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THE ROLE OF THE HIGH OOHOOO. BUSIHRSS TEACHER 

IH JOB PLACEMENT 

OHAPrER ·I 

INTROD'OOTION 

Placement ia often said to be one of the moat impor

tant, and perhaps the most neglected of the functions of 

the school. In this period of full production and high 

employment, there might seem to be little urgency 1n 

placement problems of youth, but latest census figures show 

that, while young people under 20 years represent only 

3.? per cent of the persons registered with public employ• 

ment services, they represent 12.? per cent of the 

unemployed. (58, P• 3) 

In 1948, the director of the United States Employment 

Service reported a representative survey tram Louisville, 

Kentucky, which showed that among out-of•school youth 

actively seeking work, oneoeth1rd of the 16• and 1?-year• 

olds were unemployed, and one-fifth of the 18- and 19-year

olds were jobless. He adds& 

Thus it may be seen that even 1n perioda
of prosperity, hundreds of thousands of young
people entering the labor market need assist
ance in choosing, preparing for, and finding 
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jobs that will utilize their aptitudes and 
abilities and afford them opportunity for pro
gressively more responsible, remunerative, and 
sd1sfy1ng employment, (31, ·P• 3) 

Harm Harms says: "Every important educational survey 

made within the past few years reveals the fact that soc~ 

and occupational adjustments are not made satisfactorily 

by graduates of our public secondary schools." (~6, 

P• 305) The American Youth Commission reported in 1940 

that of all youth a ged 16 to 24, 30 per cent were unem

ployed, and "moat of those working had little chance ot 

advancement." (67, P• 244) 

The need for providing youth with satisfactory employ

ment is at least being recognized in a variety of areas. 

The International Iabor Organization in 1949 recommended 

that assistance should be provided in "making the necea• 

sary contacts with other services or persons also concerned 

with placing the young person 1n emplo~ent." Businessmen 

are calling attention to the need. Representative is a 

survey made by the Tacoma chapter of the National Office 

Management association and the Tacoma Chamber of Commerce, 

of businessmen not only in Tacoma but in Seattle and ~lse-

where. On the basis of their findings they had this 

comment: 

According to authoritative info~ation, 75 
per cent of each year's high school graduates
do not continue formal education but at an aver
age age of 17i years begin to search for work. 
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Usually, it is sheer .happenstance if these 
young men and women find and secure the right
jobs for themselves, largely because as a .rule 
they do not know how to apply .for a job, and 
often because they are not clear 1n their own 
minds what type of job they want and could 
fill best• •• -Job•.hoppine; is a needless expense 
to both employer and employee. Too few per
sons do eventually secure the right job that 
way. (54, PP• 14-15) 

In the words of the occupational information services 

supervisor of the Philadelphia public schools, "A stable 

economy requires workers qualified to meet manpower needs. 

Satisfaction or frustration from the day•by•day job has 

direct bearing upon personal well-being . It is evident, 

therefor;, that employment in a suitable kind of work is 

to the advantage of both the nation and the individual. 

(61, P• 24) 

The occupational adjustment study made by the National 

Association of Secondary School Principals in 1940 revealed 

that only 3.9 per cent of youth interviewed .. secured their 

first jobs through the school, while 51.2 per cent obtained 

them through relatives or friends, and 31 . 4 per cent 

through personal application; only l per cent of the youth 

interviewed obtained first jobs through a public employ

ment .agency, though, even at t hat time, there was an office 

accessible in every case. (441 P• 55) 

In the light of these fi gures, it is important to note 

that in our more complex economic world parents are not so 

well qualified as they once were to help youth make 
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satisfactory job adjustmen ts, and the young person himself 

cannot possibly gather singlehanded the ext ensive infor

mation he needs about occupations and his relation to 

them. ithout help, he will.qu1te probably begin his ch~ 

work under unfavorable conditions. He may take a job which 

requires too much or too little of him. He may get no job 

at all, resulting 1n inestimable permanent harm, not only 

1n his loss of perishable skills and of confidence in the 

school, but in loss of confidence in himself--and a large 

part of his education may have been in vain. At best, he 

will probably waste time seeking work. 

At the invitation of their governor, 1500 Califo~ 

met 1n 1948 to discuss youth welfare. Included in the 

recommendations resulting was the following excerpt: 

With the growing complexity of t he occupa•
tional world, occupational adjustment through 
trial and error must be supplanted by wisely 
conceived, well~organized, adequately supported 
programs of vocational counseling, training, and 
placement suited to t he various conditions pre•
vailing throughout the state. (14, P• 28) 

Anna Y. Reed, who was active in the very first federal 

efforts toward youth placement, has been quoted as ter.ming 

effective placement the "alpha and omega or vocational 

guidance--the alpha because fi nding suitable jobs for young 

people furnishes the facta upon which earlier steps in 

vocational guidance may be based, and the omega because it 

consummates and effectuates the whole process of education« 

guidance." (27 1 P• 387) 
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She has remarked also that everyone except educatora 

themselves has long recognized that educational adminis

tration has been unconscionably slow in accepting respon

sibility fer the distribution of ita produc t. (65, P• 292) 

However, educators too are quite aware of that fact. 

From the 1953 convention of the National Association of 

Secondary School Principals came a "Education for all youth 

would surely imply that consideration must be given to 

youth of all abilities ••••A plac.ement service and work ex• 

' perience program or some sort would seem to .fit into this 

philosophy." (13, P• 33) 

At the 1950 convention of that same organization, a 

committee reported that a survey of ita members had shown: 

"The placement and follow-up services are very important 

parts of the secondary school guidance program and perhaps 

the most neglected." (73, P• 45) 

Benjamin Rowe says: 

The transfer of youth from school to occupa
tional activities is a vitally important process
and must be viewed as one step in the educational 
progress of the individual •••The most practical 
and meaningrul approach to the solution of a prob
lem involving establishment of good community re
lations and the selling of an educational program 
to the public is through a strong and continuing 
placement service. (70, P• 63) 

Myers states positively that placement is an educa• 

t1onal function and that "better results for youth, for 

the schools, and for society seem assured if placement of 
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-~outh to 21 years of age, perhaps to 25, is recognized as 

a function of the school system with financial and other 

assistance from the federal-state employment service." 

(53, P• 309) 

Other educators in both the guidance and business edu• 

cation fields are practically unanimous in agreeing. Dame 

points out the value of the placement bureau in keeping 

students in school, thereby promoting social and economic 

well-being. "The strain on an individual who is studying 

for a definite aim after gr aduation is reduced when he 

knows that there is aaaiatance awaiting him on that day he 

is ready to obtain a position ." (20, P• 165) 

State departments of education are likewise aware of 

the need. The New Hampshire handbo ok tells its teachers 

that the school is in a most strategic position to aid in 

the placement of its pupils, and that in doing so it pro• 

vides one of the major services of the guidance program 

and renders valuable assistance to the pupi l and to the com• 

m~~ity. "Because of the complexity of modern occupational 

life, it is no longer easy for the drop-out or graduate to 

know or to contact the many sources of employment, even in 

his own community." (56, P• 67) 

"standards for Public Secondary Schools 1n Oregon" in

cludes the requirement that every school have a guidance 
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program. which would "ordinarily include" job placement in 

school and after school. (59) 

However, being aware of the need d0es not mean that 

it has been met. In 1940, the American Youth Commission re• 

ported that "the responsibility for providing an. effective 

type of placement service has not been accepted in practice 

by more than perhaps five per cent of the schools that 

attempt to educate the young." (67, P• 245) 

Walters wrote, in 1948, that "many of our large city 

school systems maintain well•o'rgani zed placement services; 

but, unfortunately, the majority of our small and even of 

our medium• sized higp schools are doi:ng ·little or nothing 

to help their graduates securo Jobs. However, this condi• 

tion cannot continue indefinitely because students, gradu~ 

ates, parents. arid employers o.re all beginning to question 

tbe 'attitude of indifference assumed by some public school 

officials." (88, PP• 255-256) 

It will be shown in a later chapter that not all o.f 

even the largest schools have adequate placement, and 

follow-up of job-holders is no more adequate. A 1950 Minn~ 

sota survey of its high schools showed that twice as many 

students going on to college bad been followed up as had 

those going from high school to jobs. (95, P• 54) 

Some statistics will show just how large a stake the 

business education department has in this mat ter of job 
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placement. Shartle reports that, 1n 1950, 12 per cent of 

all employed persons were clerical workers--the trend is 

still upward but l eveling ott. (74, P• 332) Or to ap

proach it from another angle , the Biennial Survey of 

Education 1n t he United States for 1948-50 showed a total 

high school enrollment 1n business of more than 60 p,er cent 

of the total pupil enrollment. (84) 

The business department has been called unique 1n that 

it offers the prospective employee terminal training for 

his work, and most students who follow the business se~e 

do so with a vocational objective. In view of the figuree 

above and of t he earlier stated fact that some 75 per oent 

of all high school graduates go directly into jobs, it 

would seem that business education departments are respon

sible for a sizable share of the l i to 2 million young 

entrants into the labor market each year. 

Most educators agree that a sound business education 

program should provide opportunity for related ork experi• 

ence with supervision, for help with job- getting tech• 

niques and initial job placement, for continuing follow-up 

of graduates and dropouts, and for curriculum adjustments 

on the basis of findings made through placement and follow

up. 

Woodward writes in the 1952 American Business Educa• 

tion Yearbook: "The specific application of guidance 
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proc edure,s to business education has as lts purpose the 

better selection and training of business students and the 

improvement of placement and ,follow-up techniques 1n order 

that ita graduates may better achieve tbat objective." 

(941 P• 260) 

The importance of the business teacher's part in gu1d• 

ance is pointed up by Traxler"' s observation that "all 

teachers carry on guidance and will inevitably continue to 

do so. The problem is whether guidance shall be planned or 

accidental••••specialists can succeed only with the full 

and active support of teachers." (83, P• 308) 

A California analysis of the business teacher's work 

is most specific in listing these duties J 'maintains con• 

tacts with business ests.blishments to place students in 

jobs; assists those already employed in job adjustment. " 

(92 1 P• 273) Surely no business teacher -can be blind to 

his obligation in this connect1on1 

Statement of the Problem 

What procedures can the business teacher use to most 

effectively help toward good occupational adjustment of 

business students? Granted that the need for giving plao~ 

ment help is recognized, what steps should be taken 1n a 

specific situation? 



10 

Effective placement requires tools, knowledgea, and 

techniques on the part of placement personnel. Numerous 

types of information are essential. Certain physicial ra
c1litiea such as apace for interviewing and files for 

records are necessary. Placement personnel need live con• 

tacts with sources of employment and referral agencies in 

the community. Any placement program requires cooperation 

from the whole school and from the community. How can the 

business teacher best bring about attainment of these 

"essentials" in his particular set-up? 

And finally, to quote the question asked by Gruber in 

a talk at the ~ ational Business Teachers' convention 1n 

1950: "Can we prove--not do we think--that a satisfactory 

percentage of our business graduates are working 1n the jOb 

for which they were trained?" (33 1 P• 52) 

Purpose of the Study 

Tbe purpose of the study is to gather information 

wbicp will not only help the writer to give more effective 

aid in placement, but Which will help other business 

teachers in a like manner , and which may have some smali 

influence in convincing teachers, administrators , and com• 

mu,n1ty agencies of the feasibility and vital importance ot 

cooperating in job placement for youth. 
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Specifically the study attempts to discover and report 

(1) pla.cement procedures advised by authori tiesJ (2) place

ment procedures used by business teacher& and others; and 

-·· (3) bases for determining which procedures are best in a 

given situation. · 

Definition and Scope of Job Placement 

Many definitions may be found for job placement. It 

is matching those who seek work with those who seek work• 

ers, with consideration given the individual differences 

of each. It means helping the student to get the job for 

which he is best fitted and where he ean become a happy, 

useful citizen. The New Hampshire guidance handbook says.: 

"Occupa tiona.l placement i nvo lves assisting the i ndividual 

to mal:e the transition from school to an appropriate job. 

It may involve either full-time work after the pupil has 

left school or it may involve part-time employment while 

the pupil is enrolled in school." (561 P• 67) 

Smith emphasizes that pl acement is not recruitment. 

F'irst responsibility is to the student, but serving him 

will serve the employer as well, for placing the student in 

the job to which his aptitudes and interests are best adap

ted is to the employer
I 
s advantage too. 

There is a need for developing a job to meet a given 

student's needs. The rate of job turnover after employees 
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are once ,placed is a better indication of effective place

ment 'than is the number of placements made. (77, P• 295) 

Dame says placement is a school obligation--it is not 

an imperao·nal, outside activity, but the live, vital cul

mination of the year's work . Then he quotes a somewhat 

academic--but discerning--definition: 

Placement work defined in its simplest terms 
is the act of uniting those who seek work and 
those who seek workers. That is not a simple 
task because it brings into juxtaposition our 
intricate occupational life and the complexity of 
individual differences. Placement work is not 
merely bringing a man and a job together. It in
cludes also assisting the individual to make 
decisions and choices so that he will be able to 
realize personal values, such as individual hap
piness, and social values, such as rendering his 
beat servia e to society. (20, P• 167) 

The Utah Guidance Services Handbook stresses that 

placement involves "getting employers to understand what 

the schools can and cannot do in meeting their needs for 

workers; and getting employers to understand that the 

school's placement responsibility is primarily to further 

the occupational adjustment of students." (92 1 P• 272) 

Endicott says that placement is a misnomer--that it 

is only the employer who actually places; that the place• 

ment agency "makes referrals." However, this paper will 

use the term 1n its customary sense. If vocational guid• 

ance is the process of assisting the individual to choose 

an occupation, prepare for it, enter upon it, and progress 
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in it, then pl acement c~ers upon the entering phase, but 

makes use of the other phases as auxiliary procedures. 

Primary attention w.111 be given to placing of business 

graduates in full-time office jobs; but no placement pro~ 

cess can ignore the value of work-experience programs , nor 

the responsibility which the school and business teacher 

have toward drop-outs. Distributive education, however, 

will be discussed only as it influences office placement . 

Sources of Data and Methods Employed 

Complete coverage of available youth placement litera• 

ture published in the last five years was attempted, with 

a number of earlier sources used as well. This provided 

information not only as to opinions of authorities but 

also ~s to actual ~xperiences with placement throughout the 

country. 

The second principal source of data stemmed from 

another's research. As the basis of a study for a. doc tor's 

thesis on the role of the business teacher in all guidance 

areas, Dr . Robert M. Woodward sent questionnaires to busi

ness teachers 1n a ll states west of the Mississippi river. 

Of a total of 2,248 questionnaires mailed, 1,902 were sent 

to non-distributive education teachers. Of that 1 1 902, 

there were 618 usable returns--approximately 35 per cent of 

those mailed. 
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~uestionnaires sent to and returns received from the 

three northwest state were as follows: 

State No . Sent Replies 

Washington 134 61 
Oregon 121 66 
Idaho 65 21 

'l'otal ~ Ii'7 

A complete tabulation of replies to the Placement and-.-...-......;;.;;.;.;;.;;.;;;;;;..;._ 

Follow-![.2 Sect1on of the questionnaire was made for these 

three s tates and supplied the writer, who then wrote indi

vidual letters of further inquiry to all who reported 

frequent placement activity, with the exception of four 

teachers who were among several reporting from the same 

city. It was felt that the experience of a few would be 

representative of all in a given city. In addition, two 

teachers in Oregon and one in Washington who did not re

turn the questionnaire were written to at the suggestion 

of their respective secondary school supervisors or voca

tional education directors. Total letters and responaea 

numbered as follows: 

State No. Sent Replies 
Washington 15 12 
Oregon 16 13 
Idaho 6 4 

Total ~ ~ 

Since the numbers surveyed were small, descriptive 

rather than quantitative information was sought mainly.l 

1. See Appendix 
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Letters asking placement information were also sent to 

vocational education directors and secondary school super

visors in Oregon, Washington, and Idaho.l In addition, 

1nqu1r1es . were made, by letter or interview, of a number of 

federal, state, and local authorities in guidance, employ• 

ment, and business education. 

Finally, a number of different procedures and for~s 

were tried out personally by the writer during the school 

year 1952•53• 

Limitations of the Study 

Definite limitations are recognized. Coverage of 

business teachers even in the Northwest cannot be assumed 

to be complete, for there must be some successful place• 

ment operations not reported on the Woodward questionnair~ 

and replies to the writer's letter were necessarily sub• 

jective• Coverage throughout the rest of the country is 

strictly spotty• 

More ·disappointing is the lack of availabi~ity of any 

long•term results of given procedures• The closest ap~ 

would be the school•employment service report shown 1n the 

following section. 

And finally, it is realized that the local situation 

as a whole is the final determinant of which procedures are 

best in a given situatio~and reports unavoidably leave 

portions of procedures and background to be assumed. 

1. See Appendix • . 
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Value of the Study 

If this study can contribute in any small part to 

more interest in placement, or improved procedures on the 

part of business teacher, counseling service, school ad

ministration, or other agency, it will surely have been 

worth while. 

The values of placement itself can hardly be disputed. 

First, the student benefits. His chances of getting the 

right job are better; his chances for good job adjustment 

are better; his morale while in school is better, for he 

has a more definite goal and feels conf idence 1n his 

school. It is not just during depression or war that 

placement is important to him. It is at the point where 

he needs it. 

Several recent surveys offer s ome substantiation for 

the above statements. The Pennsylvania State Employment 

Service t his year made a statewide survey of high school 

drop-outs. It was found that of those who had received 

aid throu gh the cooperative counseling program or the 

school and employment service, 22 per cent were satisfac

torily placed; while of t hose receiving noaid, only 8.6 per 

cent were satisfied. 

A recent survey of 1951 and 1952 graduates from 193 

selected high schools in eleven states showed that 9 out 
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of 10 placed through the cooperative school-employment 

service program were satisfied with their jobs, while 7 out 

of 10 who obtained their jobs through other means were 

satisfied. Following is the detailed table which provides 

some indication that placement aid is worth while. (52, 

PP• 4•5) 

Table I 
Graduates' expression.& of their satisfaction 

with their emplo£jent
Emp oyed

Satisfac- satisfactorily
State torily through Percent dif

placed other than terence 
by ES local office 

North Dakota • • • 100.0 so.o ~50 
Wisconsin • • • • 90.4 60.6 .J.so 
Pennsylvania • • • 82.4 60.6 ..22 
Kentucky • • • • • 83.3 63.2 .J20 
New York • • • • • 88.1 70.4 118North Carolina • • 87.5 66.6 11 
Alabama • • • •• 97.9 87.2 +10 
Washington • • • • 84.2 88.7 - 4Florida • • • • • ao.o 89.7 
Arizona • • • • • 58.2 Unlmown 

----9 

The school as well as the student may benefit. An 

Indianapolis high school reports that the placement pro

gram has given a feeling of confidence to both teachers and 

pupils that courses offered are practical and needed. More 

students remain 1n school. Another school reports that 

placement results in desirable publicity and better public 

relations as well as a better curriculum. (26, P• 225) 
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The teacher'• p.ap~ 1n plaoement m kea b r work ore 

alive and patlt'ying and dJnantio. Gertrude Porretter, who 

wae heraelt a bua1neaa t aohel' be.tore becoming a guidance 

authority, quotee 1 "BJ ,participation in pl ce nt 4 

follow-up work, teaobera ot bue1neaa eubjecte who do th 

a c t ual training r 1ae the 1 tan4ard.a or training to higher 

le eleJ 1n thla wa7 vocational teachers keep abreaat of 

progreee 1n oft1oe, aalee, and oler1oal workJ in t his YaJ 

oo ei'01&1 teachePa beoome qualified to give 1nfor t1on 

about th require enta, opportun1t1ea nd trends.• (271 

P• 445) 

Mant employers •• benet1ta . oraneton, RhOde leland 

a of our plao ent program 

we ar able to seed the anploJ r atudente who have the 

training and qual1£1o tiona to meet the employer•• need• • 

e tioo th1a ten4a to overcome tbe usual oomplainte ot em

plOJera that etudenta have not bad proper training tor. 

beg1nnina oler1oal joba.• (26, P•· 215) 

1nallJ, 1r this atu4y aooompl1abea notbtng elae, 

there ie ev14ence th t the 1nqu1~1 a • t b ve generated. 

aome tbinJd.ns• So buslneaa teacher commenta will be 

quoted. 1n a later aeot1on. Hamden Forkner of Col\\lllbia 

on1vera1t7 boade4 a aurvey or 1200 achoola for the purpoae 

ot curriculum evaluation ancl reportec1 t:h1e efteotc 
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One of the interesting outcomes of the study 
is that a number of schools have reported that 
they did not know that there were so many things
that they should be doing and were not doing.
Others reported t ha t, even though they were un
able to check any of the practices, it had set 
them to some realistic planning and thinking and 
that in some cases they were beginning immedi~ 
to put into practice those activities which were 
suggested on the list. (26, P• 217) 
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CHAPTER II 

HISTORICAL BACKGROUND 

The history ot youth placement appears, not unnatur

ally, to be a series of attempta to meet pressures result• 

ing from a variety of needa••from the need for poor reliet 

in colonial times to the need now for "lite adJustment." 

