmanship, etc. 

6. To help in the correlation of the courses in 

English, arithmetic and penmanship for business purposes. 

7. To prepare pupils for the kind of positions they 

can reasonably expect to secure if they leave school 

i 
during tne 8th, 9tn, or 10th graae." 

Kirk & Waesche give the following list of objectives 

in their text on Junior Training for Modern Business: 

l. To give to pupils an understanding of those 

fundamental principles of business which are useful to 

all persons whatever their occupations. 

2. To inculcate habits of thrift and to teach the 

use of the means that are available to promote thrift. 

3. To meet a definite and increasing demand for 

business training in the years of the Junior High School, 

without offering advanced types of commercial work to 

boys and girls. 

1. Bertschi, Lloyd, Making the Junior Commerce Curriculum 
Square with Junior High School Objectives. r 7 
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4. To prepare those who must leave school for tue 

business practices of everyday life, and for the kinds 

of posItions that are open to them in the business world. 

5. To develop a basIs for advanced commercial 

study and an Interest in this study. 

6. To serve as an exploratory course to the end 

that the pupils may select wisely their studies In high 

school." 

Jones and Bertschi in their General Business Science 

text give this general objective: "To develop the 

essential business imowledge needed by the Intelligent 

consumer; an appreciation of the importance of desirable 

character traits and actions; an understanding of 

business as the social agency that makes more and more 

worth-while goods and services available to more and 

more people for the satisfaction of human wants and 

needs; occupational skill in the actual performance of 

a great variety of clerical duties on the junior level 

of employment; to offer worth-while study, exploration, 

and practice in the subjects included in the usual 

business course; and to provide essential vocational 

and educational guidance." 

From a study of the questionnaires we find but three 

schools classifying any of their subjects taught as 

fundamental non-technical. One school listed "Modern 
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Mathematics." This course dealt with phases of prelim- 

inary business training. The text used was 

Mathematics" by Schorling-Clark. Since the explanation 

of the course is that it deals with phases of preliminary 

business training it would embody at least two of the 

aims mentioned above, namely, numbers two and five. 

Five sixty-minute periods a week were devoted to the 

discussions. 

The second school offered a course entitled "Occu- 

pations". The course was a freshman 

enrollment was stated for this year. 

offered a "Jw-ìjor Business Training" 

freshman year. Both courses carried 

toward graduation. 

The third school offered a cour 

course but no 

This same school 

course also in the 

1/2 credit per term 

se entitled "Business 

Training," No special text was used and the supplementary 

material was supplied by the business houses. There were 

thirteen freshmen enrolled. One credit per term was 

given for the course. Five forty-minute periods were 

used each week. 

Of the three schools who listed this type of work 

only two listed the aims. Some of the aims listed by 

the schools were as follows: to serve for personal use 

in everyday lIfe, to give a background for other business 

courses, to teach business forms, to train for general 



office positions, for mental discipline, to give a 

picture of business life and elementary business Imow- 

ledge, for vocational training in business activities, 

and to show opportunities open in business field. 

After considering the above list of aims the writer 

felt that it would be well to formulate some specific 

aims and objectives which would serve for tue smaller 

schools. 'f,'ïth this in mind the following list is 

suggested: 

1. To trace briefly the historical background of 

modern business. 

2. To gain an understanding of simple business 

principles and services necessary to all persons. 

3. To obtain 1iowledge of the essential qualities 

for becoming successful in the skill subjects. 

4. To arouse interest in further study of commerce. 

5, To serve as a basis for advanced study of 

commerce both general and technical. 

There is a great opportunity for the organization 

of a fundamental non-technical course for our high 

school, both large and small. It should be so organized 

that all pupils could become better acquainted with the 

business practices used throughout the country. Much 

valuable information would become accessible to the 
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pupils who will be members of a highly organized 

economic and social civilization. Regardless of the 

vocation entered or the profession followed a certain 

amount of Imowledge of the business world and its 

functions is necessary. 
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TYPE f1RI T flJG 

In the cotnrnercial course of study for high scl-iools 

of Oregon there is a section devoted to each of the 

technical subjects. The following is a skeleton outline 

for work reauired in two years of Typewriting. 

"On November 19 the State Textbook Commission adopt- 

ed New Intensive Typing by Ross and Reigner. Hence the 

followiflg contents of courses should be substituted for 

pages 8 and 9 of the Cormercia1 Course outlined in the 

revised bulletin dated January 20, 1926. 

"The teacher may secure a fuller outline of the 

course in the New Intensive Typing from the publishers, 

the H. M. Rowe Company, San Francisco. 

First Year 

First Semester 

New Intensive Typing (Ross and Reigner) 

First six weeks, lessons I to XIX, inclusive 

Second six weeks, lessons XX to XXXVI, inclusive 

Third six weeks, lessons XXXVII to LVI, inclusive 

Supplement with service drills furnished by H. M. 

Rowe Company, and Typewriting Speed Studies by Hakes. 

Also use drills furnished gratis by L. C. Smith Type- 

writer Company, and the Rational Records (Gregg Company) 

for rhythm drills. 

Time: Two forty-minute periods daily or eouivalent. 

(Approximately seven hours per week.) 
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Minimum requirements for passing grade: Speed and 

accuracy standard at end of the semester, fifteen words 

a minute on a ten minute test, graded on international 

rules; limit five errors per test. 

Second Semester 

New Intensive Typing: 

First six weeks, lessons LVII to LXIII, in- 

clusive 

Second six weeks, lessons LXIV to LXO(I, in- 

clusive, to part II 

Third six weeks, Part II, page 48 to lesson 

CX, inclusive. 

Supplement text as suggested above for first 

semester. 

Time: See first semester. 

Minimum requirements for passing grade: Speed and 

accuracy standard at end of semester, twenty-five words 

a minute on at least five fifteen-minute tests, graded 

on international rules; 1i'nit five errors per test. 

Third Semester 

New Intensive Typing: 

First six weeks, lessons CXI to CXXVII, in- 

clusive 

Second six weeks, lessons CXXVIII to CXLV, 

inclusive 



Third six weeks, lessons CXLVI to CLXIV, indu- 

sive, to part III 

Supplement text as in previous semesters 

Time: As previously given 

Minimum requirements for speed and accuracy, thirty- 

five words per minute on at least five fifteen-minute 

tests; limit errors to five per test. 

Fourth Semester 

New Intensive Typing 

First six weeks, pages 117-134, inclusive (to 

job 37) 

Second six weeks, pages 134-149, inclusive 

Third six weeks, pages 150-160, complete. 

Supplement text as in previous semesters. Frequent 

drills for speed and accuracy. Practice given in cutting 

stencils. 

Minimum requirements for passing grade: Forty-five 

words per minute on at least five fifteen-minute tests; 

limit errors to five per test. 