Changing pressures have put changing aapecta on the place• 

ment problem. 

Colonial Placement consisted of "putting children out 

to serv~ce" at age 10 in order that their tamiliea would 

qualify for poor relief. The philosophy though was one of 

public service, for the objectives were to save public ex• 

pense and teach children habits of industry and thrift. 

The placement otticer was an "overseer" with no qualifica

tions except the ability to make contracts that would save 

expense, but still there muat have been aome demand for 

"proper matching" even then, for the "master" was required 

to meet certain standards of maintenance, treatment, and 

sometimes education. 

!!!h !2! coming £! factories to small towna, the 

"family system" was begun. Parents acted as placement 

officers for themselves and their children, all working 

as a family in the factory. This practice was common in 
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the southern cotton mills till child labor and compulsory 

education laws stopped it, and it is still used in agri• 

cultural work. 

At about the same time, the "padrone system" 1s men• 

tioned. Immigrant children were imported and placed by the 

"padrone." Many 12• to 14-year-olds were to be found in 

business and industry. 

Legislation ~ child labor, compulsory education, ~ 

continuation school were the natural outgrowth of child 

labor abuses. Public demand for reforms was prodded by 

such English writers as Dickens, Bronte, Kingsley, and 

Ward, who focused attention not only on the evils of child 

labor but on the suffering of the unemployed. 

England was the first country to assist juveniles to 

find suitable employment. Special services for youth were 

aet up in the r egular employment offices there in 1909, and 

a year later the local schools authorized the same kind of 

placement service and a dual system developed. In 1927, 

all placement was headed up in the Ministry of Labor, which 

provided funds to placement bureaus whether supported by 

the school or the employment service. In 1937 about one

third of the placement was by the local schools. (11, p.6) 

In the United .States some private employment offices 

existed as early as 1820 and municipal emplo.,.ment services 

appeared in a few places in t he 1860's• Perhaps Boston 
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can claim the first youth placement service. In 19091 the 

board of education appointed a man to do placement work, 

and in 1917 his functions were taken over by the depart

ment of vocational gui dance, which continues to handle the 

work. (40, P• 61) 

Since 1905 in this country, the child labor and school 

laws have determined Who may register for work. Starting 

around 1910, minimWil wage laws applied on1y ·· to women and 

minors in all states but one. Reed points out that this 

was not an unalloyed advantage to youth, or women either, 

as it brought about a seesaw demand for their services-

up when general wages were high, and down or non-exiatant 

when general wages were low. (65, P• 272) 

Anna Y. Reed, just mentioned, was one of the pioneers 

1n youth placement through the public employment service. 

Her history of such efforts, while perhaps shaded by per

sonal feelings, is very incl usive. (65, PP• 27Q-285) 

The American Labor Legislation Review of 1915 reported 

that fo,ur public employment exchanges bad youth depart• 

menta, that vocational guidance was systematically carried 

on by public exchanges in Massachusetts, and that in three 

other states beginnings had been made by interested super

intendents. 

The first federal effort to service youth was 1n 1916, 

when the Commissioner of Immigration, who then headed what 
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employment service existed, ordered the creation of two 

youth services, one for boys and one for girls. However, 

no organization was ever perfected. 

America's entrance into the first world war brought
=;..;;..;;...-...;;..~- ..;..;.;....;..--..........-. - 

about an organization called the "United States Boys' Wo~ 

1ng Reserve." Formed by government and other agencies 

which wished to safeguard the interests and education of 

boys 1 this group a t ·tempted to place a junior counselor in 

each of the large .employment offices.. Only in the agricul

tural field was much actual placement accomplished, but it 

did build up a later supply of competent counselors for 

Junior Divisions of the federal employment service• 

F.ollowing !.!!.! ]!!£.# !h.!~ !2.£ replacing young ~ !!!_ 

school £! civilian work resulted in the organization of 

these first Junior Divisions. Contracts were made by the 

United States Employment service with school districts to 

establish and maintain local free elllPloyment service ·and 

vocational guidance to minora. While Reed is not specific 

aa to extent of this cont.ract1ng# she mentions that tre• 

quently the state employment service concerned was also a 

party to it, as in Indiana, which had a junior section 1n 

its state employment service. 

This cooperation expanded for three years, with the 

service administered by local aehool personnel# who served 

without pay. Funds were contributed by the federal s~~e 
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toward operating expenses,and all local appointments were 

subject to ita approval. At the end of three years, how

ever, the federal assistance began dwindling to letters of 

advice. Reed, who headed a portion of the federal service 

at that time, S'Ul11S it up: "Lack of funds and permanent 

status, and incompetent leadership brought death to the 

Junior Division~" (65, P• 281) 

!h! depression~~ 1930's was the next big factor 

1n demand for youth placement. Walters describes the situ• 

at1on vividly: 

The depression that began 1n 1929 and that 
threw millions out of work affected adolescents 
as well as adults. Hundreds of thousands of 
high school graduates were unable to find jobs,
and youth unemployment with subsequent youth de
linquency became a problem in communities through
out the nation. Somet~es vacancies that gradu
ates could well have filled actually existed, but 
the youthful unemployed did not know where to look 
for themJ and, on the other hand, employers bad not 
yet acquired the habit of aski rg high schools to 
recommend applicants. In their despair many young
people turned for help to their former teachers 
and principals, and eventually the request that 
schools should help secure jobs for graduates was 
heard not only from the youngsters themselves, 
but also from their parents and from welfare or• 
ganizations. The establishment by the national 
government of the National Youth administration 
and the Civilian Conservation corps, two agencies
intended to help unemployed youth, set a prece
dent for action by governmental bodies and inten• 
aified the demand that school authorities install 
Job placement services. (89, P• 319) 

Not only the schools but public employment services 

were feeling the pressure. In 1933, the Wagner-Peyser act 
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was the fourth federal attempt to provide youth placement 

service. While emphasizing state responsibility, it con

tributed rather liberally to local service. Charles E. 

Odell, who now heads the c cunseling and placement work of 

the United States Bureau of Employment Security, recently 

wrote a 

Cooperative working relationships between 
public employment services and public and pri• 
vate secondary sohoole have been in existence 
from the very inception of the public employment
service. New York State had developed a special
ized junior placement service and a program for 
school cooperation long in advance of the passage 
of the Wagner-Peyser Act. When the act was 
passed, specific provision was made for "service 
to juniors" in the language of the bill• 

During the depression decade, the United 
States Employment service actually granted match• 
ing funds to states to partially subsidize school 
placement services for youth in Providence, 
Philadelphia, and San Francisco. (58, P• 3) 

It might be further eX.Plained that the National Youth 

administration was set up in 1933 as a part of the Works 

Progress administration. Planned for youth 16•25 years of 

age, it furnished junior employment personnel to the state 

employment services, among other aida. There were 49 

offices 1n 21 s t ates which made use of this aid, according 

to Reed. 

In 1935, the American Council of Education set up the 

American Youth Commission, which cooperated with the NYA 

to survey problems of youth and the ways to meet needs, and 
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later cooperated with the United States Employment service 

in setting up research and demonstration centers in con• 

nee tion with the schools of St. Louis, Providence,. Dallas, 

and Baltimore. After 18 months ending 1n June, 1939, the 

commission reported, among other findings, that: There waa 

a need for counseling and placement; 20 per cent of e~ 

ployment service offices had facilities to meet special 

needs of youth; there was a lack of coordination between 

schools and employment services. (111 P• 6) 

A further outgrowth of this cooperative study was a 

comprehensiv~ counseling manual, developed in 1940 and in

troduced in a few of the states. However, war mobilization 

cut short this service. 

World War II reversed the situation of the 1930 1 a • .-..;.;;;.,;;.;.-.-
Business and industry were now desperate for he lp. As 

Froelich puts it: "The informal system of individual 

teachers handling requests from employers broke dow.n when 

t hese requests became numerous during the war••• in self• 

defense these schools bad to organize placement services." 

(29, P• 229) 

Ending of ~ !!£_ found millions of young men ready 

to begin or return to employment. The Servicemen's Re• 

adjustment act of 1944 included "providing effective job 

counseling and placement services" to World War II veter

ans. A nati onwide counseling service was introduced into 
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the public employment services 1n 1945, but it was not un• 

til 1950 that the "substantial unmet needs of school 

leavers and graduates were given any concentrated atten

tion." Then state supervisors of counseling from 43 

states met with u. s. Office of Education and employment 

service representatives and planned a year-round program ot 

school-employment service cooperation: 

Briefly, this program calls for contacting 
graduates well 1n advance of school leaving and 
arranging for registration, counseling, and 
testing so that an active file of school gradu
ates is actually in being before the end of the 
school year. This makes it possible to solicit 
job openings through the regular employer rela• 
tiona program and through various types of 
publicity media. As a result, some school gradu
ates actually have job commitments from employers 
before they leave school am moe t of them are 
saved days, weeks, and months of aimless job shop
ping and hopping before they get started on the 
road to the right job ••. • 

The need for the program and the success of 
it are demonstrated by ita growth in two fiscal 
years. Questionnaire studies in li61 showed that 
110,000 graduates were served through formal 
school agreements 1n that year. By 1952, the 
states estimated that 285,000 were served. Formal 
or informal working a greements based on the 
national policy statement have been negotiated
with thousands of schools in hundreds of oommun1• 
ties. (58, PP• 3•4) 

However, neither the employment service nor the school 

has all its problems solved by any means. The former haa 

not found the separate junior service completely satisfac

tory--a more recent complication 1n that connection being 
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the new emphasis on handling social security and unemploy

ment compensation. The school too has a long way to go. 

Walters gives a fairly g ood picture of the public high 

school's status in placement work: 

Helping the student to secure a position is 
a high school function that has been developed 
in the last twenty-five years ••••Today placement 
work is a recognized function of the high school, 
although a large percentage of schools have not 
yet accepted their responsibility by installing 
a placement service. Nevertheless, educators, 
employers, and taxpayers have all changed their 
attitude toward placement service. (89, P• 318) 

He points out that private schools led the way in ef

fective placement procedures, and that change in public 

school attitude has resulted from the newer educational 

philosophy that education extends beyond t he classroomJ 

from demands of students, graduates, parents, and employ• 

ers; and from influence of cooperative work programs. 

More emphasis on g uidance and counseling programs in 

the schools, helped along by contribution of federal funds 

through the George-Barden act of 1946, has also added 1m• 

petus to the school interest in placement. Of course, moa t 

recently there is a defin~te tendency toward reduction of 

federal funds in a number of fields. 
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CHAPl'ER III 

A STUDY OF PROCEDURES NOW EMPLOYED OR ADVISED 
FOR GIVING AID IN JOB PLACEMENT 

WITH PARTICULAR REFERENCE TO THE BUSINESS TEACHER'S ROLE 

An Overview of School Placement Today 

The Total Placement Process.-
Each guidance authority has a slightly different ver

sion of what constitutes the total placement process, but 

each version boils down to include certain fundamentals . 

The end result desired of the placement process is a well 

adjusted worker. To achieve that result, it is necessary 

to provide for: 

1. Thorough understanding of the studen~'s ab1~i
tiea, aptitudes, and interests, and help in 
applying this information to his vocational 
future. 

2. Complete and reliable occupational information 
--both general and about specific jobs. 

3. Help in proper matching of applicants and jobs. 

4. Follow-up to evaluate the process, and, even 
more important, to aid 1n job adjustment. 

As far as the business teacher is concerned, perfor~ 

ance of any of the above functions helps in the performance 

of all the others, and performance of all of them is essen

tial to doing the best job of preparing the student for 

occupational competency aa well. 



30 

Glenn Smith includes in the placement process: 

orientation to the world of work; orientation to occupa• 

tional fields; relating self to occupational life; and 

choosing an occupational area. (77, PP• 289-299) Crow 

says that successful job placement rests in good part upon 

two factors--extensive information concerning job oppor• 

tunities, and intensive knowledge of the skill and personal 

qualifications of the applicants. (17, P• 225) 

Rowe s~ya that effective placement adheres strictly 

to certain basic procedures: serving the applicant and 

serving the employer; , processing the application--referral 

and verification, and proper matching; promotional work; 

maintenance and classification of records; and follow-up. 

The 1953 convention of the National Association of 

Secondary School Principals laid down the following princi

ples for placement: "It is an important and integral part 

of the counseling program; every student should receive 

maximum education suitable to interests and abilities; aer

vice to the individual should be the principal criterion 

for placement; placement made in accordance with student 

interests and abilities should often lead to a permanent 

vocational choice." (13, P• 33) 

In many ways a placement office is some• 
what like a department store. It must have mer
chandise and customers. Its merchandise is a 
carefully arranged card file in which each job 
applicant is registered and classified according 
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to his qualifications and interests. Its cus
tomers are employers whose wants are similarly
recorded. Its task is to match the students 
with the jobs in such a way that both employers
and students are thoroughly satisfied. Later 
the placement office makes a follow•up contact 
with both to learn the more permanent results 
of its effort. 

Placement involves frequent interviews with 
students and, therefore, counseling procedures 
are basic to the work of such an office. Much 
use is made of educational and vocational infor
mation. If the school has developed a compre
hensive cumulative record, relatively little 
additional information is needed for placement 
purposes, although a special file of applicants 
must be kept. (24, P• 29) 

In advising the setting up of placement service in 

the high school, a recent New Hampshire handbook on guid• 

ance makes these recommendations: 

1. Where the services of the employment service 
are available, develop a working plan with 
that service to have the most effective place
ment possible in your community and to avoid 
duplication. 

2. Placement is concerned with aiding pupils
presently enrolled and all school-leavers, 
both drop-outs and graduates • · 

3. Placement services should be concerned. not 
only with obtaining a satisfactory job but also 
with adjusting to the job, to the community, to 
fellow workers, and to associates. 

4. Effective placement services require a planned
procedure which provides adequate services for 
all individuals for whom school is responsible. 

5 • .Pupils should learn proper techniques of making 
an application, obtaining a job, locating
available jobs, and adjusting to the new employ
ment situation•• through counseling and group 
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activities such a~ unite 1n appropriate
classes, career club.s, special group meet• 
ings, eto. 

6. Employers should be given pertinent , helpful
information about pupil, including abilities, 
training, characteristics, and experience. 

7e All placement services of the chool should be 
coordinated by one central office or person,
usually a counselor••••Teachers and coordinat
ors of vocational courses are 1n an especially 
strategic position to be of assistance. 

a. Definite procedures should beestablished for 
assigning responsibility, reporting action 
taken, and coordinating all occupational 
placement activities. 

9. Persons responsible for placement should be 
thoroughly informed relative to labor laws 
and regulations governing the employment ot 
~ora. (56, PP• 67•68) 

Forrester includes 1n the functions of the placement 

worker the recruiting and registering of students, listing 

personal data, educational attainments, training, work 

history, and kinds of work desired; the assembling and 

organizing of all significant facts and credentials; 

classification of the applicant according to job qualifi

cationsJ interviewing the candidate as to his wants, hia 

abilities, his future (very important); reception of em

ployer requests on special forms; selection and referral, 

giving each employer several choices, and each student 

too• giving aid to student in selling self for particular 

job; and sending recommendations and credentials of sev• 

eral candidates. 
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Also in her list are solicitation for special groups, 

such as t he handicapped; verification of placements; field 

work to make contacts and keep informed; keeping recorda; 

following up both the employer and the employee••not just 

for school evaluation but also to help the employee 1n 

progressing. (27, PP• 390-3~2) 

Extent ~ Types ~ Placement Organization 

There seem to be no recent country-wide figures avail... 

able on t he extent of placement in t he schools. And 

findings from spot surveys made are not entirely consistent 

one with another. About t he only safe conclusion to be 

drawn is t hat definitely not all have placement who might 

make profitable use of t h e service. 

Going back to 1937, a survey of 904 high schools in 

cities of 101 000 or more population revealed that 36.3 per 

cent had no placement at all. The statement was also made 

that "in small communities there is often very little orga

nized placement ~tivity by either the public schools or 

the state employment service." In 1945, the school coun

selors or deans in 100 secondary schools were surveyed 

and exactly half did nothing with placement. It was added, 

however, that in many cases vocational instructors did 

effective work. (57, P• 258) 

Endicott reported that an Office of Education study in 

1941 showed that even among those high schools which would 



3' 
probably rank at the top as to completeness of their guid• 

ance programs, only two-thirds maintained regular contact 

with employers for employment purposes. Again it was 

added that business edoo at ion departments sometimes try to 

help. (24, PP• 5~·56) 

A more recent survey reported by Forkner was addressed 

to 1200 schools of all sizes and replied to by 250. Ot the 

latter number, 148 reported a placement program in oper

ation. There is always the possibility, of' course, that 

the schools with prog rams are more likely to report than 

those without programs. (26, P• 224) 

Lerner, in 1949, surveyed 86 schools in cities ot 

100,000 or more population and reported that 36, or 45 per 

cent, bad no placement . 

oodward 1 s findings, already referred to as one basis 

for the writer's research, show that out of the 618 busi• 

ness teachers returning a questionnaire sent to business 

teachers in every state west of the Mississippi, 43 per 

cent reported "frequently" placing business graduates , 

while 15 per cent do no placing, 15 per cent little plachlg, 

and 26 per cent only occasional placing. (See Table II, 

page 35.) 



Table II - Guidance in placeme-nt and follow-up
reported by 618 business teachers in states west of the Mississippi 

(No distributive education teachers included) 
(93~ P• 114) 

6f those replyli"it to spec.1fle question.: Humber 
Function Per Cent Per CelT Per Cent Per Cent No 

None Little Occasima 11z Freguentlz Report 

Contacting potential employers • • .. 17 18 33 32 22 

Providing placement in work experi
ence outside school .. _. • • .. • • 22 11 31 35 35 

Plaeing of business graduates • • • 15 15 26 43 21 

Assisting in placing other graduates 32 23 25 19 46 

Placing of business drop-outs • • • 48 32 15 5 68 

Assisting in placing other drop-outs 61 26 10 3 51 

Making regular follow-up studies of 
business graduates • • • .. • • • • ~ 26 23 16 22 

Assisting in making regular follow-up
studies of all. graduates • • .•. • • 58 23 13 46 

Making regular follow-up studies of 
business drop•outs .• • .. • • • • • 67 7 4 52 

Assisting in making r egular follow-up 
studies of all drop-outs • • • • • 73 21 ..4 '2 54 

Counsel former pupils • • • • .. • • 15 25 40 20 32 
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However, it must be realized immediately that the 

fact that 43 per cent of the business teachers reported 

frequent placing did not mean that 43 per cent of the 

schools bad organized placement . The writer's further 

survey ot nearly all those reporting frequent placing 1n 

Oregon, Washington, and Idaho would be a fair indication 

that organ ized placement was not indicated in most oases. 

But it also strongly indicates that a lot of effective 

placem~~t goes on without an organized set-up. 

As noted earlier, out of 36 business teachers in Ore• 

gon, Idaho, and Washington to whom letters and question• 

naire~were sent, 29 replied. Of the 29, five were 

allotted time for placement work, though 1n one case the 

teacher was also a principal and 1n another he was a dis• 

tributive education coordinator as well. Two of the 29 

were allotted extra fund.s for placement; two were allowed 

clerical help, and 12 reported a phone, but it was obv1oua 

trom further comments that 1n 'a number of cases this meant 

the office telephone. 