( a) It follows, as a matter of course, that a number 

of pupils in a class may reach a rate far in excess of 

the minimum requirement set for that semester, sorne even 

reaching the requirement set for the succeeding semester. 

In the latter case pupils should not be regarded as 

having earned advance credit. The credit for the succeed- 
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Ing semester can be earned only by completing the work 

outlined for that semester as well as reaching the speed 

and accuracy requirement set for that semester. 

(b) It might help to fix the important idea that 

these requirements at the end of each semester are not 

standards in the sense of goals to be striven for, but 

minimum requirements, if they were expressed words per 

minute as follows: 

First Semester Third Semester 

Grade 1 25 Grade 1 45 

Grade 2 20 Grade 2 40 

Grade 3 15 Grade 3 35 

Second Semester Fourth Semester 

Grade i 40 Grade 1 55 

Grade 2 30 Grade 2 50 

Grade 3 25 Grade 3 45 

That is to say, a pupil reaching the rate set for 

grade i ii a given semester (for instance 55 words a 

minute In the fourth semester) iil1 be entitled to a 

credit mark representing the highest grade in the grading 

scale in hi school; the pupil reaching the rate set for 

grade 3 (45 words a minute in the fourth semester) will 

be entitled to a bare passing grade; and, as stated above, 

the pupil fa.ling to reach the rate set for grade 3 will be 

regarded as failing to earn his credit for that semester. 



Typewriting and shorthand are not to be given below 

the junior year." 

In studying the results of the section of the ques- 

tionnaire on typewriting we find that all of the schools 

do not offer both Typewriting I and Typewriting II the 

same year. FIfty-two of the schools were offering Type- 

writing I this year and forty-five of the schools were 

offering typewriting II this year. Most of the schools 

offering only one of the two courses offered the other 

course in alternate years. 

TABLE. IX 

TYPEWRITING DATA 

..-.-- 

Typewritingl Typewriting I] 

No. of No. of 
Schools Schools ________________ 

O-5 12 25 
6-10 23 15 

Enrollment 11-15 9 3 
16-20 3 2 
21-25 4 0 

Total 52 45 
u - 

Ave rage i i . O 5,5 - 

9th year 4 2 
Allocation 10th year G 3 
of Courses 11th year 18 8 

---- - 12th year 8 18 

Credits 1/2 credit 28 P7 
Granted i credit _ 16 15 

1. 4 course of Study for the Comniercial Departments in the 
High Schools of Oregon, issued by C. A. Howard, 1929, 
pp lO, 11 
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Enrollment in the typewriting courses is rather 

small. The average number enrolled in Typewriting I 

is 11.0 and in Typewriting II, 5.5. One school reported 

one student enrolled in Typewriting III. The range in 

enrollment of Typewriting I was l-25 while the range in 

Typewriting II was l-16. The combined average enroll- 

ment in Typewriting I and Tyuewriting II is 16.5. This 

means that only 34 of the total enrollment of the high 

schools, or approximately one-third, of the students 

going to high school are taking work in typing. 

Due to a misinterpretation on the cuestionnaire a 

number of schools did not state whether or not their 

typewriting courses are offered in the freshman, sophomore, 

junior, or senior years. Because of this, some schools 

do not appear in the tabulation. The remaining schools 

answering this part of the questionnaire show the ten- 

dency to be, to give Typewriting I in the junior year 

and Typewriting II in the scnior year. 

The amount of credit given for rypewriting I and 

Typewriting II was either 1/2 or i credit per term. For 

Typewriting I, 64 of the schools gave 1/2 credit while 

36% of the schools gave 1 credit. In the Typewriting II 

courses 64% of the schools gave 1/2 credit and 36% gave 

i credit. Since typewriting is considered a drill subect 



there is a tendency in the larger schools to give but 

the 1/2 credit per term. Thus it would take two years 

to earn the same amount of credit in typewriting as it 

would take one year to earn in other courses. 

TABLE X 

RANKS ASSIGNED TO AIMS OF TYPEWRITING 
(For 56 schools) 

Aim RankandFregency Aver. 
Rank O 1 2 3 4 5 6 

1. To serve for practica] 
in everyday life 5 16 2 2 1 0 0 1 .0 ____!1_ _ 

2. To teach habits of 
neatnes s andaccuracy 14 2 9 15 9 7 0 2.4 

3. To teach business 
forms 17 2 10 4 13 6 4 2.5 

4. To train for steno- 
graphiq positions 15 2 14 6 5 9 5 2.6 

5. To improve spelling, 
punç tuat i on, e t C , 15 0 6 10 10 U 4 2 9 

3. For mental discipline 18 1 2 4 3 6 22 3.4 

In Table X the aims are listed in the order in which 

the teachers ranked them, They were the ones receiving 

highest ra:1c in the study of the reorganization of comner- 

dal education in public high schools, made by Dr. 

Weersing. The teachers of typewriting were asked to 

rank them in their order of importance. In analyzing 

Table X we find that forty-six teachers ranked aim number 



one first, two teachers ranked it second, two teachers 

ranked it third, and one teacher ranked it fourth. Five 

teachers did not consider this as one of the aims of 

their course. A total of 56 teachers gave the first 

aim an average rank of 1.0. These data would indicate 

that the teachers of typewriting consider the practical 

aim of typewriting as paramount. 

The next Item on which information was secured per- 

tamed to the textbooks used in tynewriting. Forty- 

eight, or 86, of the schools teaching typewriting used 

the state adopted text known as New Intensive Typing by 

floss & Reigner. Other texts mentioned were The New 

Rational Typing by R. P. SoRelle, and 20th Century Touch 

Typing by Lessenberry & Jevon. Few of the schools re- 

ported the use of supplementary typewriting texts, The 

following texts were listed by those schools having 

supp.enientary texts: The New Rational Typing by R. P. 

SoRelle, Typewriting Speed Studies by Adelaide B. Rakes, 

Applied Typing by Wese-Coover, and 20th Century Touch 

Typing by Lessenberry & Jevon. 
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TABLE XI 

NUMBER AND MAKES OF TYPEIVRITERS 
REPORTED BY 56 HIGH SCHOOLS 

L Make Number Percent of Total 

Underwood 186 52.3 

Remington 72 20.4 

Royal 51 14.4 

L. C. Smith 35 9.9 

Woodstock 5 1.4 

Not Specified 5 

________________ TOTAL 354 

_l.4 
99.8 

The fifty-six schools which returned questionnaires 

were found to use 354 typewriters. In Table XI, which 

gives the names of the different makes of machines and 

the number and percent in use in these schools, it is 

interesting to note that the Underwood is the most 

popular typewriter in use, 52% of the schools using this 

make. Ten of the 186 tJnderwoods were noiseless and 10 

of the 72 Remingtons were noiseless. Since there is an 

average of 11 pupils per school enrolled in Typewriting 

I, and 5.5 pupils per school enrolled in Typewriting II, 

the average ratio of typewriters to punils in these 

schools was 2.9. This would indicate that there Is 
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ample equipment for the number of students enrolled in 

this work in these small high schools. 

TABLE XII 

NUER AND LENGTH 
OF 

INSTRUCTION AND PRACTICE PERIODS 

Instruction Practice 

o 7 15 
i 2 0 

Number of Periods 2 2 2 
perweek 3 3 1 

4 0 1 
5 35 29 
6 0 O 

7 0 I i 

a i 3 
9 0 ' O 

10 6 4 
Av. 4.5 4.4 

O 7 15 
5 1 0 

lo i O 

15 1 0 

: 

20 i O 
Minutes per 25 0 0 

period 30 3 2 
35 O O 
40 5 5 

45 14 17 
50 1 1 
55 0 2 
60 22 11 
65 0 3 
Av. 41.8 35.6 

In considering Table XII we find that there is an 

average of 4.5 instruction periods per week and 4.4 
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practice periods per week, Vihile there is some varia- 

tion in the number of instruction and practice periods 

per week, (range O-9 instruction periods and O-10 

practice periods), the common practice is to have five 

instruction periods and five practice periods per week. 

Some schools give no specific instruction periods per 

week, but do have combined instruction and practice 

periods where instruction is given when needed. Also 

in some of the small schools with few enrolled, in- 

dividual instruction is given almost entirely. 

The length of the Instruction periods ranged from 

0-60 minutes and the length of the practice periods 

ranged from O-90 minutes. In both cases the greatest 

number of frequencies occurred in the forty-five and 

the sixty minute groups respectively. 

Fifteen of the schools did not have a regular 

scheduled practice hour. 0f the remaining 41, 14 had 

supervised practice hours, 19 had unsupervised practice 

hours, and 8 stated that their practice hours were 

partly supervised and partly unsupervised. That means 

46 of the schools did not supervise their practice 

hours in typewrïting. 

In order to determine the effect of such data as 

are presented in Table XII the writer sent out to each 
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school offering beginning typewriting this year, 

Blackstone Stenographic Proficiency tests Form B'. 

These tests show that forty-nine of the schools gave 

a total of 443 tests which were all scored and graded 

under the writer's supervision. The results of the 

tests are given in terms of arithmetic means. The 

average score for each school is also compared with 

both the mean and median scores for the entire group. 

As may be seen from Table XIII, the range in scores 

was frani 71-251. The best school was 283% more efficient 

on this test than the poorest school. Nineteen of the 

49 schools had an average score above the mean for the 

group, while 30 fell below this point. It is interest- 

Ing to note that there is a difference of 10 points 

between the median and the mean scores for the entire 

group. 

The norm for five months instruction, according to 

E. G. .Blackstone in his manual of directions for giving 

the test, is 88. By a month of instruction is meant 

4 weeks of 5 recitations per week, each recitation 45 

minutes 2 

All of the schools in the present study had more 

1. Blackstone, E. G., Stenographic Proficiency Tests 
Form B, World Book Company. 

2. Ibid, Manual of Directions, p. 4 
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TABLE XIII 

RESULTS OBTAINED FROM THE 
BLACKSTONE STENOGRAPHIC PROFICIENCY TEST FORM B 

i 317 4.5 251 
2 2"7.8 2 236.6 
3 231.6 1 212.6 
4 261.8 3.2 212.4 
5 220 1 202.5 
6 231.7 5.7 196.5 
7 236.8 2.6 193.5 
8 227 3 177.6 
9 212 2.9 165.4 

10 256.5 6 165.1 
11 203.5 2.5 163.6 
12 210.3 3,6 154.8 
13 177.9 1.9 153 
14 209 4.1 152.4 
15 165.8 1.2 145.8 
16 171.5 2.2 145.8 
17 199.4 3.9 143.9 
18 162.2 1.2 143.6 
19 169.9 5 143 
20 142.5 .4 138.8 
21 187.9 5.1 137.6 
22 159.6 1.8 136.7 
23 142.7 .8 132 
24 163.3 3 131 
25 211.4 9 130.7 
26 153.7 2 130.5 
27 159.5 2.5 130 
28 177.6 5.6 128.8 
29 198.2 10 127.2 
30 188.2 6.4 126.7 
31 139.1 i 126.7 
32 189.6 53 126.6 
33 188.5 6 126.2 
34 161.5 3 126 
35 144.7 1.7 124.6 
36 175.1 5.1 121.9 
37 167 4 119 
38 154 3.1 118 
39 150 3,9 116 
40 173.7 6 111.7 
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TkBLE XIII (Con't) 

School Strokes Errors Score 

41 197.5 9.5 109.5 
42 loB.? 5.7 107.8 
43 150.1 6.4 10.3 
44 150.3 5.2 102 
45 100.5 .5 97 
46 123.5 3 95 
47 177 9 93 
48 172 9.6 83.6 
49 130.5 8.5 71 

Median 177.0 3.6 130.7 
Arithmetic Mean 184.3 4.1 140.7 

than fIve 45 minute periods of instruction and practice 

each week. Consequently the average for the group would 

probably be higher than the norm given in the test man- 

ual because of the additional time spent in instruction 

and practice. 

The schools were next grouped according to the 

total amount of time spent in instruction and practice 

In crder that a comparison might be drawn between this 

factor and efficiency in typewriting. The efficiency 

scores for each school which were expressed in terms 

of arithmetic means are shown in Table XIV. 
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TABLE XIV 

COMPARISON OF TOTAL TThtE SPENT IN INSTRUCTION 
AND PRACTICE 

AND 
EFFICIENCY SCORES 

vlinutes 
No. of 
Schools 

No. of 
Students 

Arithmetic Means 
Range Strokes Errors Score 

181 7 61 179.1 3.2 144.9 103.1 

121-480 19 168 190.1 4.8 143.2 165.6 

61-42O 7 73 175.0 2.5 142.3 91.5 

301-360 2 7 174.5 3.9 128.3 3.4 

240-300, 14 134 185.8 4.4 136.3 144.7 

The range in score for these 5 groups was 16.6; 

however, there was only a variation of 8.6 in the scores 

of those spending 5 hours and those spending 9 hours in 

instruction and practIce. Sixty-eight percent of the 

schools spent the equivalent of either 5 hours or 8 hours 

per week, 29 being in the former group and 39% in the 

latter group. The group which spent 301-360 minutes in 

instruction and practice were considerably below the 

others. As may be noted from Table XIV there were only 

two schools in this group and only 7 students were 

scored. This is too small a number of students to corn- 

pare with the other groups. Outside of this one group 

there is a positive correlation between the efficiency 
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scores and the amount of ti'ne spent in instruction and 

practice. 