From a city school credited with exceptionally fine 

business education supervision comes a typical comment: 

•1 have worked for years to be given time for working up 

a set program, but nothLng has ever come of it, so what 

1. See Appendix 
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we .have done has been outside school hours--in the evening~ 

on weekends, and a great deal during the summer. In fact, 

my summers are given over quite largely to this work. How• 

ever, it amazes me that we get the results we do from our 

somewhat makeshift program•" 

Oregon's supervisor of occupational information and 

guidance services reported that he could give few suggea• 

tiona as to where systematic programs of placement were 

being worked out in Oregon but that a number of business 

teachers were doing a very good job. One of the services 

rendered to Oregon high schools by his department is "help 

for the teacher-counselor 1n giving assistance 1n the 

satisfactory placement of the individual." (137) 

From Minnesota comes a recent report that one-third 

of all non-metropolitan high schools in Minnesota provide 

full-time placement service for graduates, and that three 

times as many large schools as small schools give help. 

(95, P• 54) 

The Iowa state supervisor of guidance services said 

that ot Iowa's 832 high schools, 44 with enrollments of 500 

or over had placement bureaus in charge of a counselor or 

a business education supervisor; those with less than 500 

enrollment had either the business teacher responsible tor 

placement or no placement. He commented that the business 
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education teachers work througll the guidance eervic to 

orsanite th beat method ot placement. (130) 

A 1050 report from California atatea tb t the large 

eobool have plac ent bureau for all atudenta, frequently 

operated in cooperation with the emplopumt service, an4 

1n small acboola the principal or vocational teacher 

handles placement . (43, P• 42) 

At tbia point 1 t would be well to e xpla1n the var1oua 

types of placement aet-~pa poaaible. (l) In a number of 

1 rge cities tbe placing ot raduatea ot all departments 

1n all b1gb s chools is centralized 1n one placement office. 

(2) In other large cities the plaotng ot gr duates 1a de

centralized, • ch h1gb school maintaining 1ts own place

ment servlee. Moreover, in manJ medium"' ized. cities which 

have but one high school, tbe school maintains a single 

placement ott1oe for the graduatea of all depart.ente. 

To d1st1n ui.eh this tram the program which takes oare of 

several b1gh sehools 1n a oity, this type will b referred 

to as a s neral placement system. (3) ·. y schoola••proba• 

bl7 bJ tar the moat oboola••have no central serv1oe, or 

gen ral aervioe, but the bua1nesa department or busin aa 

teacher provide placement for buaineaa atudenta. Thia 

plae ment m&J be o.ona1 tent and planned, or it my b h1t

or-miaa. (4) Cooperation with the state employment 
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service may be combined with any of the foregoing types, 

but because of its many important aspects will be discussed 

aa a separate type. 

Lerner's survey, mentioned previously, showed a divi

sion of the 86 large cities covered according to type of 

placement service& 

10 had the centralized type of placement 
34 had t he decentralized (general) type 

6 had a miXture of the two above types 
36 had no placement service, as already stated 

It was also determined what percentage of them had 

characteristics cons idered desirable for a placement pro• 

gram. In t L.e table below are shown some of the procedures • 

used in these large-city services. 

Table III 
Practices £ollowed by 

10 centralized and ~4 decentralized 
school placement services 

(49, P• 324) 

Centralized DecentralizedPractice (Per Cent) (Per Cent) 
Bad full•t1me personnel • • •. • • • 90 
Extended service to graduates •• 100 
EXtended service to drop-outs •• 80 
Solicited job openings by phone • 100 
Solicited job opening s in person . 90 
Had special room set aside • • • 100 
Kept active. files of job seekers. 100 
Used specific forms in placement. 100 
Followed up youth referrals • • • 100 
Cooperated closely with school 

personnel • • • • • • • • • • • 100 

20 
100 

60 
73 
57 
1'7 
80 
60 
57 

100 
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An outstanding example of the central placement ser

vice is the one of the Baltimore public schools, which has 

been established f:or· many years. Each semester the coun

selors from the placement office go to each high school 

and present to each graduating class the employment oppor

tunities in the city, and explain the training and personal 

qualifications required to fill the openings. Following 

this, the placement counselors interview each graduate, 

after having received from the individual school's coun• 

selor basic data covering the scholastic, health, teats, 

and personality recorda of t he individual graduate. From 

the interview, the placement counselor adds impressions of 

the applicant and 1nforma tion on his plana and job choices • 

The complete record is then filed 1n the central office tor 

use in making employment contacts for the graduate. 

The employer is informed of the placement service 

through personal calls, correspondence, and telephone 

conversations and publicity, as well as through recommenda

tions of the service by employers who have secured compe

tent workers. Some further details concerning Baltimore 

techniques will be mentioned 1n later sections. (4) 

Another outstanding central system is found in At• 

lanta. Employer contacts are made by dj,viding the city 

into sections and a representative from each h1gh .sohool 

(usually the counselor) is responsible for making peraonal 
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contacts in his section, f illing out a contact card after 

each call. Then, just prior to the June placement time1 

a double postcard is sent to eacih employer_ who was contactr 

ed. Job order cards are used to record orders coming in• 

Students use application cards which have room for follow• 

up information on them. {78 1 PP• 110-111) 

Despite the fact that all guidance writers who have 

come -to the writer's attention seem to agree that place

ment is one of the essential functions of the guidance 

department of the school, it bas been difficult to find 

very many accounts of general placement programs directed 

by that department. While certainly it is not only the 

business student who needs help in job adjustment, the 

greater part of the information available has been eon• 

cerned with service provided especially for the bus1neaa 

student, or with service started for the business stu~ 

dent and broadened i n to general placement later. 

Frequently in the smaller schools the high school 

principal aids consider ably in placement. Of the nort~ 

west teachers surveyed, a number reported specifically 

tbat calls from employers came through the principal.. This 

could be a means of centralizing efforts except that the 

principal obviously is handicapped by too many other 

duties to leave adequate time; perhaps too, his relation• 

ship with students as disciplinary head is a drawback. 
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Froelich urges that placement efforts be oentr al1aed, 

not onlJ to provide help to all etudenta who need it, but 

to facilitate cooper tion with employers and ith the 

emplo,ment erviceJ he says individual teacher referral ia 

· ·, too h1t•or-miaa to be i'air to the student, and the emplo7er 

1a leaa likely to call again it there is confusion as to 

handl1ng h1a contact. 

He cites Mt . Clemens, Michigan, aa having a very sue• 

cessful placement otfic•, owing to good organization and 

consistent use of tho cumulative record and tour other 

tormaa (l) a student "emplo711ent record," wh1cb inoludea 

parent's name and oocupat1on. oho1oea ot work, el;)erience, 

and reterencea; (2) a referral (introductory ) card; (3) 

record of plaoementaJ and (4) record of requeata. (291 

P• 25 ) 

. Lincoln High acbool 1n Manitowoc, 1soonain, has an 

et.teotively operating otttce 1n connection with the ooun• 

aelor'a office and using student clerical help. The 

counselor and the bus1neas teacher cooperate in visiting 

larger offices of the city at least once a year, and each 

employer is telephoned just before Obri tmaa and again in 
I 

the apring by atudenta with a aet apteoh to uae and a for-m 

on which to enter a report of the conv raation. The stu• 

dent telephoner starts out• "Thia ia the Lincoln High 
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School Counselor's office. We are interested in learning 

if you need any people for part- or full-time jobs. If 

so, we would be very glad to help you out." (118) 

Roland G. Ross, Iowa State Supervisor of Guidance 

Servic~s, indicated a number of Iowa schools had general 

placement headed by a counselor. He added, on being asked 

how best the business teacher could assist the counselor: 

"If a counselor is worth his salt be will know when he 

should go to the business teacher for information about 

the individual student as well as about the suitability of 

the student for a given job•" (130) 

Novak says that the counselor should not handle place

ment if the rest of the gu1dance\~rk suffers as a result , 

but instead, some other qualified person, such as a school

work program coordinator or vocational teacher, should take 

it over. (57, P• 259) 

The distributive education supervisor is frequently 

the coordinator of a general program for the school. A 

number of northwest teachers mentioned placement assistance 

from such a person. E• N. Brenner, Director of Adult and 

Vocational Edu.cation for the Corvallis, Oregon, public 

schools, is an example. He has many opportunities to 

register and place students in all fields, and to cooperate 

with the local employment service, through his supervision 
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of work experience programs in distributive education, 

office education, and trades and industries. (99) 

Preston Doughten, head of the business department in 

the Salem, Oregon , high school, cooperates with the diatri• 

butive education director in making all types of placements. 

(105) Anot her teacher reports t hat she handles stenographb 

placement, the distributive education teacher sales place• 

ment, and the office the balance. (102) 

Tonne stresses that whoever is in charge should have 

definite contacts with prospective employers; should be 

free to leave the building during school houraJ should make 

tull use of other placement a gencies, or any contacts 

students have with friends and relatives, and of news• 

papers. (81, p. 142) 

Dame lists the necessary qualifications for a place• 

ment d irector as: Knowledge of occupations and t heir 

requirements; ability to size up students and employers; 

familiarity with labor regulations; cooperating abilityJ 

ability to c ompose oral and written reports that are under• 

stood easily; community l eadership that will result in 

lasting c ontacts; and familiarity with educational facil1• 

ties. He says: 

If t h ere is no school provision for place• 
ment, however, the business department itself 
should assume t he responsibility of placing its 
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products in the job. The school and the stu• 
dent must each play his respective part, but the 
heavier responsibility lies with the business 
department. (20, P• 163) 

This brings us to the placement service provided by 

the business department or business teacher. While it ia 

evident that there is a definite need for making the ser• 

vice available to all students and for coordinating it aa 

to operation, a number of writers believe the business 

department or business teacher is the logical leader. 

Wrenn says the local situation determines who per

forms the placement function--perhaps it will be the 

eounselor, perhaps a vocational coordinator. "More often 

it is a teacher who is asked to do this work because of 

interest and ability." (95, P• 57) 

Dame s~ates very positively that the business depart• 

ment should have at least a part in .placements 

In an effort to settle the problem of who is 
to be responsible for the placement program, it 
may suffice to say that the business department
head or the committee of business teachers should 
in some manner be responsible for placing business 
graduates. Further, if any other scheme is used, 
such aa a school-wide plan through the guidance
office, the business department should have some 
part in the program. These business teachers 
understand more fully than others the requirements 
ot business and are aware of the extent of the in• 

. dividual stUdent's preparation and ability to 
adjust to the specific job situation. (20, P• 168) 

Even in Seattle, which maintains a central placement,,. 

office in connection with the state employment service 
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(described later), the business department plays a l}lajor 

part. The Business Education Supervisor wr1tesJ 

The Business Education department head in 
each high school assumes a large degree of re
sponsibility for the proper placement of eac~ 
of the graduates from h1s department. He makes 
it his business to be acquainted with the oppor
tunities various companies have for employment.
Over a period of years of successful placement
of graduates, he has become acquainted with the 
special needs of quite a number of firms . Of 
course, the department head has the assistance of 
both the teachers of his deJartment and of the 
high school administration whenever it is needed. 
(104) 

Among the 29 teachers in the ~orthwest who correspon

ded with the writer, it will be recalled that only five 

were given any released time for placement. Moat of the 

teachers were doing placement entirely on their own time, 

after school or during vacations, or "stealing time from 

classes." o assistance from a general placement service 

was mentionedJ in fact, in only one case was assistance 

from the counselor's office mentioned. The majority had 

few or no regular forms in use--one commented: "I think 
I 

the use of a file as you suggest above would be valuable 

and good--but I have so many things to do it would be just 

another chore." (124) 

While one teacher (109),who is apparently doing some 

effective placement, said, "It doea not require very much 

time or work," the more typical comment was: 
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There ia not enough time to do an adequate 
job; and the fact that there is no telephone on 
the third floor at school does not add to the 
ease with which placements may be made. As you 
can see, we have a very crude placement service 
•••but we do place most of our students before 
school closes in June. (128) 

Eugene, Oregon, has taken a step in the right direc• 

tion. There placement is considered a "teacher activity" 

so takes the place of other extra-curricular assignments. 

(115.) Newark, New Jersey, has one business teacher in 

charge of placement, for which duty she has a "small amount 

ot time released from class instruction," when she 1nter

·v1ewa students desiring full• ·or part-time jobs. (68 1 

P• 201) 

Two rather well organized business teacher-operated 

pl.aoement ott1ces are described in the section on "Settc1ng 

up Placement Aid," and, of course, there must be many 

others which are not recorded in the sources available. 

Some good placement service is also indicated, of both 

the general and business department type, 1n the material 

on employment service cooperation which follows . 

Cooperation with State EmElozment Services. 

While there is not complete agreement among educators 

that the school should depend greatly on aid trom state 

employment services, there can be no doubt that the employ

ment services often give excellent and extensive ald. 
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Lerner's 1949 survey of the 86 large schools showed 

that 69 (including both t hose with and without school 

placement) cooperated with the employment service. Only 

four of those reported "close cooperat1on"--mean1ng 

interchange of personnel. of facilities, of records, and 

of occupational information. The balance reported that 

the . emploJment service personnel visited the school to 

register students; the school referred students to the 

employment service with cards; school records were supplied 

sometimes to the employment office; job information was 

furnished the school upon request; and/or ·irregular con

tacts only were maintained, (42, PP• 322-325) 

The United States Employment service head says that, 

1n 1951, there were 110,000 graduates served through for• 

mal school-employment service agreements. "By 1952, the 

states estimated that at least 2851 000 were served," he 

adds. "Formal or informal working agreements based on the 

national policy statement (of the United States Office of 

Education and the United States Employment Service regard• 

ing school-employment service cooperation) have been 

negotiated with thousands of schools in hundreds of com• 

munities." (58, P• 4) 

Reports from various states show varying extents of 

cooperation. North Dakota's state supervisor of business 

education writes: "We do not encourage an organized 
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placement service in the school itself. In most cities 

where this would be useful , there is already established 

a North Dakota placement service. (111) In Connecticut 

all graduates and also students of legal working age are 

referred to the employment services, and social security 

numbers are sent to the school for assignment. (19 1 P• 59) 

In Iowa, .only 3 per cent of the schools cooperate with 

the employment services~ according to an estimate of the 

state vocational guidance director. (130) A 1942 report 

from Califorr~ia stated that there was gt>owing recognition 

of the need for closer cooperation between employment ser

vices and schools; that in nearly all communities served 

by the employment service, the schools looked to it for 

assistance in placing students~ that the relationships 

varied from the school's advis ing students to register at 

the local employment service to a cooperative arrangement 

between t he a c encies. A couple of years later~ it was 

reported that San Francisco 's coordinated plan ~ad proved 

successful. The schools had first attempted individual 

placement and then joined forces with the Junior Employment 

service, Four persons from school and employment service 

divided t heir time between the two. (10 1 PP • 21•23) 

The 1948 report of the California Conference on Youth 

Welfare included: 
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This section believes that effective place-· 
ment can be best accomplished through the com
bined efforts of the schools anG the state employ
ment service; and it recommends that the leaders 
at the state level of both of these agencies take 
the initiative in developing a plan of cooperation
which will offer to every youth the information 
he needs about job opportunities and provide as
sistance in applying for and obtaining work that 
will best use his training, knowledge, and inter
eats. (14, P• 28) 

From Massachusetts comes an estimate that in the 

school year 1951•52, some 206 schools were 1n cooperative 

programs with 40 "full-functioning" employment offices. 

(22, p. 28) In Wisconsin, a pproximately 55 per cent of 

the state's high schools were served during the 1951•52 

school year. These schools had 65 per cent of the senior 

enrollment in all high schools. And they got results. 

Local office records showed that the majority of students 

who were counseled bad obtained per.manent jobs in line 

with the plans developed. (69, P• 10) 

Ohio's state supervisor of guidance says of that 

state's cooperation with the state employment service: 

Ohio is proud of its long history of coopera
tion between ita schools and the local offices of 
the Ohio state employment service for the purpose
of assisting high school graduates 1n securing
employment in line with their in.terests and quali•
fication,. Probably the greatest period of expan
sion in ' this direction came in 1941 and 1942 when 
a state-wide cooperative placement program was 
established. In th6se years a good percentage of 
Ohio's high school graduates, who became active 
job seekers on graduation, were assisted by the 



51 

employment service in securing their first jobs.
This program has continued 1n effect each year
since 1941. (120) 

The employment service served 33.97 per cent of Phila

delphia's high school graduates in Jl.ine, 1952. (61, P• 24) 

Forkner's recent survey report mentioned that Fargo, North 

Dakota schools "interchanged and cooperated one hundred per 

cent with the state employment offices, making and sharing 

all surveys and statistics with them•" (26, P• 224) 

Portland , Oregon 's nine high schools have a very good 

working arrangement with the state employment service, 

handling the cooperation through a vocational guidance 

committee made up of the vocational counselors from eaeh 

hig h school and the d1rec tor of guidance of the Portland 

pub lie schools. (137) 

Seattle's business education director writes: 

We also use the employment service rather 
extensively. We have beginning employment 
division of this service in Seattle with seven 
full-time employees 1n this division. Two ot 
them are paid by the Seattle public schools, and 
the other five are paid by the state of Washing
ton. All of them are under the direction and 
supervision of the Seattle public schools. 
This division is responsible for the employment
of all young people in this area for all kinds 
of jobs as well as office positions . The office 
positions are more numerous than all others put
together . We place about 1,000 business educa
tion graduates in business positions each year.
The school division of the employment service 
does a great deal of Yoc tional testing and has 
acoess to all of our school recorda so that when 
time comes to plaoe a graduate sufficient infor
mation is available to place him properly. (104) 
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Forrester records that Providence, Rhode Island, sub• 

sidizes a school placement service instead of setting up 

its own youth section. The school committee has complete 

administrative authority but invites supervision of the 

employment service. The employment service contributes 

part of t he costs, and assists in a complete and continuous 

survey of, and service for out-of-school youth. In st. 

Louis a similar plan is used but the office is located at 

the employment service office, with some school personnel. 

(2'7, P• 389) 

Among the 29 teachers contacted by t he writer in 

Oregon, Washington and Idaho, 10 mentioned using the Gen

eral Aptitudes Teat Battery of the employment service, 

and in most cases this was preceded by a talk by a repre

sentative of the service, explaining what help they had 

available for high school people. 

bile four of the teachers reported no contact what• 

ever, eight told of consistent contact (two mentioning that 

the employment service people came to the school to regi• 

ster students for employment), and three told of sending 

students to the employment service office. One of those 

with consistent contact e~la1ned that not only did em

ployment service representatives come to the school to 

register t he student but the school was consulted as to 
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suitability of a given job for a given student before final 

matching. (105) 

A couple of teachers reported making use of the Gen• 

eral Aptitudes Test Battery results in the school counsel• 

ing program. Another interesting possibility of aid from 
' :' 

the employment service was suggested from Eugene-- there 

the employment service sends a representative each spring 

to the secretarial practice class to g ive stenographic 

teats, and results of these tests are listed along with 

registration of the student for employment. (115) 

In order to give some idea of the nature and extent 

of help which the employment service is prepared, at least 

in some cases, to render, an effort will be made to sum up 

activities carried on in various states. 

The coordinator for special services in the Youngs

town , Ohio, public schools writes: 

e have a very fine working agreement with 
the local employment agency, which in our case 
happens to be the Ohio state employment service. 
This agency has d eveloped a general aptitude 
test battery which they are willing to adminis• 
ter to any sen i or who is not going to college, 
or to our potential drop-outs. On the basis of 
this examination and interviews with these boys
and girls , they are helped by the employment 
agency to get positions for which they are 
reasonably well qualified. 

We do not lose track of these people after 
they have entered employment. The employment 
a gency sends a periodical report to the principal 
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of the school from which the student graduated 
or withdrew. In this way we are able to keep in 
touch with them for a period of several months 
un~il they are reasonably well established in 
their jobs. We do not permit a boy or girl to 
drop· out of school on a work certificate basis 
until they have registered with the employment 
service. We have found that this has added to 
our holding power. (103) 

A statement of the typical program in somewhat chrono

logical order, and with some detail as to procedures and 

forms, might be as follows: 

Early in the fall an employment service counselor 

goes to the school and explains the employment service 

facilities, the purpose of the program, and the place of 

aptitude tests in tbe program. Basic elements of career 

planning are spelled out, pamphlets are dis tributed and 

discussed, and perhaps movies are shown when available. 

Then the importance of relating labor market information 

to what is known about oneself is e~lained. 

After this presentation, in most states a screening 

form is used to discover which seniors will be entering 

the labor market the following Jw1e. On tbe following 

page is the standard form. 

Only those seniors checking the No . 1 item are given 

the GATB test, as a general rule. This te.st measures ten 

aptitudes and then relates them to 20 different fields of 

work, which include about 1,800 different jobs. 
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EMPLOYMENT SECURITY AGENCY 
State of Idaho 

HIGH SCHOOL SENIOR SURVEY 

( ) Male 
( ) Female SCHOOL.___________ 

NAME -----------------

PLANS AFTER GRADUATION 

1.( ) I want a permanent job. 4.( ) I plan to take a job 
I do not know what kind for which arrange• 
of-:fob'I want and I menta have already
would like the help of been made. 
the employment security
counselor 1n making a 5.( ) I plan to marry or 
vocational cho1e e. stay at home and not 

seek a job.
2.( ) I want a permanent job. 

I know what kind of job 6.( ) I plan to enter col• 
I want but would like lege or other school. 
the help or the employ
ment security a g ency 1n 7.( ) I plan to enter mili• 
getting it. tary service within 

the next year, or 
:5. ( ) I want a summer job and have other plana aa 

would like the help of follows: 
the emploJment security 
agency 1n getting it. 

I would like to obtain information about the following occu-

pationa or apprenticeship training opportunities -------

(135) 
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The employment service has a form headed: SCHOOL RE• 

PORT OF GENERAL APTITUDES TEST BATTERY RESULTS. This form 

is specifically for the school records and not to be g iven 

to the student, although t here is, or course, a separate 

report made on each student. 

The front of the f orm lists the 20 fields with a box 

before eac h to cheek if the student has the required amount 

of aptitude for that field-•the required amount being based 

on a comparison with similarsptitudes possessed by success• 

fully employed workers 1n the field. The back of the form 

stresses that aptitudes alone do not insure s uccess and 

ment i ons that many fields of work are not covered. Then 

there is a space for co mments on (A) high or exceptional 

aptitudesJ (B) deficiencies; (C) fields in addition to 

those checked 1n which studen t meets aptitude requirements; 

and (D) remarks, suggestions as to fields not covered by 

the test, tentative vocational plan, etc. 

Finally, the form states: "To obtain the full value 

!rom t his test, the student should have a personal inter

view with a counselor of the employment security agency, 

who will assist him to formulate a vocational goal in line 

. with his aptitudes, interests, labor market conditions, 

and other pertinent factors." 

The interview, usually conducted at the school on 

school time, involves an individualized review of the 
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education, training, aptitudes, tntereats, social and 

economic influences, and physical capacities of tbeboy or 

girl, and an attempt to help the young person relate t hese 

to alternatives of occupational opportunity. Emphasis is 

placed on the vocational decisions to be made. 

Wisconsin and some other states make use of a "Voca• 

tional Plan Statement." It is a form which, ~hen f olded, 

fits into a wallet. On one side are listed the addresses 

of all employment offices in the state. The other side 

counselor in this office have jointly arrived at t he follo~ 

has the fo llowing arrangement: 
Date 

This certifies that and the employment 

1ng vocational plans: 

Field of Work Code 

FIELD OF WORK CODE 

Vocational Plan 

Wisconsin State Employment
Service 

(In this corner Located at 
ia the key to 
OATB test) Counselor 

The plan is explained in the counselor's talk before 

the seniors. and the latter are urged to discuss it with 

t heir paren~s, and are told that it will prove useful if 
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they wish to seek employment in other areas. The presen• 

tation of t his statement at any employment service office 

in the state assures prompt efforts by that office to 

locate employment opportunities in line with t he plan . 

(69, PP • 7-10) 

In t he recent 11-state survey of school-employment 

service cooperation mentioned earlier, it was found that~ 

!n most loeal offices reported in the sur
vey, the employment service counselor has had 
access to the cumulative school record. In t he 
better run schools , considerable data may be re
corded by a number of teachers or pupil personnel 
workers regarding the pupil's school achievement, 
extra curricular activities, and personal quali
ties ••• seven of the states also .reported that 
individual case conferences were conducted be• 
tween the ES cotinselor and the school counselor. 
(52, P• 6} 

Various states use different forms for recording this 

information about students. Some employment offi·ces have 

made no effort to obtain ' school information on individual 

students and consequently have no use ·for·- such forms • In 

these cases the re gular office application blar,k alone is 

utilized. Leslie Sudweeks, Youth Counseling Director tor 

the Idaho state employment service, pointed out that this 

may sometimes be due in part to the school's failure to 

provide reallatic, objective information about students. 

A "Behavior Description" sheet which was tried out in a 

dGzen schools in Idaho was dropped because it was felt 

that the information was not sufficiently valWl.ble or 
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well-done to retain. It had places .for the school to 

check the student•s degree of responsibility, influence, 

adjustability, and concern for others, with space for com

ment at the end. 

Several offices in Idaho are using a sheet entitled 

"School Record Data Form" to obtain student information 

from the schools. It is fairl'J simple and brief, yet 

allows listing of considerable information, ineludingJ 

Name of student, school, school course, 
date of graduation or leaving , grade average, 
rank, subjects with best grades, subjects with 
poorest grades; physical handicap or i mpairment, 
comments concerning factors that may have a bear
ing on a vocational choice, special abilities, 
interests, personal traits, extra-curricular 
activities, bobbies, other factors, voc~tional 
plan, and standardized test results (interest, 
intelligence, achievement, etc.) (135) 

A form which shows promise of being copied 1n other 

states is one now used by the Ohio state employment ser

vice and headed "PreEmployment Record." It not only 

provides for listing of student information in consistent 

form but it has two little tear strips at the bottom on 

which to report placements !2 ~ school. 

The first section of this sheet is entitled "Identi

fication" and has place for student's complete name and 

address; age and date of birth; sex and race; parent or 

guardian's name and occupa tion; school and its location; 
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school course taken; date of leaving school; last grade 

completed; number in class; approximate rank in class, and 

general average. 

The second section is labeled "School Report." It 

bas place for consistently strong subjects; consistently 

weak subjects; majors; minora; grades or courses repeated 

and reason. 

Next are listed "Vocational and Avooational Inter-

eats." These include occupa. tion in which interest has 

been expressed; occupational goal last stated; extra

curricular activities; outside activities and bobbies. 

A space for work experience follows, including dates, 

employers, and job dutiesJ and then under the heading 

ftgealth Record" is space for the number of days absent 

during the year and physical handicaps or limitations; and 

comments. 

Each of the tear .sl1pa at the bottom is about an 

inch deep and is marked off from the rest of the sheet by 
.. 

perforat1onsJ the lower one is labeled "First Placement" 

and the other "Second Placement ," and there is space for 

name, address, school, data, occupation, employer and 

wage, on each slip. ' . 

The reverse side of the sheet has a place for teat 

results, including intelligence, achievement, aptitude, 
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and interest teats; and below that is a chart on which to 

make personal trait ratings. Ratings are made by checking 

various descriptive terms to indicate degreesofs industry 

and energy; relations with others; emotional stability; 

leadership; appearance; ability to learn; dependability; 

and punctuality. At .the end ia a blank space for counse• 

lor's comments· and signature. 

With respect to the tear slips, w. F. Lunsford , 

director of the Ohio state employment service, had this to 

add: 

There is also direct contact between local 
offices and schools whieb permits exchange of 
information beyond that reported on paper.
These personal contacts and discussions afford 
greater opportunities for solving problems which 
may arise and to further develop the cooperation 
procedure . They also provide, in a sense, a 
training situation 1n which the employment ser
vice and school personnel may learn more about 
each other•s responsibilities and contributions 
to the welfare of youth. (120) 

The writer attempted to lear.n what concrete valuea of 

the cooperative program had been established. Lunsford 

reported from Ohio: 

e do not have statistics establishing that 
"success" 1n placement is different under this 
type or activity from that in the regular appli• 
cant service to youth. We have learned that 
through the cooperative program we have more of 
the students coming to our office for employment
assistance, so do place a greater number. 

But perhaps the greatest contribution of this 
program is in connection with potential school 
dl..opouta. A large percentage of the students 
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who have applied for work permits (because they
intend to drop school) change their minds and 
continue in school till graduation after talk• 
ing out the value of education versus immediate 
employment. ~ben economic necessity compels that 
the student work, our employment counselors have 
been successful in encouraging enrollment in 
part•t1me or evening school by the student. ~0) 

The value of the program to the dropouts is stressed 

by others too. Massachusetts provides for n agreement 

that the local employment office will not take the case of 

a recognized dropout until the youngster has returned to 

school and discussed his leaving with his counselor or some 

school official. Such an agreement makes it necessary that 

the employment office counselor receive some form 1nd1• 

eating that the youngster has discussed his problem with 

the school people and that they have had the chance to try 

to keep him 1n school. (22, PP• 28•30) 

Philadelphia is making a vigorous effort to reduce the 

turnover among 16- and 17-year•old full-time workers. A 

cooperatively prepared leaflet, "What's the Next Move?" is 

being sent to parents of 16-year-o1ds wbo have lost their 

jobs, with an accompanying letter stating that the young 

person must either be enrolled 1n school, or have another 

full-time job. Reasons are given in the leaflet for him 

to make a good move this time and use the counselinR, teat• 

1ng. and placement services of the nearest state employment 

service office. When a 17-year-old worker loses or leaves 
I 
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his job, the PSES is notified by the Certificating Service 

and sends a leaflet to encourage him to use the f ree 

employment service. (61, P• 25} 

Another service rendered by some state employment 

offices is promotion of employer interest in youth. On the 

following page is a letter used in Idaho this past spring. 

It was sent to several hundred business men in the state. 

The questionnaire on the reverse side of this letter 

is as follows: 

Name of Firm 

Address 

Telephone Number ----------

Do you expect to have jobs high school graduates 

could fi ll? 

Yes No 

If so, what kinds of work? ______________________ __ 

ould you like to know more about our testing pro

gram? 

Name of person to contact 

Finally, the state employment services can offer help 

in research and training. In Michigan, "workshop programs" 

have been conducted in a number of locations by staff mem

bers of the Michigan employment security commission for 
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EMPLOYMENT SECURITY AGENOY 

State of Idaho 
Boise 

(LETTER SENT TO EMPLOYERS, SPRING, 1953) 

Here is an opportunity we should like to call to 
your attention. It concerns the utilization of our most 
precious resource--YOUTH. 

Following Graduation Day, many local high school 
graduates will be looking to ua to help them find jobs. 
Some will be seeking permanent jobs; others will be seek• 
ing temporary summer work. They offer you the enthusiasm 
and drive of youth, the ability to learn well when prop
erly directed. Upon training, they can be a. real asset 
to your business. 

The Employment Security Agency has given many ot 
these high school seniors the· General Aptitude Test Bat• 
tery, which measures their potential ab iliti es in many 
different fields of work, covering nearly 2,000 jobs. 

e suggest that you give some thought to where some 
of these young people may fit into your business. If you 
have such job openings, or expect to have, why not phone 
our office at ? Or f .ill out and return the ques
tionnaire on the reverse side of this letter. 

Remember this is a public service for which there is 
no charge to applicant or employer. 

Very truly yours, 

Manager 

(135) 
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administrative and guidance personnel of colleges and high 

sc hools in the state. In these, detailed study is made of 

c ertain techniques, such as testing, the use of the Diotiar 

ary of Occupational Titles, Part IV (entry occupations}, 

as a counseling tool, and the conducting of the counseling 

interview. There is exchange of information, techniques, 

and tools. (75, P• 19) 

Ohio too has an experi mental cooperative program 1n 

progress in five communities. 

It ls natural that there are some limitations to the 

service available from the state employment offices. For 

example, here is a memo to all local offices .from the 

director of the Iowa state employment service, September 

17, 1952: 

We must, therefore, limit our counseling ser
vice to those students that are entering the labor 
market and who meet the criteria .for need of em
ployment counseling. Again this service can be 
offered only on the basis that it will not 1n any 
way curtail our normal office operations. (130) 

On the other hand, the importance of cooperation with 

sehools is recognized. Hendrik Mugaas, employment special

ist of the North Dakota state employment service, points 

out that high &ehool graduates and dropouts represent the 

bulk of the new entrants into the labor market, and it is 

wise to appraise these new job seekers while they are still 

in school. (34, P• 666) 
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The Pennsylvania state supervisor of counseling, in 

reporting that the junior employment service had proved 

ineffective be.cause the artificial division in the labor 

market resulted in sub-standard job opportunities for the 

junior division, mentioned that local advisory committees 

had helped the Pennsylvania employment service to function 

effeetively. In addition, school counselors are given an 

opportunity . to intern in the employment aervic e office, 

and schools are aided in lo?ating firms for school- work 

programs. (34, P• 601) 

Educators differ as to value of employment service 

cooperation. Crow says, "Perhaps the .most satisfactory 

function of school employment agencies might be tbat ot 

cooperation with the United States employment service . " 

(17, P• 225) Glen Smith decides: "It may be found that 

the sohoolts appropriate function is that of uti l izing and 

assisting with the coordination of placement services in 

the community rather than attempting to provide parallel 

services." (77 , P• 340) 

On the other hand, Myers says: "The employment ser
'

vice has wide coverage of employment opportunity but its 

primary interest is 1n the experienced adult . " He adds 

that it is influenced by various pressures; it la.oka stu

dent information; and 1t does not provide for follow-up . 
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But then he remarks that it cannot function properly !!!a

out school !!£• (53, P• 309) 

Tonne believes that "governmental employment services 

seem to become overmechan1zed and concerned with the place

ment of large numbers of people in large enterprises." 

He too qualifies his disapproval by noting that "Employment 

service help bas sometimes become more satisfactory by 

setting up a branch office in the school." (81# pp. 143

144) 

The Iowa guidance supervisor observes that "the high 

school student is ready for a job of the type which the 

employment service never hears of." He considers the func• 

tion of the employment service to be that of furnishing 

information about specific job possibilities and local, 

state, and national occupational trends to the school 

placement service. (130) 

Froelich suggests utilizing the employment service for 

obtaining job specificationsJ employer information; hiring 

requirements; employment opportun1t1esJ general occupational 

trends; and help in follow-up. (29, P• 252) Dame advises 

cooperation with the employment services but emphasizes 

the need to keep direct contact with employers through 

school placement activities. (19, P• 63) 
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Setting Y2 Placement ~ 

F'rom even the necessarily incomplete coverage in the 

foregoing pages, it will be seen that there are many 

choices and many possibilities for rendering placement aid. 

If the school has an e!'fieient guidance department, 

the business teacher may try to promote general placement 

service there, but make sure his own understandings of 

business students and business occupations are utilized. 

If the city is a large one with several schools and there 

is need for, but lack of central placement, he may be so 

ambitious as to attempt some perauaaion on the city super• 

visors, probably through his own school's administration. 

If the local employment service is progressive and 

interested but overlooking some possibilities for aid to 

youth, he can do some promotion there. Or t'inally, and 

more probably, he can set up or improve his own placement 

service. 

Whatever the system used, the advice which crops up 

repeatedly is: Let your local situation determine the di

rection of your efforts. Do not try to do it all at once, 

but be systematic in what you do. Be sure all efforts are 

coordinated and that you have the cooperation of students, 

other faculty, administration, businessmen and community. 

One suggestion is to "sell" the student council on promot

ing placement. 
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Walters says that regardless of the type of organiza

tion used, t he success of t he placement service depends 

upon five t hings: 

1. The person in cha r ge of' the placement work must be 

definitely assigned, have time available, and know and be 

able t o discuss t he technical as well as personal qualifi• 

cations of students. 

2. A system of records of the students to be placed 

and vacancies to be filled, and clerical help to maintain 

them properly, are essential. 

3. A plan to locate vacancies--make employer contacts 

--cannot b e overlooked. 

4. Tr aining must b e given students in finding and 

applying for jobs. 

5. Follow-up 1s necessary. 

Walters also cautions that provision must be made for 

adequate office s pace: 

Even a part•time placement officer should be 
provided with a desk outside his classroom, for a 
classroom is never satisfactory for placement 
work. Interviews with students who are to be sent 
to call on employers should be private ••••voreover, 
a classroom may lack filing faciliti&s, and it 
seldom has a telephone. The latter is an 1ndispen•
sable aid in contacting employers and in receiving
calls from employers. 

Above all, employers object to doing busineas 
in a classroom••••An employer who calls at a school 
to discuss needs or interview students and who is 
forced to carry on his business in a classroom in• 
stead of an office 1s likely to become disgusted 
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with the unbusinesslike procedure, and in the 
tuture he may turn to some other source or 
employees. (89, P• 332) 

Endicott says the minimum essentials for organized 

placement are a central office with desk space, file, phone 

and conference roomJ sufficient clerical help. to keep reo• 

ords, answer the telephone, and arrange interviews; a 

director who has time and is a skilled counselorJ and an 

adequate budget so service will be free. (24, P• 55) 

But placement may be good and have a small beginning, 

In fact, the small beginning is preferred as long as it 

is planned and systematic. Edna Jesseph, Scappoose, Ore

gon business teacher, warns: "Don't try to do too much 

to start with. Things build up gradually ." (116) 

Even Gertrude Forrester, whose guidance and counsel• 

1ng service is widely recognized as a model, has this to 

say of ita beginnings: 

For the first two years, the author's work 
was carried on 1n addition to a full-time teach
ing load of seven daily classes of shorthand, 
typewriting, and bookkeeping. During the tenth 
year, one-half time was devoted to individual 
counseling and direction of the work. The pro
gram in the first few years was conducted, without 
a cent of added expense to the school. Twelve 
years later, the program cost approximately 30 
cents per pupil, 1n addition to staff time. (27, 
P• 3) 

A Uniontown, Pennsylvania placem~nt service started 

out with merely keeping record cards on business students, 
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including their personal and skill ratings; employers 

called and the~ds were used to fill requeat&J and so 1t 

was decided to atar$ a placement bureau. (64, PP• 394•397) 

The commercial teacher,s of West Side high school in 

Newark, New Jersey~ started with a vacant deak, a tele• 

phone, and 15 for supp.iies, in 1940. Forms were dupli• 

cated and students were trained for clerical help. The 

bureau was run by two business teachers excused from one• 

fittb of the regular schedule--about li hours a day each. 

One teacher concentrated on part-time placement and the 

other on full-time placement. Dropouts and earlier gradu

ates were served too. 

By 1945, 2;>00 calls from employers had been reeeived 

and 3,POO students had been plaoed. In that year, 70 per 

cent of the students were working part-time, including 

90 per cent of the secretarial s~niora, most of whom were 

in e,lerical or stenographic jobe. In 1945 and 1944, 95 

per cent were placed before graduation. 

The need for essential forms is stressed by t he teach

er reporting. Other specific needs mentioned are acquain• 

tance with labor regulations and employment conditions; 

giving help with personal problems; and dealing with job 

requirement• based on race~ nationality, or religion, to 

give maximum advantage to the student. (71, P• 37'7) 
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The editor of American Business Education, in Deeembe~ 

1951, recommended an article in that issue as describing 

"a functioning placement service for full- and part•time 

students. The description and the forms illustrated 

should be very helpful to the business teacher who is inter

ested in developing a similar service in his school or 

department." (1, P• 87) 

The placement service was one described by a busineas 

teacher in Grant Union high school, Del Paso Heights, 

California. The author had this to say: 

A job placement office should be set up in 
every school which has a business department. 
This office should be very easy to organize • ••• 
should begin by placing business students only,
but in time as the office gets organized, it 
should also take on the responsibility of finding 
job opportunities for all students who need 
employment, regardless of specialization. 

He urges cooperation with service and professional 

organizations of the community, and remarks that in many 

cases the placement division has come to be a major feature 

of the school, through service rendered the community and 

the resulting publicity. 

He found that the greatest expense was the time con• 

sumed; that three hours a day at least were needed tor 

recording, interviewing, making contacts, and making fol~ 

ups. He urged that there be a small ottice where employers 

could interview students, equipped with a telephone with 
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outside line if possible, and desk and chairs for interview

1ng, and files, and a bulletin board for announcements of 

civil service and other job opportunities. 

He specified that the materials needed to start were 

two file boxes, about ai by llt inches--one for student 

information and one for graduate information. He uses dit

ferent color tabs to show type of work for which qualified, 

such as stenographer, fi le clerk, general, sales, etc., and 

these tabs are started at the left of the card, placed 1n 

the center after an interview, and on the right of the 

card after the student is placed. One other file box, 3 

by 5 inches, is needed for employers' record cards. (1, p. 00) 

Most of the business teachers contacted in the three 

northwest states felt that they had made only beginnings 

and needed further organization. Several ment ioned inten

tiona to set up a system, and expressed need for plans. 