Because of such a large variation no attempt was 

made to tabulate the answers given to the question, 

"That opportunities are given students for gaining 

practical experience in typewriting?" Such opportuni- 

ties as letters and mimeographed work for the principal 

or superintendent; typing or stenciling for the school 

paper, examination questions, programs, plays; and 

typing for other teachers were most frequently mentioned. 

In one instance mention was made of typing jobs for 

local post-office and forestry office, However, most 

of the work done was for the school or sorìeone connected 

with the school. 

Since we are living in a machine age I feel con- 

fident that all students should learn to typewrite well 

enough for their own personal use. I suggest that a 

course in typewriting be made compulsory for all high 

school students. Such a plan would not flood the market 

with a group of mediocre typists and stenographers, but 

would give everyone the opportunity to gain enough know- 

ledge of the typewriter for his own personal use. E. G. 

Blackstone of Iowa State University suggests that in an 

8-4 type high school the first semester be devoted to 
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junior business training from a consumer point of view 

and the second semester be devoted to personal type- 

writing. Paul A. Canson of Whitewater State Teachers 

College says, "I believe that the trend is decidedly 

toward instruction in personal typewriting for every- 

body. I believe I shall live to see the day when 

portable typewriters will be as common as fountain pens 

or radios."1 

The size of the high school might be such that a 

beginning class In typewriting could be offered every 

other year instead of every year. The second year 

course could be given in the alternate years. 

As to the amount of typewriting given I feel that 

two years may be profitably devoted to the study. In 

the first year the student gains a mastery of the key- 

board, centering, letterwriting, and simple tabulation, 

while the second year should be devoted to additional 

letterwriting, tabulation, billing, manuscript writing, 

rough drafts, and legal forms. Of course, it would be 

necessary for only one year to be compulsory and the 

second year could be elective. 

In spite of the fact that tuis study shows that a 

1. Information obtained froni correspondence with E. G. 
Blackstone, Iowa State University, Iowa City, and 
Paul A. Canson, State Teachers College, Whitewater, 
:isconsin 
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few schools offer typewriting in the freshman year I 

feel that the general tendency is not to give it below 

the sophomore year. As there is no outside preparation 

reouired in typewriting 1/2 credit should be granted for 

the course. 

Vlhen the schools were grouped according to the 

amount of time spent In Instruction and practice during 

the week there was not enough variation In their scores 

to warrant the additional time spent. If an instructor 

gave her entire time to five 60-minute periods of 

instruction and practice per week, or their equivalent, 

and was prepared to do a good job of teaching the 

subject, the average pupil would be able to learn 

typewriting well. 
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SHORTHAND 

The material in this section will be discussed 

in two main divisions as previously outlined; first 

will be given the recommended course of study as out- 

lined by the state department of public instruction 

together with the current practice as revealed by the 

questionnaires, and, secondly, a suggested course 

will be given. 

A Course of Study for the Commercial Departments 

in the High Schools of Oregon, issued by C. A. Howard, 

Superintendent of Public Instruction gives the follow- 

ing outline of a course in shorthand: 

First Year 

The aim of the first year is to acquire a thorough 

imowledge and mastery of the principles of shorthand. 

The Gregg Manual was adopted by the State Textbook 

Commission on November 19, l9S, as the basic text. 

First Semester 

One daily class period of at least 40 minutes 

Gregg Shorthand Manual, Lessons 1 to 9 

Shorthand penmanship drills for five minutes daily, 

emphasis on proportion, get-away stroke, form, correct 

joining of characters, etc. 

Dictation of new words and sentences on each new 

principle. 
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Sup ilementary texts: 

Analytical Lessons in Gregg Shorthand, Frick, 

lessons i to 9. 

Second Semester 

One daily class period of at least 40 minutes. 

Gregg Shorthand Manual, Lessons 10 to 20, inclusive. 

Penmanship drills, continued. 

Supplementary texts: 

Analytical lessons in Gregg Shorthand, Frick, 

lessons 10 to 20, inclusive. 

Graded Readings in Gregg Shorthand, lessons 10 to 

20 inclusive. 

Gregg Speed Studies, reading from page 1-53. 

Test: Theory test on entire year's work, Speed 50 

words per minute on unpracticed matter and 75 words 

per minute on practiced matter. 

Second Year 

The aim of the second year is to prepare the pupils 

to take dictation with accuracy and speed and to become 

familiar with regular business practice. 

Third Semester 

A double class period of at least 80 minutes daily 

for instruction, dictation, and transcrIption. 

Theory Review. 
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Gregg Speed Studies (used as reader) pages 59-134. 

New Dictation Course in Business Literature 

(Student's Practice Book), Part I. Drill for speed 

through the use of these letters until a rate of 100 

to 120 words per minute is reached. 

New dictation given daily. Emphasize accuracy and 

speed. Test: Speed of 80 words a minute on new matter of 

nedium difficulty, transcribed with 75 per cent accuracy. 

Fourth Semester 

Work of previous semester continued as follows: 

Double class period of at least 80 minutes. 

Gregg Speed Studies (used as reader) pages 134 to end. 

New Dictation Course in Business Literature, Part II. 

Test: 100 words a minute on new matter for three min- 

utes, transcribed at the rate of about 30 words per 

minute with 95 per cent accuracy. 

Additional Supplementary Textbooks and Reference Books: 

Practical Drills in Shorthand Penmanship 

Hints and Helps for the Shorthand Student, Gregg 

Gregg Shorthand Phrase Book 

The Gregg Writer 

Secretarial DIctation, Sorelle and Gregg1 

1. A Course of Study for the Commercial Departments in 
the High Schools of Oregon, Issued by C. A. Howard, 
1929, pp 9 and 10 
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The current practice in the schools which offer 

shorthand courses will be discussed in the following 

pages. This material was obtained from the answers 

to the ouestionnaires. 

TABLE XV 

SHORTHAND DATA 

Theory Dictation 
No. of No. of 

- Schools Schools - _______- 

l-3 5 4 
4-6 8 3 

Enrollment 7-9 2 2 

10-12 0 1 
13-15 1 0 

Total 16 10 

- L Average 5.3 4.9 - 
9thyear 1 0 

Allocation 10th year 4 2 

of Courses 11th year 7 5 

12th year 4 6 
-- - 

Credits 1/2 credit 8 3 

Granted 1 credit 3 6 

From the answers to the questionnaire we find that 

only 20, or 35 of the schools surveyed offer shorthand. 

The average enrollment for the Theory was 5.3 pupils 

while the average for Dictation was 4.9. In the Theory 

courses the range was from 2-15 and in the Dictation 

from 2-Il. 