Others felt there was more need for future plans, as: 

My own feeling is that here in Spokane, un
der present conditions of supply and demand, 
there is not a great deal needed in the way of 
placement. However, these conditions are abnor
mal. When the supply catches up with the 
demand, there is going to be a real need for 
some effort on our part to place students. (110} 

The thoughtmay occur at this point, of course, tha t 

even if all students are now being placed, it may be neces

sary to inquire if they are properly placed. 
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Gruber suggests that a "reformation" may be started 

by utilizing all school resources for business experience; 

by coordinating jobs students get on their own with class 

instruction; by setting up a placement office, and by fol• 

lowing up dropouts and graduates. (33 1 PP• 52-54) 

Novak 's advice on starting action is not to attempt 

it single-handed but to coordinate efforts, and get the 

support of students, teachers, parents , employers, and 

labor groups . The type of service depends on comwur~ty 

need. If the state employment service is well developed, 

just assist them, and cooperate with other a gencies which 

may be available to aid, as the YMCA, YV~A, Chamber of 

Commerce, B 'nai B' ri th vocational service, etc. He re

minds the school that it bas much significant information 

to give but equally as much to gather back. (57, P• 259 ) 

Be prepared in advance to meet such problems as 

racial and religious prejudices, age restrictions, pupil 

unwillingness to leave locality, sub-standard wages, etc., 

advises x Berger. (7, PP• 35-38) 

As Myers puts itJ 

In the end, constructive results come not 
so much from insistence on any one plan of 
organlzation as from such universally essential 
things as competent professional le&dership, 
recognition of the need for cooperation under 
any system, and sympathetic public support. 
(53, P• 301) 
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The business teacher can, with proper preparation, 

supply that competent professional leadership, and/or 

stimulate it in others . An over-all picture of what is in

volved in the placement process haa been attempted . On 

the following pages are some added findings on the varioua 

phases of the process, which once again might be listed 

as: 

Preparation for Occupational Competency (prior 
to the placement process) 

Gathering and Interpreting Student Information 

Gathering and Using Occupational Information 

Help in Proper Matohing of student and Job 

The Follow- Up Program and Job Adjustment 
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Preparation for Occupational Competency 

The business teacher's part in preparing the student 

for occupational competency woul d be a sufficient subject 

for a lengthy study in itself. Here it will be discussed 

in order to point up its relationship to placement . 

Preparation is not only the foundation on which the 

actual placement process 1s built; it must also be the 

product of the placement process. Its total nature should 

be determined by what is learned through gathering and us

ing student information; through gathering and using occu

pational information; through giving help in matching 

student and job; and through the follow-up program and 

job adjustment. 

The logical place to start in evaluating the prepar

ation you are providing is with local needs-·which would 

involve occupational survey of your local l ab or outlets 

and follow•up of students who have supposedly been pre• 

pared. 

Many surveys and follow-up reports have been made. No 

one community's survey will g ive the answer to another com

munity's problems but it may indicate some of the answers 

possible. 

A 1951 survey of members from 90 National Office Man

agement Association chapters showed a predominance of com

plaints about the attitudes and sense of value of 
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beginning office workers. Next most common deficiencies 

noted were reading, writing, language skill, spelling. and 

penmanship. Too many students dropped out of school before 

being properly prepared; teachers knew too little about 

business; there was a lack of uniformity in preparation-· 

but here it was mentioned too that there was a lack of 

specific job requirements set up by business; and it was 

recommended that there be more emphasis on business corres

pondence and business arithmetic. (32, PP• 101•106) 

A Yakima , Washington, survey revealed that 38 per cent 

of the offices had difficulty in getting satisfactory 

stenographers or secretaries; 20 per cent,satisfactory 

bookkeepers; and 16 per cent, satisfactory bookkeeping ma• 

chine operators. 

That survey listed de:fioiene1es in this order: in• 

accuracy; unwillingness to assume responsibility; lack of 

~b.it1at1ve; non-adaptability; and lack of interest •. 
Of all office employees, 78 per cent used typewriters; 

74 per cent used adding machines ; 71 per cent the telephcne; 

60 per cent filed ; and 53 per cent had to meet the public• 

Most- used equipment a.nd ma.chines were also listed. Only 

two per cent of the positions could use people with less 

than high school gr&duation; 63 per cent could be filled 

by high school graduates without further training. 
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The vast majority gave no entrance tests; the few who 

did dictated at 80-90 words per minute average; required 

transcription at 10 words per minute or with satisfactory 

accuracy in reasonable timeJ gave special typing arrange• 

ment problems. Many hired on a trial basis. Most of them 

considered the personal interview the biggest factor in 

deciding on an employee. Main source of new help was want 

ads first, and private employment a gencies second. 

Recommendations resulting from the survey included 

setting up an adequate system of guidance, job placement 

and follow-up in the public schools; giving standardized 

office entrance tests to graduates; setting up an advisory 

committee to advise school officials; and setting up a 

program to arrange actual office experience for business 

teachers. (55, P• 9) 

Dame finds tm tz 

Upon examining the results of many surveys, 
certain items are common to ne arly all ••••The 
three skill subjects--bookkeeping, shorthand, and 
typewriting--still rank hi gh on any list of re
quired subjects from both t he employer's and the 
employee's point of view•••• Office practice, 
salesmanship, commercial arithmetic, and intro
ductory business training usually come next in 
varied order of importance. Both employers and 
employees agree that there should be greater 
emphasis on the fundamentals of English, arith
metic, spelling , and penmanship. Greater per
sonality development, particularly oral expres• 
s1on, and t h e ability to handle the telephone 
are f requent items revealed in these studies as 
needing remedial work. (20, P• 198) 
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The San Diego business education supervisor urges that 

schools give more attention to personality; and to student 

understanding of the private enterprise system, which, he 

says, is not based on wanting something for nothing. He 

believes the first thing needed is a better teacher under• 

standing of community occupational requirements and oppor

tunity. Then it is necessary to teach students good 

appearance and knowledge of how to sell themselves because 

"the student 1s at a definite disadvantage anyhow because 

of his inexperience." (3, p. 17) 

Crow says to stress dress and g rooming, punctuality, 

trustworthiness, industry, and ability to follow direc

tions; to build the right attitude for getting along with 

the employer, other employees, and labor unions. (1~ P•~J 

Jones advises teaching the student how to make good 

on the job by paying close attention to directions, not 

making the same mistake twice, and getting interested in a 

job and feeling he belongs to it. (42, P• 400) 

Cooperative ~Experience 

Perhaps the very best preparation for occupational 

competency is through work experience. The 1961 American 

Business Education Yearbook says: 

Educators in general agree that there is no sub
stitute .for actuality. The best organized class• 
room situation cannot by any stretch of the 
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imagination provide the reality of an actual job
where the student must perform at business stand• 
ards, take the responsibility for a job, and work 
cooperatively. with others in carrying out his re
sponsibilit1'es. Job experience alone, however, is 
not sut'ficient. Unless the school is so organized
that time is provided for supervision or the stu• 
dent on the job by properly trained supervisors,
much of the educational value of job experience is 
lost. (26 1 P• 226) 

The first of the "Imperative Educational lieeds of 

Youth" listed by the NEA Educational Policies Commission 

in 1944 read: "All youth need to develop salable skille 

••••To this end, most youth need supervised work experie~P 

Work experience programs are probably as often reoom• 

mended by educators and business groups as is placement, 

and both areas are receiving at least some attention in the 

schools. At the 1953 convention of the National Associ

ation of Secondary School Principals, it was reported that 

one-fourth of all high school stu4ents in the United Statea 

were working. (13, P• 31) 

Of course, this did not mean that all were in work 

supervised by schools. The 1948•50 Biennial Survey of 

Education 1n the United States shows that only one per cent 

of the high school students 1n this country are enrolled. 

1n work e192i&rienoe ;erograms; however, it mentions tba t moat 

of these are supervised by the school, indicating that 

"work experience program" bad not been used loosely. (84) 
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Moreover, there are indications that a fair percentage 

of these students are 1n business education programs. When 

it is considered that t hose taking part are usually a 

selected group in terminal courses, the implications are 

that a fair number of schools participate . 

Of the 250· schools in Forkner's surve-y , 198 reported 

that they had work experience programs within the school 

itself. In commenting upon the value of t his experience , 

schools reported tbat it helped in recommending students 

for jobs; gave students confidence; and developed good busi

ness attitudes. Also among the 250 schools reporting were 

135 which had work experience in cooperation with business 

firms. These reported the above values plus increased 

permanent placement; better relations with businessmen; 

better retention of jobs; and better classwork in school. 

(26, P• 228) 

A number of teachers and placement people report that 

work experience makes placement easier. In Iowa, 75 per 

cent of those in work experience programs get permanen t 

jobs through that experience. (130) 

The superintendent of schools at Aberdeen, South 

Dakota reported trying a cooperative work-study plan for 

six years, and it is now definitely established as a "fun

damental part of the high school program." Pupils attend 

school in the forenoon and work 1n business establishments 

afternoons. 
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It was found that 76 per cent of the gradu
ates who had participated had found permanent
employment in voc ations for which they were 
trained, and 92 per cent of the graduates from 
the business c urriculum had obtained regular 
work. (18 , PP• 781-784) 

Lincoln, Nebraska, found that "the ~ute the student 

was placed on a job 1 he became more serious in the school 

work, and his woTk improved both 1n caliber and speed . " 

All jobs ther e proved permanent, but a.rrangement was made 

in advance that they should be. (48, P• 275} 

Other enumerated advantages are: contact with chang:tng 

trends , new machines, and new office materials; enrichment 

of course content; acquaintance with office routine; con

tinuous opportunity to find shortcomings in training ; and 

more interest and cooperation from business. 

A survey made by several government agencies in 1947, 

covering 51 school systems in larger cities and 85 school 

systems in small towns, . in 37 states, led to the conclusion 

that supervised, limited work experience helped school 

work, but t hat other kinds were a handicap. (47, PP• 1• 59 ) 

Forrester suggests that the value of work experience 

as a placement medium is attested by the fact that, during 

the depression years, a pproximately 85 per cent of the 

cooperative graduates from Wilmington, Delaware, high school 

found full-time employment before the first of the Septem• 

ber following graduation. (27. P• 383) 
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Among the 29 business teachers contacted by the writer 

only three had work experience programs of some kind in 

connection with office training. Four of them bad distri• 

butive education work-experience programs in their schools, 

and three mentioned students getting part~time work on 

their own. One of the latter mentioned that school work 

suffered as a result. One other had supervised a work ex• 

perience program in a former position. 

In Bonners Ferry, Idaho, students have held "practice 

jobs" in the community for two hours a day for two weeks 

during second semester . Some jobs were found helpful and 

others not. The teacher feels she must be more selective 

in choosing students for the experience, requiring that 

they have definite plans for office work, employable quali

ties, and the right attitude. (97) 

Another business teacher writes: 

As head of the business education department 
1n the Flaga.taff, Ar1zon~ high school, I made a 
.survey of all existing offices and the number of 
positions in them. Then I sent out a mimeographed 
letter to each, offering the services of a business 
education student for six weeks, for two hours a 
day, free, the students to receive office practice 
credit. We got gpod response and placed many stu
dents through this trial method . (107) 

Last year was the third one for the work experience 

program in Grangeville, ldabo. There the bank, a grain 

warehouse, the Forest Service office, and the school office 

cooperate with the school by taking students a half-day 
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for one week. All office training students go to the bank 

and to the school office, and only the best to the other 

places. There are also occasional calls for part-time help 

from other offices 1n town. No pay is allowed. The pro

gram has been very effective in giving students permanent 

placement, as well as allowing the various places to try 

out a number of students. (100) 

Grants Pass, Oregon, has a "Typing for Service" club, 

which bas given many s tudenta work experience and a number 

permanent placement. (113) 

Aa shown in the table on page 35, Woodward's survey 

indicated that about one-third of the 618 teachers return

ing questionnaires provided "placement 1n work experience 

or part-time jobs outside school." 

Waukesha, Wisconsin, high school has participated for 

three years 1n a cooperative ~raining program with two 

local business firma--Waukesha Motor company and the Na• 

tional Advertising company. The students in secretarial 

and clerical classes, numbering about 80, may work after

noons during two six-week periods of their senior year. 

Each student goes through the process of filling out an 

application blank, appears for an interview, and experiemes 

the same orientation that a new employee in the firm does. 

They are paid at a minimum of 75 cents per hour and moved 
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from one department to another, and each is given varied 

ins true tion. (82, P• 37) 

Lincoln, Nebraska, high school , already mentioned, 

places students during their last semester in school with 

the understanding that it will be full-time upon graduati~ 

and it bas been 1n every case. They usually work full 

afternoons and Saturday mornings , get school credit and 

are paid regular hourly wages, starting at 75 cents. Ar

rangements are made by each student at the very beginning 

of the last year so that proper scheduling can be done, 

and the coordinator can give consideration to their back• 

grounds and interests. (48, P• 274) 

Another school requires coope:rs.tive off ice practice 

and has since 1928. Senior secretarial practice .atulients 

take a course spring term which includes afternoons for one 

week 1n each of three different firma . The first month ot 

the second semester is spent 1n class, then work experience 

is atarted; assignments for class are made each onday morn

ing. Payment is not allowed except for Cll8rt1me work, and 

definite rules are laid down. Contacts with employers are 

made by letter and personal visits of superintendent, pr1n• 

c1pal, and business teacher ; by talks at service clubs; 

and through the students, who have proved of real help. 

(50, P• 433) 
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North Dakota has a number of training programs in both 

distributive and office occupations. The business educa• 

tion bead writes that t hey believe the training is excel

lent for finding out what the community needs are , and for 

providing training for positions available. (1!0 

Cooperative part-time work is elected 1n t he 12~h 

year in Minnesota. Students enrolled for this course sub• 

stitute "Occupational Relations" tor " Modern Problema" and 

take, 1n add ition to the required English, one other course 
..., 

direetly . related to the type of work in which they are 

emplo7ed. All cooperative students are 1n school three 

periods in the morni~ and at work on a school-supervised 

job in t he afternoon, for which they receive both pay and 

one credit per semester of work. (92, P• 276) 

Both Fort Atkinson, Wisconsin , and Rock Island, Illi• 

nois, have their office practice students work half-days 

for two weeks 1n local business offices, without pay. 

Before they are sent out to -work, office technique, peraaBL. 

appearance, manners, and personality are discussed. They 

are taught how to approach the employers when reporting for 

work. "The students are thankful for the experience, for 

they will never have the terrible dread of the personal 

application or the first day on the job." (27, P• 382) 

Mt. Diablo , California, makes use of spring vacation 

week and the three school days preceding it for intensive, 
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on-the-job training in downtown offices. Work is without 

pay and response from both students and employers is en

thusiastic. Many students secure perm~ent positions 

through the contact. 

The Business and Professional Women's club in Kansas 

City joins with the Wyandotte high school in providing a 

month's work experience without pay for half-days in Kansas 

City business firms . To be eligible students must have 

parents' consent and average school marks . Another school 

arranges for each member of the senior stenography class to 

spend after-school hours for two weeks in both a large and 

a small business office. Members of service clubs cooper• 

ate in arrangements. (27, P• 383) 

In Corvallis , Oregon, a well organized program is con• 

ducted by the director of adult and vocational education. 

He started out by spending three months calling on all em• 

ployers personally, bearing a letter signed by the school 

superintenien t and the Chamber of Commeroe and explaining 

that training needs were being determined. 

He found out how many were employed each place, the 

turnover, employees' duties and training , and if the 

employer had any difficulty g·etting help--if so, the employ

er was asked if he would be interested 1n helping train 

one of the local high school students. If the employer waa 

interested , a card was filled out for his firm, and 
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submitted to a local advisory council consisting of five 

voting members (employers and employees). This coWlcil 

approved or disapproved the firm for training students. 

Each summer the director rechecks all cooperating firms ~ 

but this takes only about three weeks. 

Following a 30-day probationary period, a contract i .s 

made bet een each employer and student. Employers state 

wages (65 cents if non-Interstate Commerce, except 50 cents 

for the first 4:00 learning hours) and hours, promotion 

arrangements, duration, and other conditions, and agree to 

give proper training, and report every nine weeks. The 

student agrees to do his best, observe rules, be loyal, etc. . 

Effort is made to place atudents during the summer for 

the following school year. inimum age is 16 and work per

mita are required l.Ulder 18. The s t~ en t may work only as 

long as he complies with all school requirements and does 

average or better class work. A health examination is 

given once a year. students may spend a maximum of 44 

hours at work and in school combined, and may not work aft:A:r 

10 p.m. in Oregon . One credit a year is given for a mini• 

mum of 15 hours• work a week. Students are sent with card 

to "apply." 

Supervisory visits average once a month if everything 

is going smoothly, each week if not. The student's grade 

is determined by the school s~pervlsor after talking to the 
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'· 
immediate superior and to the employer. Students in the 

program are required to take a related class. (99) 

The Business Education coordinator in Olympia, Wash

ington, supervises a p~gram for office and distributive 

trainees . He tells in interesting detail how he started: 

I joined the Chamber of Commerce and put the 
problem up to them• Through the retail board of 
that organization I got a number of jobs in stores 
and offices. About that time I asked to apeak be• 
fore the service clubs of the city and when they 
were· informed about the program they came through 
with some jobs. I then sought out some of the 
employers who had not been contacted and asked 
them to come to school ·and talk to the classes 
about employment in their particular business. 
Even tbis seemed not to be enough, so I started 
a door-to-door canvass of every store and office 
in Olympia. In place of making a complete can• 
vaas of all the stores and Qffices, I stopped 
as soon as I had everyone on a job, so the fol
lowing year I had to start all over again and 
cover the town . 

After the second year it was easy . With 
emp~oyer-employee banquets, one employer talk• 
1ng to another, etc., I started to get calls 
tor my students. However, I spend about one• 
third of my coordinating time eaeh year doing 
missionary work for the next year. I do this 
in the spring just before school is out to 
try to place the students during the summer. 
When I enroll students I tell them to get out 
and get a suitable job for the summer that 
will qualify during the school year and you 
would be surprised to see how many can find 
places. By fall there are only a few not 
working so I can usually place them. I have 
50 students working this year. 

At the start of the school year he calls on all new 

• ~ployera to explain the program and make certain the job 

qualifies. Then he calls on old employers to make sure 



90 

relations are going satisfactorily. After that he tries 

to get to each about once a month. Problems are taken care 

of in three-way conf'erences. Students are· not permj,.tted 

to change jobs during the year. Students work afternoons, 

and office work pays 90 cents to ,..1.50 an hour. One credit 

a semester is given, and a related course is taken for 

additional credit. He has an advisory committee consisting 

of two union members, two employers, and the chairman of 

the retail board. Employer-employee banquets are held each 

year. (132) 

The problems ' of setting up a work experience program 

encompass many of the general placement problems and a num

ber of special ones. J. J. Bello, o Montclair, ew 

Jersey, high school, has compiled a helpful list of prob

lems and their solutions. (5; P• 343) Other workers have 

encountered additional ones or slightly different aspects. 

Below, an effort is made to sum up the items most commonly 

needing attention, and what is being done about them. 

1. Getting cooperation from ~ administration, fel

!2! teachers, students ~ their parents, ~~ communi~· 

Harms says that cooperative work plans have failed because 

"an over-enthusiastic teacher attempted to put the plan in• 

to operation without first organizing the community for such 

a project." Alan Lloyd advises that the teacher develop 
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the program gradually, at first perhaps excusing students 

for specific work. (36, P• 298) 

The administration must be sold on the values of work 

experience, to the point of providing adequate time for 

administration and supervision of the program. The appro,.. . 

al, .interest, and cooperation of fellow teachers must be 

obtained in advance. Two of the likeliest hazards of the 

program are scheduling difficulties and interferenc.e with 

study time. Bello suggests trying to overcome faculty 

prejudice with speakers who have had good experience with 

the program, and with a committee of teachers to examine 

objections. (5, P•· 543) 

An advisory council is strongly advised by nearly 

everyone experienced with the program. Instances of its 

use have already been noted. The council should be small 

enough to work efficiently but large enough to be truly 

representative of business, labor, and education. (A more 

detailed discussion of the advisory council appears 1n 

the section on "Specific Job Information.") 

Businessmen must be sold on the advantages to them• 

selves. The community must be aware of the program. Rad1~ 

newspapers, panel discussions and programs at various com• 

munity meetings, and other publicity have been suggested• 

Parents and students must understand not only the advant~s 
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to the student but his obligations 1n the program--his 

responsibility to the businessman. 

2. Employer Cooperation. The teacher should visit 

the office himself to see if he would like to work there . 

He should know working c ondi tiona and the chances for ad

vancement. He should make it clear to the employer that 

he is getting an inexperienced teen-ager but one who is 

anxious to learn and who can be trained; perhaps it is 

sometimes well to advise the employer to give an over-all 

picture of the job and then explain the details only a 

step at a time. Arrangements should be made to allow stu• 

dents not to miss out on desirable school activities . 

The Montana business education supervisor, whose hand• 

book is mentioned in paragraphs following, writes this 

concerning the matter of getting cooperators! 

Determining training stations in your town is 
the job for the teacher-coordinator. Just plain
visiting all business houses , finding out how many
will employ students, what kind they prefer, how 
much they pay, bow they wish to help in sharing 
training is a good start. Rating the firms and. re
ferring students to them 1n the fall is the next 
step. Students should be sent in two~a and three's 
and screened by business firms themselves. {125) 

An issue of American Business Education has listed a · 

set of' criteria for cooperative training stations: 

The work station must be progressive and 
forward-looking. It must be a place where 
school and parents want boys and girls to work. 
The organization must be interested in young 
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people and desire to help in training them. The 
firm must be willing to pay wages to the student 
comparable with t hose paid to beginning workers 
1n similar work. Physical surroundings should 
be satisfactory, sanitary, and desirable in every 
respect. The student should not be placed in a 
business owned or operated by a relative. (37, 
P• 93) 

From a Seattle supervisor of a work experience program 

1n retailing comes a suggestion which might be of value, 

especially atter complete arrangements have been made. 

There the stores make their requests for help at a meeting 

of teachers and personnel managers. (102) 

A writer 1n The Business Education World strongly ad

vises a atudent-employer agreement to "clear up misunde~ 

standing among employer, students, and schools." He 

recommends one from Forrester, and a copy of it is shown 

on the following page. (18, P• 781) 

It will be recalled that the Corvallis, Oregon, plan 

uses a contract after a month's probation. Oomparatively 

few schools seem to have a written agreement, however . 

Mention bas already been made that students sometimes 

obtain their own jobs for the work-experience program. 

Reep made a survey of work eJPerience programs in the 11 

western statea in 1951 and found that 41 per cent of all 

students in the program were placed by the coordinator, 

while 30 per cent found their own jobs and had them okayed 

by the coordinator. Sixty-five per cent of the schools 

used the latter method, and many a combination of the two . 
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STUDENT•EMPLOYBR AGREEMENT 

I, -------------------------------' acting as employer, do 
fully understand and agree to the following: 

First, to show my willingness to teach the student my 
trade or business as circumstances permit , and insofar as 
possible route him through the different jobs of this par
ticular business . 

Second, to have said student under my training for 20 
hours a week, hours to be arranged by mutual agreement. 

Third, not to allow the training of this student to 
displace any other employee. 

!i'ourth, to tell the coordinator each six weeks what 
progressthe student is making . 

Fifth, to confer with the coordinator upon any unsat
isfactory situation in the training program before the 
student is released. 

Sixth, to require the student to be on the job as reg~ 
larly as a paid employee and fulfill responsibilities. 

I, , as student, do fully 
understand and agree to the following z 

First , that the above conditions relating to the em
ployer are known and agreed to by me. 

Second, that I shall attempt to learn as quickly as 
ce.n. 

Third, that I will be prompt 1n getting to work. 
~'ourth, that I understand that there need be no set 

pay for the 20 hours of t raining, but if the employer de
sires to pay something, it may be accepted . 

Fifth, that I will, under all conditions, show my de• 
sire to learn and to cooperate with the person teaching 
me, and to make the work as pleasant as possible. 

Sixth, that I will be exceedingly careful to o·bserve 
the rules of business etiquette as they concern my employ
er's business. 

(18, PP• 781•784) 

I 
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Whatever the plan for obtaining the training station, 

Bello eautione the teacher-coordinator to make sure that 

he gets on the right footing with employers and stays ther~ 

that he keeps businessmen happy with wise plaeanent and 

good supervision. (5, P• 544) 

3. Determining ~ basis 2£ student selection ~ 

placement. Reep 1 s survey found that requirements for pla~ 

ment usually included: Health--half required a medical 

examination) minimum age--half set 16--or the year in 

school, most often the 12th; parent's consent; scholarship 

minimum--usually average or above; related courses; and 

often interests, abilities, and economic need. (66 1 PP• 

21-34) 

One of the first ··things to give practical conside:rat1al 

is that school and labor laws affect your local situation. 

Knowledge of legal regulations is more important, if pos

sible, to in-school placement than to placement of gradu• 

ates, so will be d;1scussed here. 

WORK PERMITS 

The Fair Labor Standards Aot of 1938, amended in 1945, 

and again in 1949, requires that employees engaged in in~ 

state commerce or production of goods for interstate com'"' 

meree shall not be paid less than 75 cents an hour . (Mere 

observers do not come under thia.) However, special 
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certificates may be secured from the administrator under 

Section 14 of the act authorizing employment of the pupi l 

as a learner at a wage below the statutory minimum . (27, 

P~· 379-398) 

In addition, the federal legislation prohibits child

ren under l6 being einployed during school hours, or for 

more than three hours a day outside school hours , except 

in certain situations where it is proved that further at

tendance of school would cause hardship in the child's 

family or be educationally unprofitable, after the eighth 

grade . (67) 

Then there are the individual state laws to c onsider. 

In some states t be laws would not limit the program in any 

way. In some, it may be necessary to get approval of the 

Labor and Industries department on the grounds that it is 

a learning experience and not regular employment. In some, 

it may be necessary to limit the program to observation 

only. 

A check was made o!' labor, school attendance, and 

continuation-school legislation in the three northwestern 

states. The minimum age for employment in all three 

states, Oregon , ashing ton, and Idaho, is 14. In Idaho, a 

work permit is required under sixteen for work during sob:ol 

hours unless the young person is "literate and proficient" 

in certain subjects--usually this means high school 
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-graduation. In Oregon an employment certificate, or work 

permit, is required between 14 and 16 years of age, unless 

there is a continuation school in the community, 1n which 

case a permit is required up to 18 years. ashington re• 

quires a school exemption certificate issued locally to 

students employed during school hours while under 15. 

In addition, there are la.ws regulating the number of 

hours of work allowed. Idaho permits a maximum of nine 

hours :a day 1 and of 54 hours a week, u.nder 16 years. of age • 

Oregon allows an eight-hour day, and a 44-hour week for 

youth under 18. Washington stipulates a maximum of eight 

hours per day and a six-day week f'or children under 16 

when school is in session; in computing the total hours, 

one-·half the total attendanoe hours in school are inoluded. 

(66.). 

Besides this information, the work-experience super• 

visor (or placement officer) should know the souroe of 

certificates, r egulations as to meal periods, as to night 

work, and as to working conditions. Of course, the fed• 

eral government and most states have laws regarding employ

ment of minors in hazardous occupations but office work 

practically never falls into this category. 

4. Determining ~ length of .!!!!,! ~ !!!!. hours .!2, 

be worked . The local situation would naturally be a major 

factor. Reep found that moat programs lasted one year 
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(58 per cent): that there was considerable variation 1n the 

number ·of hours worked, but 46 per cent of the schools 
\arranged for 16-20 hours per week. 

Individual items to consider in this connection are 
·. 

the school set-up, community needs, laws, and most of all 

the individual pupil: his health, his future plans, h1a 

time available for study and for school activities--in 

other words, his needs. 

5. Determining school credit .!2, £!, given . Reep re• . 

ported that this averaged the same as the credit given for 

one regular class. Bello points out that it should depend 

upon time spent, supervision and correlation with related 

course, and type of employment--although, of course, only 

that employment which gives useful training should be in• 

eluded to begin with. 

6. Determining ~ students ~ ~ receive. Reep 

found that 86 per cent of the cooperative students were 

paid, and that the average was 65 cents an hour. Several 

writers noted have suggested that the program be begun 

without pay. This has some advantage perhaps in getting 

more willing cooperation from employers at the start, and 

establishing in the student's mind that the primary pur

pose is training. On the other hand , it is contended that 

receiving pay makes the procedure more meaningful to the 

student, and it has been the writer's experience that 
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many students who need the office training will take differ

ent types of job instead if the latter are the ·only source 

of earnings. 

7. Bueerv1sion, reporting, ~ erading. Several 

examples of supervision have been given . Always it should 

be in the direction of helping--first, helping the student, 

and, second, helping the employer. Good correlation with 

class work is essential. Being alert to working condi

tions and educational benefits of the given job is essen

tial. 

Reporting apparently is most successful hen done by 

the supervisor after inter v !ewing the immediate superior 

and employer. It does need to be regular, and meaningful 

records should be kept . In the Manitowoc, Wisconsin, 

program, employers are asked to sign regular report cards, 

which makes it possible for them to see students' other 

grades. There the employers fill out a work report and 

send it to the school and the student is called on to make 

a periodio oral report. (llS) 

A number of practical employer report blanks were re• 

ceived from business teachers and there are many available 

in published volumes. Readers might be referred to a hand

book put out by the Montana state supervisor of business 

education. Prepared especially for part-time cooperative 

work experience ' with office practice classes, it gives 
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useful detail on all phases of such a program. Nicholson 

points out that the purpose of such a program is not only 

to provide~e-employment office training, but to keep youth 

in school, and to meet more quickly an acute need for 

employees. (125) 

Miscellaneous suggestions which have been made include 

the following: It takes a year or two to prepare the pro• 

gramJ start with what is already under way. Avoid explo1

tation of the child, curtailment of education. and unfair 

competition with adults. Be prepared to meet prejudices aa 

to race or creed, if necessary . Include · in a related claaa 

such things as deductions, social security and other bene

fits, and make it a clearing house for actual problems from 

work. Restrict program to 12th-grade students who are 

employable in specific places. Register enrollees in the 

spring for the following fall . Keep the program elastic 

·-perhaps use periodic committees to cheek on it. 
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Gathering and Interpreting Student Information 

Getting to know the student is the first step in aa'l"f 

sist1ng him to make a wise occupational choice. And the 

foundation for knowing the student is the cumulative 

record (assuming it is as complete as it should be) and the 

personal contact and interview. 

The cumulative record should start with any pre-school 

data obtainable and be a complete history of the pupil's 

school experience, social and economic background, and 

home and other relationships. It should reveal his traits, 

his physical and health data , any occupational experience, 

his recreational activities, and any other significant 

information--including, of course, all test resulta. 

Guidance authorities are unanimous 1n agreeing that, 

while tests are only a part of the picture, and can be 

misleading, they have their uses. Every school should 

have testa available for measuring intelligence, achieve• 

ment, interests, aptitudes, abilities, and personality 

development. 

Intelligence testa (usually the group type far all 

students and individual ones for confirmation) and achieve

ment tests are fairly familiar in all schools. Commonly 

used interest tests are: 

Kuder Preference Record, Science Research 
Associa tea, Chic ago (Sample, 50 cents) 
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Strong Vocational Interest Blanks, Stanford 
University Press, California (Sample,
15 cents; costs more than Kuder to use) 

Tests recommended to learn clerical aptitudes include: 

Minnesota Vocational Test for Clerical \Vork
er•, Psychological Corporation, ·522 Fifth 
Avenue, New York 

Test of Clerical Competence, Science Re
search Assoeiatea, Chicago (Sample, 25 
cents) 

The General A..pt l tudea Teat Battery, which is ad.minia• 

tered tree by the state emplo71nent service, should be 

mentioned here too. This is now being given to ninth and 

tenth grade students on an experimental basis; previously 

it baa not been considered valid tor students under 16 or 

18. 

Use of the Terse Shorthand Aptitude test has been 

mentioned but the writer is so firmly convinced t hat it 

does not measure the determining factors in successful 

shorthand ~' that she is unwilling to include it in the 

recommendations. For that matter, oodward, writing 1n the 

1952 Business Education Yearbook, has this to say: 

Until the reliability and validity of apti
tude testa in business occupations is much higher
than at present, howevett, the life of a student 
should not be influenced by too great reliance 
upon their predictive values. (94, P- 266) 

Personality development testa most ot'ten mentioned 

are: 
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Bell Adjustment Inventory, Stanford Univer
sity, California (Sample, 15 cents) 

Bernreuter Personality Inventory, Stanford 
University, California (Sample, 25 cents) 

The personality inventory is of particular interest 

to business teachers in view of the oft-quoted figures 

that 90 per cent of the employment failures are owing to 

personality deficiencies. Self-rating and teacher-rating 

charts are frequently used. The ational Association of 

Secondary School principals has a "Personality Record" 

prepared so that a number of different ·:teachers may rate 

each student on the same sheet. Its contents include five 

gradations to check regarding: 

Seriousness of purpose 
Industry 
Initiative 
Influence 
Concern for others 
Responsibility 
Emotional stability 

In addition, there is space for significant school activi

ties; special interests or abilities; significant limita

tions--social, physical, mentalJ additional information 

about financial needs or work experience; and principal's 

recommendation. There is a possiblity, however, that a 

fairer picture can be obtained of the student with each 

teacher rating on a separate sheet, so that other ratings 

cannot influence him• 
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And finally, the tests which may be of moat immediate 

concern to the business teacher are t he vocational compe

tency-•the business entrance-~testa. These are some com* 

menta from northwestern business teachers contacted: 

In t his day and age when there is usually 
a shortage of \\'Orkers rather than jobs, most 
students find. work for themselves6 be.fore · 
they are really ready, but we can't control it. 
(124) 

We need some system whereby employers will 
check with us on the ~ualificat1ons of gradu• 
ates before hiring them. This applies to students 
who seek jobs by themselves and not through the 
school,. Employers get some "lemons" that way, 
but continue to do it. (109) 

Our greatest difficulty is as always that ••• 
too many people secure work without having taken 
the majority of our courses. We have been criti• 
cized severely sometimes because of the students 
who have secured work on thei,r own and who were 
not adequately trained• (113) 

Seattle had the same trouble and did something about 

it. Their business education supervisor writes: 

Through the cooperation of the Seattle 
chapters of the National Otfioe Management As
sociation and of the Northwest Personnel 
Management Association with the public schools, 
we have developed a STATEM1iUiT OF PROFICIENCY 
card which each qualified graduate receives a 
couple of weeks before graduation. The use ot 
this card he lps to assure that business will 
receive qualified people . Its use will also 
help to take away any possible or1t1o1sm which 
would be leveled· against the schools when busi• 
ness birea graduates who are not qualified.
(104) 
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Herewith ia a sample of the card used 1n Seattle. The 

race of it (shown) states that the student has completed 

either the secretarial 
SEATILE PUBLIC SCHOOLS ••• 

••• BUSINESS EDUCATION course, the bookkeepmg 

course. the merchandis• 
THIS certifies that.'-------------------------------------------------··············· 

ing course, or the is a graduate of·----------------------------------------------High School, 

clerical course. On the 
Class of................ , and has completed the MERCHANDIS· 

lNG COURSE with a Commercial Department Grade 

back of the card appears 
average of.................... , and with no final grades below 

C in this department. 

the following stat~~ent, 
Department Head Principal 

or a similar one appli

cable to the course for which the card is issued: 

The Clerical Course includes Typewriting,
Elementary Bookkeeping, Business Arithmetic, 
Business Law, Business English, and two semes• 
tera of Office Practice, as well as the regu•
larly required and elective aubjec ts that must 
be studied to qualify for a high school diplaaa. 

For information regarding attendance, punc• 
tuality, initiative, dependability, and other 
peraonali~y traits, call the School Placement 
Service, SEneca 5150. 

It will be recalled that the school placement service 

referred to is operated cooperatively with the state em

ployment service. Here is kept a photostatic copy of the 

complete school record of all who get the Statement of 

Proficiency. 

Members of the two associations cooperating with the 

Seattle schools have agreed to ask applicants to let them 

see the card. .It will be noted that the grade average 
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for business education courses is recorded on the face, 

and Dotson reports that this has proved to be very good 

motivation. In order to obtain the statement, a grade of 

"c" or better in the last semester of terminal courses is 

required. Students who fail to qualify are expected to 

continue their training till they do, or go into work for 

which they are better fitted. 

The national answer to realistic evaluation of voca• ..... 
tiona.l competency i s the National Business Entrance Tests, 

jointly sponsored by the National Office Management Associ• 

ation and the United Business Education Association. 

Each year an official test series is published which 

may be administered in any center where there are five or 

more examinees in any of the five testing fields covered~ 

stenography , typing, machine calculation, bookkeeping, and 

general office practice. There must be a test administra~ 

or and a proctor who abide by certain regulations, but any 

school can qualify. 

There are two versions of the test--a short one used 

by some business firms ~nd the regular two-hour one used by 

schools and sometimes by business. A part of any examine.• 

tion, whether in one or more skills, is a test in business 

fundamentals and general information. 

Official tests are graded by a joint committee of the 

sponsoring organizations--the nearest location to the 
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Northwest being Sacramento. Each skill test costs 1, in

cluding the general information teat and the grading of the 

examination. Official tests must be given in April, May , 

or June. A certificate of proficiency is given to students 

passing. · Of high school students taking the last one, 

about 64 per cent passed. 

It is possible, too, to ge t the tests f rom former 

years to use as school examinations or for guidance in 

training. Obviously they would be of value in preparing 

students for job application, and for giving the teacher 

pertinent information about the student's immediate quali

fic_ations in a given field . 

These unofficial tests cost 60 cents each or are sold 

six for $2, or 25 assorted for 5. The address is .• 

National Office Management Association 
12 East Chelten Avenue 
Philadelphia 44, Pennsylvania 

While Forkner 's survey showed that only 50 out of the 

250 schools replying had used the NBET tests, NOMA's lat

est figures show 11,000 used in 1952 and more in 1953. 

Seattle was expecting to u.se BET tests as a standard 

against which to check their school grading. It was plsnned 

t hat shortly before the close of school select groups of 

students with grade averages of A, B, and C in the differ

ent areas would be given the testa and then each high 

school could compare ita achievement with achievement set 
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up for NBET· A follow-up of these same students on the 

job was also planned, with findings made available to all 

teachers for any purpose they saw fit. 

Shipley suggests (76, PP• 35-44), and many business 

teachers reported using city, state, and federal civil ser• 

vice examinations, and as mentioned before, at least one 

teacher obtained the services of the state employment ser• 

vice in providing its typing and stenographic tests. 

Cumulative records (some times called "personal fold• 

ers8 ) should be kept accessible to authorized persons but 

completely confidential otherwise. Traxler urges the 

teacher to study the records and note not only the general 

achievement and test results level of her pupils , but the 

achievement in her own field compared to other fields , and 

to diagnose difficulties and provide remedial teaching 

while there is still time. 

The next cons ideration is to interview individually 

every graduating senior, preferably in the early part ot 

the school year and again in the spring. Both guidance 

authorities and business teachers have stressed the value 

of this individual contact. Some schools have excellent 

results from interviewing the parents too. Family back

ground is a vital factor in job choice. Grosse Point, 

Michigan , interviewed parent.s and gathered valuable data 

such as pupil background, economic situation, hopes of 
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the parents, and character of the pupil. They report 97 

per cent of all graduates placed. (46, P• 42) 

Furthermore, effort sh~uld be made in the student 

interview to help him eet a clear picture of his own int

erests, abilities, and aptitudes in relation to occupa

tional opportunities. An interview report blank has been 

found useful in some schools. However, 1n many cases re

ported, this and other inform1t1on was "kept in the head." 

Walters says, "A placement system, to be successful, 

must be based on a system of records. These should in• 

clude rec·oJ;'ds of the students to be placed and recorda of 

the vacancies to be filled." (89, P• 323) 

He recommends using , in addition to the cumulative 

record, a summary of the data from it for the business de• 

partment, a small picture of each student, and a work 

experience record including wri.tten opinions of former 

employers gathered by the teacher and kept on file. One 

teacher reports writing herself to one of each student's 

references and keeping this report in the student's folder. 

At least half of the business teachers writing from 

Oregon 1 Idaho, and Wa shington reported keeping an applica

tion. file of some kind, and several good forms were sent 

the writer. A number mentioned using central office files 

and probably others actually do use them. Four teachers 

kept records of ratings by other teachers. Type of recorda 
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ran from a stmple card listing name, address, phone number, 

and job wanted, to some very complete inventories. 