Over 50% of the schools offering the Theory work 
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and the Dictation work offer it in the 11th and 12th 

years. This is as it should be for shorthand, if 

properly taught, is too diffIcult a subject to place 

lower than the junior year in high school. 

Sorne schools give 1/2 credit and some 1 credit 

per term for the shorthand courses. Shorthand is not 

a laboratory subject and therefore should have the same 

credit granted as any other subject which is one credit 

per term or one unit per year. 

TABLE XVI 

RANKS ASSIGNED TO AIMS OF SHORTHAND 

- 
Aim 

f_ 

nkandFreency Av. 
o i 2 3 4 5 Rank ___________________________ 

L. To train for stenogra- 
phic positions 212 41 0 1 1.4 

2. To serve for practical 
use in everyday life 2 6 9 1 2 0 1.8 

3. To teach grammar, 
language and sentence 
s tructur e 7 0 2 3. 5 5 2 6 

I:. To teach habits of 
- neatness and accuracy 5 0 0 7 7 1 2.7_ 

5. For mental discipline LÇ Q.. L i. ..Q. 8 2.8 

In Table XVI the aims are listed in the order in 

which the teachers ranked them. They were the ones 
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receiving highest rank in the study of the reorganiza- 

tian of commercial education in public high schools, 

by Dr. Veersing. It is interesting to note that there 

is only 1/lo of a point difference in the average of 

the ranks assigned to the aims numbered 3, 4, and 5. 

Most of these schools place greater stress on the 

vocational aim than on the practical aim. 

The next item on which information was secured 

pertained to the textbooks used in shorthand. The 

Gregg Shorthand Manual, which is the state adopted text, 

is used by the majority of the schools. In fact there 

are very few schools in the United States which teach 

anything but Gregg Shorthand. Five, or 25% of the 

schools did not list any supplementary texts. The 

other schools used a variety of supplementary books, 

Gregg Speed Studies taking the lead. 

All of the schools devoted 5 periods a week to the 

study of shorthand. However, the length of the periods 

varied from 30-60 minutes, 45 minutes being the pre- 

dominant one. 

TABLE XVII 

LENGTH OF INSTRUCTION PERIODS 

nutes 30 35 40 f 45 50 55 60 Av 

o. of Schools 2 0 4 1 o O 5 46 



Taking dictation from faculty members and working 

in the school office were the only opportunities given 

for gaining practical experience in shorthand. No 

attempt was made to do work outside of the school. 

As far as a shorthand course in a small high 

school is concerned, the writer suggests that it 

should be offered not oftener than once every three 

years. Only one year should be given. Then, if the 

student wants additional training he should go to a 

regular business college where he will be trained in 

a strictly technical way. 
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BOOKKEEPING 

The material in this section will be discussed In 

two main divisions as previously outlined, first will 

be given the recommended course of study as outlined 

by the state department of public instruction together 

with the current practice as revealed by the ques- 

tionnaires and secondly a suggested course will be 

given. 

A Course of Study for the Commercial Departments 

in the High Schools of Oregon, issued by C. A. Howard, 

Superintendent of Public Instruction gives the follow- 

ing outline of a course in bookkeeping: 

"On November 15, 1926, the State Textbook Commission 

adopted the 20th Century Bookkeeping and Accounting. 

Hence the following contents of courses should be sub- 

stituted for pages 6 and 7 of commercial courses out- 

lined in the revised bulletin dated January 20, 1926. 

"The following is a skeleton outline for work 

required in two years of bookkeeping and accounting. 

The teacher may secure a fuller outline of courses In 

the 20th Century Bookkeeping and Accounting from the 

publishers, the Southwestern Publishing company, 

516 Mission street, San Francisco: 



First Semester 

First six weeks. Exercises i to 26 should be 

completed at this time. Measurement test No. i may 

be given at this time at the option of the teacher. 

All the questions should be answered as they are 

required. 

Second six weeks. Exercises 27 to 40 to be corn- 

pleted. Transactions i to 103 in Goodwin's Practice 

Set. Complete ledger closing exercises No. 1. Measure- 

ment test No. 2 may be given at this time. All the 

questions should be answered as they are roquired. 

Third six weeks. Complete exercises 41 to 55. 

Transactions 104 to 183, to March 31. Complete ledger 

closing exercises Nos. 3 and 4. Answer questions at 

end of chapter. Measurement test No. 3 may be given 

at this time. 

Second Semester 

First six weeks. Transactions 1 to BO, inclusive, 

Kee1nd Practice Set, part II. Complete exercises 

i to 74. Answer questions at end of chapter. 

Second six weeks. Complete the work outlined in 

transactIons 80 to 145, inclusive. Complete exercises 

72 to 80. 

Third six weeks. Transactions 146 to 224, includ- 

Ing exercise, a thorough review and final examination. 



Second Year--Corporation Accounting 

Third Semester 

First two weeks. Study chapters 25 to 28 of' text. 

Complete exercises 92 to 94. Answer questions at end 

of each chapter. Third to sixth week complete transla- 

tions i to 84 in Whitney Practice Set, part III. 

Second six weeks. Study chapter 29 of text. 

Complete exercises 94 to 98. Answer questions at end 

of chapter. Record transactions 85 to 170, in 

Whitney Practice set. 

Third six weeks. Study chapters 31 to 34 of text. 

Complete transactions 171 to 249. This completes the 

work in the Whitney Practice Set. Examination. 

Cost Accounting 

Fourth Semester 

The object of this course is to present the correct 

principles of cost accounting and the best practice 

in applying them. 

Devote the first three weeks to the careful study 

of the principles, terms, methods, and the object and 

laws of debits and credits of the accounts outlined 

in cost accounting, as developed on pages 233 to 288 

of the text. 

Fourth to sixth week, inclusive. Record transac- 

tians 1 to 58 in Cost Accounting Practice Set. 
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Second six weeks. Record and complete the work 

outlined in transactions 59 to 131, items l-12. 

Third six weeks. Complete transactions and exer- 

cises as outlined in the Set. Final examination. 

Frequent discussions of problems in cost account- 

Ing should be held in class. The pupils should be 

taught to understand that to learn the reasons and 

results arising, rather than the mere performance of 

the mechanical work, is of supreme importance. 

Accuracy and neatness should be stressed in all 

accounting work.' 

The current practice in the schools which offer 

bookkeeping courses will be discussed on the following 

pages. This material was obtained from the answers 

to the questionnaires. 

1. A Course of Study for the Coinnercial Departments in 
the High Schools of Oregon, issued by C. A. Howard, 
1929, pp 8 and 9 
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TABLE XVIII 

BOOKKEEPING DATA 

Single Partner- Corp. 
Prop. ship Acctg. 