Only two samples of preliminary information recorda 

were received. One was from Grants Pass, Oregon, for use 

with bookkeeping students. Headed by the student's name 

and textbook number, it has a place to check business sub

jects already taken and to make out a class schedule for 

the semester. Then these questions are asked: 

Are you employed outside school hours? 
Wheret Type of workt Have you ever worked dur
ing summer vacations or after school or weekends?, 
What did you do? Are any members of your family
employed in store or office occupations? Type of 
work? Ownershipf Or wba t'l What do you plan to 
do when you graduate? If you plan to continue 
your school training after high school, what 
course do you plan to follow? 

The student was asked to explain on the back of the sheet 

his purpose in taking bookkeeping, what he hoped to get out 
• 

of the c ourse, if he planned to arrange for the necessary 

daily time to do a good job on each assignment, etc. (113) 

The writer has borrowed the most applicable features 

from several published forms and developed a blank which is 

filled 1n by all business students in all classes at the 

beginning of each school year--and to which information is 

added from the school office,, and from the teacher' a obser

vations as the school year progresses.. It has been foWld 

valuable both to become acquainted with students and to ~P 

information about them immediately available. (See following.) 



Your Name Address Phone 
Grad. Credits Attend. 
Year (LEAVE BLANKs ~S Now --GPA --- Average --------

Other 

Names of Father&Mother: Nat' lty & Lang.: Occupation: Church: Marital Status: 

1'\~'ha-e 11v-lY"> lY T?J ...-nn,.. hnma And Ann-rnxinultA &Q' AJl (Brothers. sisters. Others): 

On the back would you give a history of yourself, telling where you have lived and 
how long; the most important events in your life, etc. 

..... ..... ..... 
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In the spring, when intentions and ambitions have 

become more specific, the combination application blank 

and follow-up card shown on the two following pages (each 

page pictures one side of the card) is passed out to 

senior students. Exact instructions are necessary to get 

specific information desired, and students fill out the 

application side partially in ink and partially in type

writing. The very last 11ne on this side is filled 1n by 

the teacher or the office. The follow-up side is, of 

course, used the following year after said students have 

graduated . 

Vancouver, Washington, uses a "Senior Data" sheet, in 

which it is found there is increasing interest among busi

nessmen. Several different teachers check a sheet for 

each student. Labeled "CONF'IDENTIAL" conspicuously in red, 

it includes the following questions, with various grada• 

tions to choose from in answering: 

How well does he get on with others? (avoided,
unnoticed, accepted, well liked, sought, etc.) Does 
he need constant prodding or does he go ahead with 
work without being toldT How emotionally stable 
is he? hat kind of a citizen has he been? Has 
he a program with definite purposes, in terms of 
which he distributes his time and energy1 What 
ar~ his chances of success in colleget Indicate 
his primary interests: intellectual, social, 
musical, dramatic, artistic, outdoor other than 
athletic, no evident interests, other interests 
than those listed. Indicate any unusual aptitudes:
writing, mathematics, music, art, public speaking,
drama, foreign languages, business, athletics, 



--------------------------------------------
--------------------------------------

(APPLICATION SIDE OF COMBINATION CARD) 

Grad. Date --
(Last name-first name-middle 1n1t. (complete permanent address) (Phone) 

1. 2. 3. 
(KINDS of work wanted. in order of prel4 check if perm_an_e_n.,..t....,(__,.)-;.~t-e-m~p--o_r_ar......,y__,(__,):--. 

List useful high school courses: Grade Avg.: Skills Gained: Comments : 

What activities made you more useful? 

What further education do you plan and whent 

Starting with MOST RECENT work experience, list below main jobs held, including: 
Employer and Address Duties Dates Wages Superior's Name L1ks:lit? 

Attend. GPA Cooperation Dependability Honesty Efficiency Appearance 



(FOLLO -UP SIDE OF COMBINATION CARD) 

(Last name-first name-1n1t.) (Address) (Year) 
Employers and addresses: Duties: Dates: Wages: Comments re. work: 

How did you obtain first job after graduation? ---------------------------------

High school training which has helped: 

High school training needed and lacking: ---------------------

Additional training had (where, how long) 

What are your future plans, or hopes? 

Do you know of a job opportunity for someone else? -------------------------

Other comments or suggestions: 
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others. What weaknesses have you noticed? 
Indicate any special honors earned? What line 
of further study would you advise? Further 
comments regarding this student' (Signature) 
(121) 

The Virginia state department of education has a 

•student Personnel Record" which is frequently recommended 

by guidance and business educators. Among other places , 

it appears in the 1952 volume of the American Business 

Educat ion Yearbook. (94, PP• 259-278) The form has place 

for the following information: 

student name; address; telephone; birth dateJ 
date of graduation or withdrawal and reason; name 
of parent and address; occupation of mother and 
father; tests, scores, and percentile; p~rsonal1ty 
ratings on a scale of excellent, good , average, or 
poor, on twelve traita•-ability to follow instruc
tions, accuracy, cooperation, courtesy, dependa• 
bility, initiative, loyalty, personal appearance,
poise, punctuality, speech,tactfulness, and miscel
laneou&J "terminal ratings" on occupational skills 
including English fundamentals of spelling, vocabu
lar~ and punctuation; bookkeeping; shorthand (dic
tation rate and transcription rate); typewriting 
rate; number of hours of filing; adding machine 
hours; calculating machine hours; machine transcrip•
tion houraJ duplicating machine hours; and penman
ship. There is also space for a composite person
ality rating, a "production rate" rating, and re
marks as to health limitations, etc. 

Charles Anderson, whose article in a 1951 issue of 

American Business Education has already been quoted , used 

two forms which seem worth recording. One is a card en

titled "INDIVIDUAL RECORD FOR PLACEMENT GUIDE" (for Grant 

Union high school in Del Paso Heights, California). The 

other is a "REPORT OF COMMERCIAL STUDENTS" used by other 
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teachers in the school to provide information about busi

ness students for the teacher handling placement. 

The "Individual Record for Placement Guide" has place 
. 

to check the major (stenographic, bookkeeping, general 

clerical, or salesmanship);· to list test results (I. Q.., 

E· Q., General Clerical, Kuder, and Shorthand Aptitude); 

for the name, sex, birth date, address, telephone, and 

birthplace of the student; for the father's and mother's 

name, address, and occupation, and whether living; for the 

number of sisters, of brotbe~ and for the language spoken 

at home; for interests, hobbies, and college planaJ for the 

name of teacher recommending that student; and for the 

field (typing, shorthand, salesmanship, bookkeeping, genenU 

office work, and others) in wh1eh student is "best quali• 

The reverse side of the card has place for the edu• 

cational background, including graduation date and train

ing beyond school work in high school; plus a list Qf 

courses taken in the high school, with each teacher's re

port on the student's grade in his course, the student's 

dependability, initiative, temperament, appearance, etc. 

Finally, there is an employment record, with dates, empla.yer 

names, types of work dme, and follow-up. (1, P• 90) 

The "Report of Commer.cial Students" includes columna 

for the name of the student, his class, his grade, hia 



117 

speed~ his dependability, his initiative, his appearance , 

and for any comments the teacher , i shes to add. (1, P• 91) 

It may be interesttJ;.lg to note a list of the forms 

used in West Side high school in Newark, where it will be 

recalled the placement service is run by two teachers, 

each with only one-fifth time released, and student help. 

It incluies: 

1. Senior application for full-time placement,
including personal data, future plans, skills, 
job preferences, evaluation of personality 
and attendance by teacher, and referrals, 
results and follow-up. 

2. Senior data sheet: taken by the placement
officer to local bus1nessesJ includes photo. 

3. Drop-out record 1 similar to senior a pp lication 
but used by drop-outs. 

4. Part•time work application: includes schedule, 
has room for referrals, results, and comments. 

5. Scholarship sheet: all ,art-time workers must 
have approval of ALL teachers on this . 

6. Survey of part•time employment: to keep track 
of exactly what student is doing. (71, PP• 
377•380) 

There seems to be agreement that, not only is the bus~ 

ness teacher in the best position to know the business 

students, but that some forms are necessary for the syste

matic recording of this information. 

http:interesttJ;.lg
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Gathering and Using Occupational Information 

Occupational information is of two kinda••general 

information about the occupational world or about the 

opportunities in a broad field of work, and specific infor

mation about individual jobs. 

General Occupational Information 

Some understanding of the world of work and the stu

dent's relationship with it should have been built up 

through even the elementary grades. Beginning with the 

junior high school, perhaps, occupational courses or units 

should be incorporated into the learnings of every student 

--not with the idea of his making an occupational choice 

which cannot be changed but to start some constructive 

thinking on his part. 

Exploratory and tryout courses have been suggested and 

tried, but, as Woodward says in the 1952 American Business 

Education Yearbook, "there is not scientific evidence of 

their value in skill subjects." 

"Oareer days" or "career conferences" seem to have 

proved very valuable in providing occupational information. 

Woodward describes a plan used in the high school of 

Gulfport, Mississippi. Consultants in various fields are 

provided, and students are given a questionnaire to serve 

as a guide in questionning the consultants. Questions 
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concern the status of the oocupation~ the rates of pay~ 

working conditions, personal qualifications, and training 

required. (94, P• 263) 

Normally the teacher of terminal business courses baa 

students who have more or less decided on a business oa~ 

but usually they still have a great deal to learn about 

their field. Eyester a~ys all these things should be in

cluded 1n the information provided a student about a given 

ocoupationJ 

•••general nature, importance in its service to 
society~ statistics on it, duties and responsi
bilities of the worker, skills and abilities 
needed, conditions under which work is done, gen
eral education requirements~ technical education 
requirements, personal characteristics and traits 
desired, means or gaining entrance to the field, 
the limitations and opportunities, the salary and 
advancement, the economic, eduoationa, and social 
status of co-workers. (76, P• 35) 

Kitch says that two major types of information are 

needed--q~alitative data concerning specific occupations, 

dealing with the nature of the work, the qualifications of 

workers, the education and training required, wagea, and 

working cond1t1on&J and quantitative data on the numbers 

of workers engaged 1n various fields of work, conditions 

of supply and demand, turnover, employment outlook, and 

long-term trends. (43, P• 32) 

Probably it should be known also bow wages and oppor

tunities in the local area compare with other areas, and 
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the advantages or disadvantages of living 1n the area. 

Perhaps labor unions will be a factor. According to a 

recent NO& survey, 15 per cent of the office workers 1n 

western companies surveyed were unionized. (91, P• 12) 

In some areas, even when office workers are not unionized, 

the union will be a major factor in the employment situ

ation. 

The teacher or placement officer needa complete in

formation about legislation which concerns young workera. 

It will be recalled that work permits were discussed in 

the section on work experience. 

Plana while 1n high school and actual employment later 

have a comparatively high rate of correlation 1n the busi

ness field, according to moat aurveya--or, to put it 

another way, a comparatively high percentage ot busineaa 

atudenta are emplo7ed in line with their training. Within 

the business field, however, there is considerable variety, 

and it might be well to caution against choices made on the 

basis of the supposed glamour of the job, or the social 

prestige, or salary alone, or to please some other 1ndi• 

vidual. Students should be urged to examine many opportuni

t i es and make a choice on the basis of their own needs. 

The sources of published occupational information are 

mQily and varied. Only a few which are most often recommen:ied 

will be listed here. Incidentally, 1n the survey or the 
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northwest teachers, no one source was mentioned by all~ 

but included were: school vocational library~ occupational 

units, FBLA club study, color slides of graduates at work, 

speakers, career days, teacher's work experience, former 

students, and several literature references, all of whieb, 

plus several more, are included below% 

DictionaH or Occupational Titles, Part IV (Entry 
occupa~onal classification), whi~an-be ob
tained for 50 cents from the Government Print
ing office or borrowed from the local state 
employment service. 

9ecuRat1onal Outlook Handbook, basic sourcebook 
of occupational information, price 1.75, from 
the Superintendent of Documents, Washington 25. 

Occupational Outlook SummaOJ, published monthly
by the u. s. Department o · Labor, Bureau of 
Labor Statistic&, Washington 25, D. c. 

united States Government Monographs, including 
one called "5ceupatlona" by Greenleaf (Voca.
Div. Bul. No. 247 1 cost 45 cents}; and a va• 
r1ety of others costing from 5 to 15 cents 
each and listed in Miscellany No. 3296, wh~ch 
may be had free from the u. s. Office of Edu• 
cation, Washington 25. 

Occupational Information, sourcebook by Baer and 
Roeber, Science Research Associates, 57 West 
Grand Avenue, Oh1cago 101 about $3.50. 

American Job Series, informational monographs on 
varlousjobss ·write for pr1ee list to Science 
Research Associates, 57 West Grand Avenue, 
Chicago 10. 

Much labor market information of a current nature can 

be obtained from the local office of the state employment 

service, not only regarding the nation and the state, but 
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about the local situation as well. Michigan is one state 

which has an "Occupational Guide Series"--55 different 

booklets, each covering one field of work and including 

such information as nature of work, number of workers, 

number of openings per year, trends, places of employment, 

working conditions, qualifications for entry. and advance• 

ment, advantage s and disadvantaees, and hiring channels. 

(60, P • 25) 

It should indeed be remembered that the state employ

ment serYice offices have a wealth of occupational infor

mation of both a general and s pecific nature and are 

usually most cooperative in supplying it to school repre

sentatives. 

Teachers are advised also to ge t t heir names onto the 

mailing lists of the Bureau of census, the Department of 

Commerce, the u. s. Office of Education, and the u. s. Gov• 

ernment Printing office for occupational information 

materials. Much occupational information will be found 

too in magazines such as Saturday Evening Post, Charm, Gla

mour Magazine, Ladies' Home Journal, Occupations, Mademoi• 

selle, Guidance Chronicle, and Scholastic. 

Before going on, mention should perhaps be made of 

the importance of the teacher's being occupationally in

formed himself. Reed says, "Throughout the entire history 
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of juvenile placement, neither public-school graduates nor 

drop-outs have ever shown any confidence ln the occupa• 

tional distribution ability of educators, and t h ey have 

rarely returned to the school office for replacement •.. 

Worldly-wise youngsters will not accept t he referral de• 

oisiona of occupationa l illiterates.·" (65, P• 30) 

Teachers are aware of this need. . From the business 

education teacher 1n t he Medford, . Oregon, high school 

comes the follow.1ng: 

I believe the secret of any employment pro
gram is one's understanding of what the prospec
tive employer has to do. I try to acquaint 
myself with the routine business workings of our 
many places here in the valley. Even so, I find 
that I need to change our course of study after 
OUr students report to us on things they did not 
get or things they need to get more of. (129) 

The state employment services help with t his phase ~ 

and it will be recalled that mention already has been made 

of cooperative in-service training programs in several 

states. ew York's state employment service provided the 

coordinator for a teacher-counselor training course 1n 

"Employment Opportunities and Requirements for Beginning 

Workers ." Teachers visited various businesses and indus

tries, and a union hiring hall and headquarters . (8, 

PP• 8-9) 

In a number of cities, NOMA is cooperating in provid

ing vacation work for teachers 1n order that they may have 
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more immediate knowledge of the field in which t hey advis~ 

Even in the absence of a NO chapter, it should be pos

sible to work out such cooperation. 

Specific ~ Information 

In turning to the gathering of specific job informa• 

tion, one of the first things that comes to mind is the 

occupational survey. It is the business of the state em• 

ployment service office to have a constantly revised job 

analysis of the local community. Sometimes, however, it 

may not represent complete coverage of the places which 

beginning office workers might fill,_and a survey fostered 

by the school is in order tor the ~ediate purpose of 

placement. Also, a local job survey can reveal much addi

tional information to the school, such as training needed 

or lacking, procedures and equipment used, and worki~ 

conditions. 

Reed says that the job-opportunity survey should in

clude all the employing concerns in the labor-market area. 

It should reveal entry jobs and their pre-employment 

requirements, the usual percentage of beginners for whom 

there are promotional opportunities, and the percentage 

which, after a period of induction and adjustment, will 

probably have to seek positions in other communities; and 
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it should show which firms offer counseling services, in

service training , or apprenticeships. (66, P•. 291) 

In Glen Smith's "Principles and Practices of the 

Guidance Program" there are excellent directions for a 

community occupational survey. 

The first steps are getting approval of the school 

administration and appointing a steering committee, which 

may be a much more complicated process than the simple 

statement would indicate . The survey cannot be a success 

unless the administration--and this may mean the board of 

education too•-is "sold" on it. Then there is the matter 

of "selling" the community and students as well• 

Smith advises that the "steering committee" be ap

pointed from labor, management, employment service, service 

clubs, PTA, and other community groups. (77, PP• 210-220) 

This is equivalent to the advisory council so fre• 

quently advised as an aid in all phases of business 

education. Hayden and Jennings, writing 1n American Bus1

E!!! Education, went into some detail concerning its 

formation and activity& 

Firat, it is.a group of civic-minded school represen

tatives and business leaders. Usually it is appointed by 

the school board after the coordinator (which may mean the 

business teacher) and the superintendent, and perhaps the 
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Chamber of Commerce secretary or other business leader, 

have decided upon and approached a tentative group--usually 

five to seven members representing various business inter-

eats. 

The council may serve many uses. It may provide 

employment information, training needs, help in better se• 

lection and placement, advice on setting up standards or 

the curriculum itself, selection of work-experience train• 

ing stations, aid in follow-up studiea, or--as in this 

immediate ease--help with an occupational survey. But, 

whatevei,' the immediate activities, it serves as a liaison 

between school and communi ty. The writers add some ape• 

cific suggestions as to dealing with the committee: 

The success or failure of the group 1n at
taining their desired goals rests largely with 
the coordinator. If the coordinator attempts 
to dominate the committee, the members will lose 
interest. On the other hand, if the coordinator 
keeps in the background and "spotlights" the ac
tivities of the other members--makes them feel 
that he recognizes their position of leadership 
1n business--they will volt~tarily assume greater
responsibility 1n making the program a success. 
Many men who have worked with advisory committees 
suggest that the coordinator act as secretary of 
the committee and take notes, but that one of the 
business men be elevated to the position of chair
man of the group . (37, PP• 89-94) 

In some instances, it is well to have members of the 

council serve for a set term. The advisory committee set 

up in connection with the vocational and adult education 

program 1n Corvallis, Oregon, serves two years, with one 
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member starting a term every si.x months. The moat common 

practice regarding meetings seems to be to have them oal~ 

only when the need arises. 

While frequently recommended in guidance and business 

education literature, the advisory committees are not 

found frequently. San Diego and some ot her larger schools 

do use them in connection with the business department. In 

the correspondence with business teachers in t he Northwest, 

there was mention of advisory committee use in connection 

with distributive education. However. the advantages would 

seem obvious in view of bow essential community aid is. 

After setting up a steering committee for the occu• 

pationa.l survey, it is necessary, according to Smith, to 

appoint a director and other personnel to carry the survey 

through. Then the exact purposes or individual objectives 

should be decided; publicity to gain community inter est 

and cooperation should be planned; forms should be prepared 

that will get that informat.ion which meets the objectives} 

exact procedures should be outlined; and interviewers 

should be selected and trained, then tried out, and given 

necessary further training. 

Even while carrying on the survey, tabulation of data 

should be started. Direction of the tabulation needs to 

be by persons thoroughly familiar with the business situ

ation in order to include the proper findings and inte~t 
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them correctly tor the tabulation. Following the tabula

tion, the totals or results need interpretation and 

reporting. (And, of course, any value of the survey de

pends upon the use to which results are put& ) 

Smith records a revealing ease history of such an 

occupational survey made in the town of Marshall , Mwh1gan . 

Approval of the administration and business leaders was 

obtained; the chamber of commerce secretary and superin

tendent of schools served as steering committee heads ; 

there was proper discussion and publicity; and then eight 

high school seniors were trained to do the interviewing. 

They were first given instructions, then sent out on a 

few trial interviews. They reported back and discussed 

their experiences before going on with the work . 

All employers in the telephone directory were con

tacted. There were 300 reached in two weeks. If a firm 

had more than 10 employees, an appointment was made in 

advance by telephone. 