Number of Schools __________________________ 
1-5 9 11 5 
6-10 15 9 0 

11-15 7 5 0 
Enrollment 16-20 3 4 0 

21-25 1 0 0 
26 0 1 0 

Total 35 30 5 
Average 8.9 8.4 2.0 

9thyear 2 1 0 
Allocation 10th year 6 5 0 
of Courses 11th year 13 8 0 

12th year 12 9 2 

Credits 1/2 credit 23 20 4 
Granted 1 credit 11 7 0 

From Table XVIII we learn that very little book- 

keeping is offered other than single proprietorship 

and partnership. These two courses are the ones usually 

given in the first year. The average enrollment in 

them is 8.9 and 8.4 respectively, the range being 2-25 

in single proprietorship and l-26 in partnership. 

There were five schools showing an enrollment in 

corporation bookkeeping and one school which had an 

enrollment in banking. Most of the enrollment in the 

bookkeeping courses falls in the junior and senior years. 
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After examining the credits granted for bookkeeping 

we find that no school gave more than i credit per 

term for the work. One credit per term or one unit 

per year is the normal amount of credit usually allotted 

for such a course. 

MBLE XIX 

RANKS ASSIGifED TO AIMS OF BOOKKEEPING 

A im ankand Freeç Av. 012345 ___ _________ 
i. To serve for practical 

___ 

use in everyday 1ife0355032 1.5 

2. To serve as an introduc- 
tion to business practice, 
terrninology methods, etc. 1 917 87 2.4 

3. To teach pupils the use 0± 
financial records and re- 
ports in making a business 
analysis of any enterprIsE 
atytime j j 2.4 

1. To teach habits of prompt- 
ness, accuracy, neatness, 
honesty, etc. G 3 5 14 14 3 2,8 

5. To train for bookkeeping 
positions _____ Li 1 3 2 4 24 3.3 

The teachers of bookkeeping, in ranking the aims 

of their subject, were pretty well agreed that the 

primary aim in the teaching of bookkeeping in the 

schools should be to serve for practical use in every- 

day life. Aims 2, 3, and 4 were given about the same 
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average ranking. The last and purely vocational aim, 

to train for bookkeeping positions received the lo'rest 

ranking. Evidently the teachers feel that bookkeeping 

as it is taught in high school is not sufficient to train 

for positions in that field without further training in 

a specialized school or advanced work in college. 

All of the schools used the 20th Century bookkeep- 

Ing text and practice sets. This, no doubt, is due to 

the fact that it is the state adopted text. There are 

practically no supplementary texts used In any of the 

schools. 

Thirty-seven, or 82%, of the schools used but one 

period per day, or 5 instruction periods per week for 

the course. Seven schools stated that they had 2 

periods per day, or 10 perIods per week and one school 

had 15 periods per week, The average number of periods 

per week was 6. 

TABLE XX 

LEIGTFI OF INSTRUCTION PERIODS 

r - 

'Iinutes 40 45 

- 

50 55 60 70j 
r 

80 90 Av. 

o_I ofSchools i 12 1 1 23 1 I 
2 4 59 
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The most common practice is to have 60 minute 

periods of instruction, the next most common is 45 minute 

periods. The length of the periods ranged from 40 mm- 

utes to 90 minutes, the average being 59 minutes. 

The teachers were asked to indicate what approach 

they use in teaching bookkeeping. If the teacher follow- 

ed the text exactly they naturally would use the journal 

entry method for that is the regular procedure as dis- 

cussed in the text.1 Thirty-six, or 80% of the schools 

followed this method. Six schools used a balance sheet 

approach, 1 school used a ledger approach, and 2 schools 

indicated a combined balance sheet and journal entry 

method of approach. 

TABLE XXI 

ORDER 0F TOPICS DISCUSSED 

Topic Order Av. 
i 2 

______I 

Tournalizing 31 10 3 1 1.4 

Ledger 11 33 1 0 1.8 

3alance Sheet 4 1 7 33 3.1 

Trial Balance O i 34 10 3.2 

1. In the 14th and 15th editions of the text the journal 
entry approach is used, while in the 16th edition the 
equation method is employed. 
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In analyzing the order of topics discussed in 

bookkeeping we find journalizing again coming first, 

probably due to the text followed. The ledger comes 

second, balance sheet third, and trial balance fourth. 

While there is little difference in the average order 

of the balance sheet and trial balance, it is evident 

from the table that the trial balance is practically 

always offered before the balance sheet. 

TABLE XXII 

Tfl ALLOTTED TO LABORATORY EXERCISES AND 
CLASS DISCUSSION EACH WEEK 

Minutes 
:- 
50 

51- -mI:- 
100 150 

151-1201- 
200 25O 

251- 
300 

301- 
350 

351- 
400+ Av. 

Laboratory i O 6 5 14 2 4 5 23O. 
Class 
Discussion 5 15 7 7 2 1 0 0 235.8 

Combination O O O O 1 3 1 3 416,7 

From Table XXII we find that approximately the same 

amount of time is given to laboratory exercises and to 

class discussion each week. There are but 5.4 minutes 

difference in the average time devoted to each. Only 

six of the 45 schools listed their time spent on 

bookkeeping as a combination period. Where the schools 

had a combination period there was a little less time 

spent for the average proved to be 416.7 minutes per 

week as compared with the sum of the other two averages 

which is 466.2 minutes per week. 
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In light of the data presented in this section 

I would sugest that just one year of bookkeeping be 

offered in the small high school. As far as the 

allocation of the course is concerned, it may be 

given either in the junior or senior year, preferably 

the latter. It is considered advisable for the student 

to have a background in order to profit from the study 

of bookkeeping. Therefore, if the course is offered 

in the junior or senior year he has had an opportunity 

to acquire the necessary foundation. The first semester 

should be devoted to the study of single proprietor- 

ship and the second semester to partnership accounts. 

There is always a difficulty in the small school 

in arranging the daily schedules. For this reason I 

think that every effort should be made to have 5 one- 

hour periods per week for the course rather than longer 

periods. 
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COMLOERCIAL GEOGRAPHY 

The material in this section will be discussed 

In two main divisions as previously outlined, first 

will be given the recommended course of study as out- 

lined by the state department of public instruction 

together with the current practice as revealed by the 

questionnaires and secondly a suggested course will 

be given. 

A course of Study for the Commercial Departments 

in the High Schools of Oregon, issued by C. A. Howard, 

Superintendent of Public InstructIon gives the follow- 

Ing outline of a course in commercial geographr: 

"In the study of the text lead the pupil to see 

the relation between: 

1. Commerce and civilization. 

2. Commerce and industry. 

. ComNerce and climate. 

4, Commerce and economic forces. 

Study the industries with special attention to: 

1. Reasons for location. 

2. Results of location."1 

1. A Course of Study for the Commercial Departments in 
the High Schools of Oregon, Issued by C. A. Howard, 
1929 p 16 
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In spite of the fact that very little guidance 

is given in the state Course of Study for the Commer- 

cial Departments in the High Schools of Oregon for the 

commercial geography work, 34 of the schools offer 

such a course. 

TABLE XXIII 

COMMERCIAL GEOGRAPHY DATA 

No. of Schools ______________ 

1-5 7 
6-10 9 

11-15 5 
Enrollment 16-20 8 

21-25 5 

Total 34 
Average 12.8 

9th year 5 
Allocation 10th year 12 
of Courses 11th year 2 

12th year i 

Credits 1/2 credit 21 
Granted 1 credit 11 

Table XXIII shows an average enrollment of 12.6 

students, the range being from 2-22. This would 

indicate that a great deal of interest is being taken 

in present day commerce and the students are seeking 

a better understanding of it. 

Only 20 of the 34 schools allocated the course 

in such a way that the results could be tabulated. 
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Unquestionably the tenth grade is the one in which t.: e 

course is most frequently offered. 

we find that 1/2 credit for one semester's work 

is most generally given for the course. A few of the 

schools give i credit. 

TABLE XXIV 

RANKS ASSIGNED TO AIMS OF COLtRCIAL GEOGRAPHY 

Aim Rank and Frequey Av. 
- i 2 J3 

L. For a better understanding 
of the factors controlling 
industry 28 1 1 .97 

2. For teaching the facts of 

-i 

place geography 6 i 1 9 2 2,0 

3. For its cultural value 7 2 6 9 10 2.4 

1. For direct use In commer- 
cialoccupations 10 0 4 8 12 2.4 

Without question the most outstanding aim of 

commercial geography in the high schools studied was 

the first ones namely, for a better understanding of 

the factors controlling industry. The second aim 

listed, for teaching the facts of place geography, 

was given second rank. The frequency distribution on 

the third and fourth aims was such that their averages 

w-ere exactly the same. However, it may be noted that 



10 schools did not list the fourth aim as one of the 

aims in their schools, 

Commercial Geography by Edward Van Dyke Robinson, 

which is the state adopted text, is used by 30 schools, 

or 88%, of those answering this section of the auestion- 

flaire. Four schools listed as a text Economic Geography 

by Vïhitbeck & Finch. There were a varIety of supplemen- 

tary books and pamphlets used. However, 18, or 54%, 

of the schools did not list any supplementary books. 

TPBLE XXV 

LENGTH OF INSTRUCTION PERIODS 

inutes 30 40 45 50 55 60 Av. 

o. of Schools i 3 lO 1 i 18 52. 

All of the schools listed five periods per week, 

the average length of period, as is shown in Table XXV, 

was 52.5 rrinutes. 

I am very much in favor of offering the general 

busIness course previously suggested in the freshman 

year of high school. That would be a broad course and 

no doubt would include the main features of a commercial 

geography course. Therefore I would say that the pupil 

would have an opportunity to apply what geography he 
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learned in the grade school to the conirnercial situatïons 

which he would be studying in the general business 

course. Hence, the commercial geography course would 

not be needed. 



OTHER TECICAL CO!RCIAL SUBJECTS 

The material In this section will be discussed 

in two main divisions as previously outlined. In the 

seventh section of the questionnaire opDortunity was 

given for the SchOolS to list any other commercial 

subjects whiCh they taught. One school reported a 

commercial law class of 7 pupils. The text used was 

Commercial Law by C. H. Bush. Supplementary texts 

were Elements of Business Law, Ernest Wilson Huffeut, 

and Principles of Business Law, Essel R. Dillavou & 

Charles G. Howard. Five 45 minute periods a week were 

spent in the study of the subject. 

Seventeen other schools reported having classes 

in coïmercial arithmetic. Tables similar to those 

set up for the other commercial subjects were made 

and the results noted. 

A Course of Study for the Commercial Departments 

in the High Schools of Oregon, issued by C. A. Howard, 

Superintendent of Public Instruction gives the follow- 

ing outline of a course in commercial arithmetic 

and business forms: 

First Semester 

"Fundamental processes of irithmetic: addition, 

subtraction, multiplication, division, and checking 

results. 
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A high degree of accuracy and speed in handling 

fundamentals is developed by: Training in facility in 

reading and writing, also checking numbers: short 

methods, including drill in aliquot parts and their 

application to billing, trade discount, simple interest, 

etc.; mental drills; timed speed tests. Attention is 

directed to the relation of the fundamental prin- 

ciples to business forms, problems being arranged on 

billing, statement, invoice, bookkeeping and pay-roll 

sheets. 

Fractions and decimals introduced and developed. 

Reduction of fractions is studied; axioms for 

fractions discussed; ho to use decimals and how to 

extend decimals developed. The fundamental processes 

are applied to fractions and decimals and the fractional 

and decimal relations are discussed and applied with 

use of the equation. Much attention is placed on oral 

analysis, including approximation of results and relation 

of numbers. 

Second Semester 

The subjects of Percentage, Profit and Loss, 

Interest, Stocks and Bonds, Investments, etc., re 

studied with an effort to correlate the arithìetic of 

these subjects with business needs, i. e.: accounting, 



business administration and economics, 

Percentage is introduced and developed, its 

applications explained and compared, aliquot parts of 

100 per cent are again applied. 

Trade discount is discussed and methods of 

figuring discounts compared. Special applications of 

fractions and percentage are macle through billing. 

Comnuission and problems therein are taken up. 

Some of the problems of the merchant are discussed, 

i. e., turnover, profit on sales and cost, which? 

The student is required to meet and solve these problems. 

Marking goods is discussed and problems vorked out. 

Interest and its uses explained, problems are 

given to illustrate. Interest tables are presented 

and discussed and problems on interest solved. Atten- 

tion is given to actual business practice. 

Borrowing capital and present worth application 

of interest is presented. Notes, drafts and trade 

acceptances are illustrated, questions on Bank Discount 

discussed and problems given in procedure in figuring 

Bank Discount. Some time is also given to Domestic 

Exchange. 

The advantages and disadvantages of various forms 

of Business Organization are discussed and problems 



growing out of proprietorship given and solved. 

Problems are presented in Stock and Bond Investment. 

Note--All problems are taken from actual business 

affairs and an attempt is made to accuaint the student 

with business phraseology. 

A short discussion is given to measurements, 

values, abbreviations, etc., necessary to business 

and machines which aid in simplifying arithmetical 

calculation."1 

The current practice in the schools which offer 

commercial arithmetic courses vrill be discussed on the 

following pages. This material was obtained from 

the answers to the questionnaires. 

1. A Course of Study for the Commercial Departments in 
the High Schools of Oregon, Issued by C. A. Howard, 
1929, p 13 



TABLE XXVI 

COMMERCIAL ARITHETIC DATA 

No. of Schools ________________ _________________ 

1-5 4 
6-10 2 

Enrollment 11-15 3 
16-20 3 
21-25 4 
26- 1 

Total 17 
Average 14.3 __________________ 
9th year 8 

Allocation 10th year 4 
of Courses 11th year 1 

12th year O __________________ 
Credits 1/2 credit 10 
Granted 1 credit 7 

Table XXVI shows an average of 14.3 pupils per 
class, the range being from 3-26. This is a high 

average for such small schools. 

In the Course of Study for the Corirnercial Depart- 

ments in the High Schools of Oregon the suggestion is 

made that the commercial arithmetic be given in the 

freshman year as the year in which the course is offered. 

Eight of the 17 schools offered commercial arithmetic 

in the freshman year. 

As outlined in the cours of study commercial 

arithmetic is a one semester course. Ten of the schools 

gave 1/2 credit and the other 7 schools gave i credit. 



Fourteen of the schools used Brief Business 

Arith!netic by Clarence W. Sutten & Nels Johann Lennes 

as a text. The other three schools used Higher Arith- 

metic by V. S. Mallory, F. E. Grossnickle & John C. Stone. 

The first mentioned text is the state adopted one. 

T&BLF XXVII 

LENGTH OF INSTRUCTION PERIODS 

ines 35 40 45 60 Av. 

ko. of Schools 1 1 5 10 52.9 

All of the schools had 5 instruction periods per 

week with an average of 52.9 minutes per period. The 

greater number of periods were either 45 or 60 minutes 

in length. 

From one to three aims were listed by the schools. 

The aims stated might be grouped into the following 

classes: 1. practical tr1n1ng to develop speed and 

accuracy in handling the fundamental arithmetic prin- 

ciples, 2. to teach business forms, 3. for use in every- 

day life, and 4. to give background for other business 

courses. Eight schools listed the first as one of 

their aims, 4 listed the second, 3 listed the third, 

and 2 lIsted the fourth. 



I agree with those who say that our students are 

not well trained in the fundamental arithmetic processes 

which are so necessary in the study of bookkeeping; 

however, I think that the responsibility of teaching 

arithmetic should be placed in tìe elementary school 

where it belongs. It is the contention of the writer 

that commercial arithmetic has no place in the high 

sciool commercIal curriculum. 



F.1.1 
LS 

OUTLINE OF A SUGGESTED COMMERCIAL CTTPLRICULUM 

FOR SMALL HIGH SCHOOLS IN OREGON 

The foregoing pages have shown in detail the 

State requirements for commercial work in 1930-31. 

We have investigated each commercial subject taught 

under two main headings: 1. the description of that 

subject in the pamphlet "A Course of Study for the 

Comrercia1 Departments in the High Schools of Oregon" 

together with the results of the questionnaires sent 

to the small high schools throughout the state; 

2. suggestions for the courses after studying the 

results of the questionnaires. Now we are ready to 

outline a commercial curriculum for the small high 

school. 

There are three points that must be kept in mind 

while formulating this curriculum; first, the seven 

objectives of the National Education Association 

Commission on the Reorganization of Secondary Education. 

These are: a. Health, b. Command of fundamental process- 

es, c. Worthy home-membership, d. Vocation, e. Civic 

education, f. Worthy use of leisure, g. Ethical charac- 

ter;1 second, the scheme of college entrance require- 

monts now used in Oregon; and third, the fact that we 

1. Lomax, Paul S., "Comriercial Teaching Problems," pp 20-25 
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are dealing with the small high school with its limited 

facilities and teaching staff. 

A SUGGESTED COMMERCIAL CURRICULUM 

9th Grade Units 10th Grade Units 

English I i English II i 

Elementary Science i 

Algebra 1 

General Business i World History i 

(Latin or (Latin or 
(Foreign Language 1 (Foreign Language i 

_____ Typewriting I _____ 

Total 4 Total 4 

11th Grade 12th Grade 

English III i English IV 1 

Biology 1 

Geometry 1 Bookkeeping i 

American History i Civics i 

Typewriting II Shorthand 1 
Com'i. Law i 
Economics 
Social 

_____ Science i 

Total 4 Total 4 

The course called Generai Business which is desig- 

nated for the freshman year Is the fundamental non- 

technical course which Is discussed on pages 34-41. 
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If this course is well organized it should make the 

commercial geography course unnecessary. 

Typewriting I, which is to be offered in the 

sophomore year, is the course that should be taken by 

everyone. Then those particularly interested in 

secretarial work have the opportunity to do advanced 

work in the junior year. 

Only one year of Bookkeeping should be offered 

in small high schools, preferably in the senior year. 

The last group mentioned in the senior year would 

not all be given the same year, but in alternate years. 

Shorthand might be offered one year, comriercial law 

the next, and economics and social science the third 

year. Thus, if a student did not want the purely 

technical commerce he could omit the Typewriting II 

and the Bookkeeping and still obtain enough related 

credits in commerce to secure a minor in that field. 

The curriculum, of course, should allow for suff i- 

dent flexibility to meet the local needs of the commun- 

ity in which the school is located. 

Conclusions 

1. It is uneconomical to offer an extended coTamer- 

dal program in a small high school. A solution would 

be a consolidation of these small districts into larger 

ones. 
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2. There is little indication that the small high 

school is making any effort to fit its commercial 

course to local conditions. 

3. The commercial courses as now offered are more 

of a vocational type than a non-technical. 

4. There is considerable variation in time given 

to each of the commercial subjects, particularly in 

length of periods. 

5. Most of the schools use the state adopted 

text books and have few supplementary texts. 

6. Few of the commercial teachers in the small 

high schools of Oregon have had much practical business 

experience, 

7. Most of the teachers who are now teaching 

commercial subjects in the small high schools of Oregon 

have been doing so since entering the teaching profession. 

8. Practically no non-technical commercial courses 

are offered in the small high schools of Oregon. 

9. There is ample typewriting equipment for the 

number of students enrolled in these courses in the 

small high schools. 

10. Proficiency in typewriting varies according to 

the amount of time spent in instruction and practice, 

however, it is questionable whether the small high school 

is justified in spending more than 5 hours a week. 
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li. Only 35 of the small high schools studied 

offer shorthand. 

12. Very little bookkeeping is offered other than 

the study of single proprietorship and partnershIp 

accounts. 

13. There Is a large average enrollment, 12.6 

students, in commercial geography. 

14. ll except one of the schools which listed other 

commercial subjects taught, listed a comniercial arith- 

metic course. 
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