The purpose of that particular survey had been to 

find what jobs were available and hat training was justi

fied for them. Among other things, it was found that 

there were enough part-time jobs to justify a cooperative 

program; that more than 70 per cent of the jobs required 

high school graduation ; that more than 95 per cent of 
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them required persons 18 years old or more; and that there 

was need for more placement by the school. (77, PP• 21Q

220) 

A rather recent survey in Minneapolis and st. Paul 

covered 67 employers by questionnaire, of whom 16 were 

interviewed as well. Some of the things revealed there 

were that the traits most wanted were dependability , eo• 

operation, initiative, industry , and courtesy. It was 

found that the small firms were more inclined to hire 

experienced people rather than beginners, because they re• 

quired the takins of more responsibility from the start 

and had more varied duties to perform. (62, PP• 21-22) 

Regarding the latter finding, other surveys have 

revealed that the smaller firms offer the better oppor

tunities for beginners--proving perhaps that each area 

needs 1ts own individual survey. Types of f irms frequen~ 

mentioned as giving consideration to beg1rm1ng workers are 

insurance offices, doctors' offices, banks, state off ices, 

and department stores. 

Few surveys ere reported in the letters from north• 

west teachers. One school has an annual survey by the 

FBLA club (Future Business Leaders of America), but the 

teacher reported little practical results. (123) T o 

years ago, a teachers' committee set up in Eugene, Oregon, 

for the purpose of in-service teacher training, surveyed 
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the businessmen and had vocational specialists as consult... 

ants. Outcomes of the survey were not reported. (115) 

A Grants Pass, Oregon, business teacher sent out a 

letter to employers of the town. It started: "Are YOU 

interested in YOUR business? Sural And we believe you 

will be interested in helping YOUR school help you. For 

that reason we would like the following information." 

Questions asked, with space for reply, includedt 

How many total workers do you employ? How 
many of these are office workers or required to 
do work which takes business or commercial train~ 
ing? or those required to do office work or 
work requiring commercial training, how many 
were graduates of this high school? Did these 
persons purport to have been commercial students 
at the high sehoolf Did you inquire of their 
instructors at the high school as to what these 
students' abilities were? Were they recommended 
by the high school? Of those coming to you from 
our high school by recommendation, bow many were 
satisfactory for work recommended? How many of 
those recommended were unsatisfactory? 

The Grants Pass letter also provided a place for the 

employer to check his experience with various prof1e1enc1ea 

of high school graduates--rating graduates good, fair, or 

poor as to use of English, spelling , mathematical ability, 

typing, etc. Then another chart followed which listed 

various office machines, with space for the employer to 

check the number used, the number of operators, how they 

were trained, and extent of training needed, aa well as 

turn-over of such operators. (113) 
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McMinnville, Oregon, makes use of a check list for 

office visits which consists of a number of points to be 

checked under the headings of~ Employment practices (in• 

eluding sources, and training and experience needed); 

Induction of employees; Supervision; Basis for promotion; 

Office benefits and relationships; age plan; Employee 

turn-over; and Kinds of work done in the office (listing 

various kinds of work and many different machines.) Fol• 

lowing the points for checking, four questions are asked: 

What training do most new employees lack? 
Are there specific skills or abilities required 
in this office that are different from require• 
menta in other offices? What criticisms do you
have concerning new employees? Is there a short
age of office workers? (109) 

During the 1952-53 school year, the writer tried out 

a partial job survey, making use of the form shown on the 

following page. Each senior student in business classes 

visited one firm in Nampa, Idaho, after making an appoint• 

ment by telephone. Each carried a letter of introduction 

from the principal, which read: 

The bearer of this letter has asked to in• 
terview you. Each member of the Secretarial 
Practice Class and of the Advanced Typing class 
has chosen one firm in Nampa to approach regard
ing~ (1) Jobs provided by that firm. (2) Sug• 
gestions for improvement of our business courses 
at Nampa high school. 

You can help us to give you better help. 
We will appreciate your cooperation. 



JOB SURVEY BY ------

Date-----

(Ffrm Name) \Type or Eus!ness > 

(Addres-S] (Manager or -~~-J fPhone) 

OFFICE WORKERS EMPLOYED 
No. Duties Tra!iirns~Re(fuir~.for--.tot>-- Age· Reciulred Turnover 

ADDITIONAL CO ~nnrnTS OR SUGGESTIONS: 

t-J 

ro 
VI 
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Copies of the form run on mimeograph paper were given 

the students, who studied and discussed them 1n class, in 

order to gain a clear idea of just what information they 

sought and why they wanted it. In addition, this advance 

discussion encouraged more consistency 1n responses so 

that tabulation could be done more effectively. 

Some questionnaire authorities urge the avoidance of 

"leading questions." Probably the most of those on the 

form are leading questions. But, because the system used 

could not hope to accomplish an immediate, complete cover

age, it was hoped that it would promote some thinking 1n 

the right direction among businessmen. 

At the bottom or the form will be seen a space for 

entering the names of business graduates who have been 

hired by the firm, either soon before the survey or in 

subsequent years. Notes made on the student's copy of 

the form are transferred 1n typed form to an identical 

blank run on stiff paper for permanent records. 

It is planned that each year different firms will be 

surveyed 1n order to work toward complete coverage. Stu• 

dents are asked to get teacher approval of the firm 

chosen to survey. Naturally, this system is regarded as 

a stop-gap measure until a full•scale occupational surve7 

can be promoted--one in which the administration, the 

rest of the school, and the community will cooperate. 
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Closely connected with the job survey is personal 

contact by the teacher or placement officer. Referring 

back to the table on page 35, it will be seen that out of 

the 618 teachers returning the Woodward questionnaire, 

22 individuals gave no report on whether they contacted 

potential employers, while 32 per cent of the balance re

ported doing so frequently , 33 per cent occasionally, 18 

per cent little, and 17 per cent never . 

Of the 29 Oregon, Washington, and Idaho business 

teachers reporting to the writer, 11 specifically ment~ 

personal calls on employers, mostly after school or during 

vacations- -often one or two a week. Four said they used 

the telephone. Eight said they merely took care of calla 

which came into the school . Almost half emphasized that 

the very best employer contact was the student who went 

out and made good on the job . 

One teacher was a member of the National Secretaries 

association, another of the Business and Professional 

Women. It can be seen readily that these would be valu

able contacts in placement. Several had connections with 

personnel people in firms who hired a lot of office he l p . 

Three mentioned contacts made through the FBLA elubs-

in one school that organization bas a potluck dinner 1n 

the fall, to which the previous spring's graduates are 

invited to tell about their new jobs . Other contacts 



135 

mentioned were service clubs, graduates , speakers, field 

trips, NOMA, and in several cases the distributive edu

catlon coominator. 

The teachers who bad tried want ads were not particu

larly enthusiastic. They did not have much to report on 

the use of publicity . Several used pictures or newspaper 

stories; however, one teacher commented t hat t hey had 

felt their efforts in the way of newspaper publicity hu 

brought in no more employer calls than they had had prior 

to the publicity. (98) 

Several mentioned using commercial placement agencies, 

but typical was one comment .: " We caution the student 

about the cost of the service." (105) And another wrote: 

"We have no connection with any other placement agencies, 

although some of our students use them at times. This is 

particularly true of those who are of the bashful and 

timid t ype and who hesitate to start a business-to• 

business canvass." (110) 

A couple of teachers had access to college employment 

services 1n the town; two received aid from the Chamber of 

Commerce; two received aid from dealer employment agencies 

(such as the Burroughs Business Machines and Royal Type

writer companies); and a number mentioned tne state 

employment service, as already reported. 
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The National Business Entrance tests were mentioned 

by a couple of teachers but apparently no official testing 

centers had been set up . In other parts of the country, 

the latter tests, properly d eveloped, have proved a valu

able source of calls for employment, as names of students 
\ 

earning the proficiency certificate are ci~eulated by the 

local National Office Management association chapters. 

In addition, many northwest teachers assisted 1n 

having students take the city, state, and federal civil 

service tests, and two mentioned placement through the 

FBI· Several mentioned the value of rendering service 

when needed , as an employer contact--especially in emer

gencies. Grants Pass, Oregon's "Typing for Service" club 

is an example of a continuing contact of this sort. (113) 

From more distant schools and from guidance and buai• 

ness education authorities came other ideas. 

A school which contacts employers by correspondence, 

telephone, help-wanted ads, and former students, says: 

"We make it a practice to follow up every lead from what• 

ever source obtained •••• rn discussions with employers, we 

do mention salary." This school is staffed entirely by 

teachers for its placement work, but "with good secretar1al 

help." (23, P• 466) 

Some of the larger centralized schools with full-time 

placement personnel use some fine techniques which can be 
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utilized in part by the smaller school as well . Baltimore 

bas a 3 by 5 inch card used in employer contacts: 

REPORT ON INDUSTRIAL VISIT 
Placement Service 

D~partment of Education, Baltimore, Md. 

Name of Firm Telephone 

Address Date Vi s ited 

Type of Industry Counselor 

Person Interviewed 

Physical Appearance and Lazout: 

Personnel Policies--Employment Standards and Promotional 
Opportunities 

On the back of the card is space for two items: Job 

Open~ga and Requirements; and Additional Remarks. (4) 

Los Angeles has a high school which uses publicity 

among ita means of gaining employer contacts. In every 

letter mailed out from the school is enclosed a card read• 

ing: "We purchase your product. Why not use ours? Let 

us fill your next vacancy in sales, o lerical, and secre

tarial positions with certified graduate students whom 

we can fully recommend. Call Angelus 7980 and ask for the 

placement supervisor. We thank you.n (63, PP• 21•23) 
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Newark distributes a leaflet to employers, and 

another school mentions student speakers before service 

clubs to publicize the placement service. 

Baltimore has a full-fledged publicity program. 

A large calling card headed "May we serve you?" is left 

by placement counselors at the firms visited. There are 

blotters advertising the placement service and booklets 

to leave entitled, "For Your Summer Job Openings" and 

"We Offe.r You--New Employees--Personal Records--A 

Placement Service"; and a scratch pad made up of sheets 

topped by the nead iug : 

THE PUBLIC SC HOOL PLACEMENT SERVICE 

for boys and girls 

!! available !2, zou 

CALL BELMONT 6 300 

3 Bast 25th Street Baltimore 18 

A writer in The Business Education World tells of 

using a "Placement Prospectus" which he describes thus: 

Prepare a letter to mail to a select list 
of prospective employers. In this letter iden• 
tify the types of eligible employees who expect 
to com~lete their training ' this semester; ex
press a desire to be of service; and, in conclu
sion, extend an invitation for the employers to 
contact you at the school. Be sure to give your
school telephone number; businessmen like to talk 
by telephone , but they don't like to look up
numbera. · 
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Enclose with this letter thumbnail descrip
tions of a number of your students. Make these 
descriptions accurate, interesti ng, and varied 
enough to meet the needs of different emplo7ers.
For example, in our last "prospect list" we in• 
eluded the following: 

"Prospect I: Competent stenographer avail• 
able for immediate fu.ll•tlme employment. Com
pletes her training in January. Has bad part
time work. Has a special interest in arithmetic. 
A plea~ant, hard worker of more than average
ability, and the only full-time office worker 
available from us before June 1." 

••••Now, wait for the telephone to ring. If your
experience is similar to mine, you'll be called 
immediately. The mystery of the name behind the 
description, the appeal of the information itself, 
confidence in your judgment, local needs--these 
and many more are the reasons you will ~et calla 
about your prospects. (SO, PP• 441•442) 

A business teacher in Utica, New York, surveyed a 

"cross section of businese offices" and found that busi• 

nesamen preferred direct contact with the school. This is 

1n line with several other surveys and with the strongly 

expressed opinion of several teachers who corresponded 

with the writer. 

However, the Utica survey also revealed that the 

employer needed education not only in the matter of check

ing with the school on applicants but 1n being able to 

tell exactly what he needed in an empl.~yee. (391 P• 17) 

Businessmen and school do need to cooperate in working 

out job descriptions and standards of achievement, and then 

put them into terminology understood by both partiea. 
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Ross points out another reason for direct contact 

between business teacher and employer: 

The business educ at1on teacher bas the re~ 
sponsibility of knowing the ·job possibilities 1n 
her community and has the responsibility of estab
lishing the necessary rapport with the business• 
man so that when she has a person that needs 
polishing 1n certain respects, someone will say, 
"I will be glad to take him for two or three 
weeks." (130) 

Dame suggests making employer contacts by having 

bus1nes•men come to the school to speak or to demonstrate 

their products; by having students do some of the cleri• 

cal work of the local businessmen; by keeping in contact 

with alumni who are 1n business; by belonging to service 

clubs and giving talks before them; by using want ad&J 

and by writing articles and presenting radio broadcasts. 

(19, PP• 59•63) 

Ro~s summary of contact methods includes: personal 

visits; descriptive materials to larger firms who might 

employ; letters to employers, using classified and indus

trial directories; contact with management, labor, and 

profe~sional groups; inviting business and industrial 

people to visit sch~ol; asking alumni to refer job openings 

to the school; and publicity through radio and press. 

(70, P• 64) 

Shipley provides .a rather lengthy list of procedures 

the business teacher can use to find job opportunities: 
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Uae the services of a local business educ at1on 
advisory committee 

Learn of placement needs through summer work or 
through school membership in NOMA 

Keep a card file of f ormer students and firma 
for which they are working

Provide a supervised part-time work experience 
program 1n the school 

Work with community committees, local merchants, 
and s t ate employment service office 

Get acquainted with education committees of the 
Grange, and with other agricultural groups

Have graduating students use the services of the 
state employment service, watch the newspapers 
for help wanted, apply for civil service, and 
make pe :onal. inquiries of employers (76, PP• 35•44) 

None of the foregoing paragraphs ia a complete summary 

in itself and an entir~ recapitulation will not be made 

here. But it might be stated that the principal ways of 

locating vacancies are through job surveys; follow-up of 

graduates; personal calls on employers by the placement 

worker; telephone calls; correspondence (including the 

mailing of letters, questionnaires, and lists of job appli• 

cants )J publicity such as talks, newspaper articles, and 

radio broadcasts; cooperation with the employment service 

and other a gencies; NBET and civil service testa; and en• 

courag1ng students to locate vacancies. 
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Help in Proper Matching of Student and Job 

Training !2£ ~ Application 

The first step toward success in the actual matching 

of student with job is to equip the student to make proper 

application for the job. This step reache back into 

student and occupational information, but it includes spe• 

cifically showing the student how to summarize mentally 

and on paper the most helpful information about himself; 

showing h1m how to write a good application letter; giving 

practice in filling out an application blank; and giving 

as complete preparation as possible for the job interview. 

The writer has, in the absence of any actual place• 

ment program, prefaced this training by a rather exaot 

coverage of available job sources that the student may 

refer to on his own. These include the public employment 

services, and private, paid employment services; state and 

federal examinations; (NBET examinations should be another 

source soon)J want ads in the newspapers--with mention 

that they must be answered the day they appear, for best 

results; and friends and acquaintances. Students are told 

that the surest method is to go to the right firm, know

ing ahead the name of the man who actually does the hiring. 

It is assumed that 'prior to this the teacher has 

assisted each student in listing those abilities, skills, 
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knowledges, and personal characteristics which will be 

of ~ in an office; has helped that student decide what 

type or what specific business can make best use of his 

abilities and characteristioa; and, especially if the stu• 

dent is to a pproach the firm on hi.s own, has guided him 

to select the particular firms it would be wise to appr~~ 

finding out all he can about those firms in advance, 1n• 
• 

eluding the full name and position of the man doing the 

hiring. Employee handbooks are good materials to study 

at this point, not only those of a particular firm 1n 

which a given student is interested, but any available, 1n 

order to add to the general understanding of office cus

toms and office terminology. 

Next is to help each student 1n summarizing infor

mation about himself--usually 1n the form of a "data 

sheet." This can be used to enclose 1n an application 

letter, carried along to a personal interview to leave 

with the prospective employer, or simply carried along as 

a source of information for application blanks or to re

mind the applicant of information he wishes to present 

orally. One teacher, 1n fact , reports carrying the data 

sheets herself to prospective employers of her students . 

The writer has found it helpful to give these point

era to students regarding the data sheet: 
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Make it a s short as possible and still com
plete; have typing and arrangement as nearly per
feet aa possible; be sure it is clear as to 
meaning; list the kind of work desired, but do 
not make it too limited; list your address, tele• 
phone number, age and birth date, place of birth; 
height and weight, religion, marital status, and 
health oondit:l.on; list your education with dates 
and achievement 1n areas of interest to employerJ
list experience, being specific as to dates, firm 
name, address, telephone , duties, wages, superior, 
and why you left; list miscellaneous facta about 
yourself that will make you seem a DESIRABLE OFFICE 
PROSPECT--do not picture yourself as an "activity
girl" but as ay. efficient person with 1niti,ative, 
who likes people , is capable, and has varied 
interests. 

Writing an effective application letter is another e~ 

sideration. Stationery, typing, and arrangement should be 

buaineas•l1ke and of good quality. The letter should be 

addressed to the right name, spelled correctly. The pur

pose should be stated simply and clearly. Qualifications, 

training, and e,xperienee of use to that employer should be 

stated concisely and in a way that sells them. A few good 

references, complete with name, address, and perhaps tele

phone, should be given. Usually former employers are best 
• 

but only those which will do most good for the given job 

should be used. (Much of this information may be in the 

data sheet instead.) 

Finally, the letter should ask for an interview, 

firmly but pleasantly--not 'by "hoping." In writing the let-t 

ter, phrases should be used that will mean something to 

the employer, as "strong stenographic course" - "care about 

http:oondit:l.on


145 

the appearance or my work and of myself" - "disposition 

that wears well"J but all such phrases should actually 

apply to the writer. 

While the use of the application blank follows chrono

logically the interview, it is closely related to the 

application lett.er and data sheet and 80 will be discussed 

next. Firms usually regard it as a !!!! of the applican~ 

80 that it should be made out neatly and efficiently. 

All information should be at band--in mind or on the data 

sheet. Foolish questions must be avoided. A good idea 

mentioned by the Eugene , Oregon, teacher was to duplicate 

copies of actual blanks used in the tow.n and have students 

practice filling them out. 

State and federal test application blanks also pro• 

vide a chance for supervised practice. Businessmen who 

are asked to speak to the class may be asked to bring 

copies of their application blanks along, and such blanks 

are good things to pick up on field trips. 

The importance of the interview is stressed by busi• 

ness teachers, educational autbori ties, and business 

representatives. A good hint of what the teacher should 

prepare her students for is given in the advice of the 

personnel director of a large Des Moines department store 

to persons hiring employees. 
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She says the interview is moat important; that the 

applie ant should be put at ease and then, 1f experience is 

lacking, asked about his training; his extra-curricular 

activities; why he'd like your kind of work; his work ex

perience of any kind; his referenc·es; if any time was lost 

during the past year because of illness; what the father' a 

occupation is; and the number of children in the family. 

She advises that the interviewer pay particular attention 

to personal appearance, health, energy, conversation, 

11k1ng. for people, self-confidence; alertness, sense of 

humor, and pdse. (92, PP• 47-51) 

Several business teachers 1n the northwest suggested 

having buaineasmen give students practice interviews be

~ore the class, and this was tried by the write~ with 

great success. In one case a student was offered a job 

then and there, but, more important, it gives all the 

students the feeling that the process is leas frightening 

and that they have some idea how to go about it--"poiae 

comes from confidence and confidence from knowing bow&" 

Each year the writer asks the women•s counselor of 

the local employment service to speak to graduating busi

ness students on job application. The employment service 

baa excellent material on the subject to distribute too. 

Instructions regarding the interview then should 

probably stress details of personal appearance; complete 
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preparation of information r egarding oneself 1n relation 

to the job at hand; an interested, confident attitude-

speaking up; asking good questions rather than the wrong 

ones about the work; telling the truth.; and some "don 'ts" z 

Don't take another person with you to the inter
view 

Don*t put belongings on the desk-•do not have 
unnecessary materials or packages along 

Don't stress your school marks--merely mention 
as though not too important and lots to learn 

Don't stress your activities except to menti on 
as giving some preparation for usefulness 

Following the interview, it seems a wiae plan to write 

a "thank-you letter" to the employer. 

John Marshall high school 1n Richmond, Virginia, holds 

a pre-employment conference and a five-hour training pro

gram over a period of f'ive weeks for all applicants for 

employment. Speakers from business firms, and former 

graduates appear on the program. Application forma and 

other data concerned with seeking jobs are studied. 

(26, P• 233) 

In Meadville, Pennsylvania, practice interviews are 

conducted with each senior before graduation, either by a 

teac her or by the personnel manager of a local firm. (26, 

P• 225) 

Only selected students are allowed to take the actual 

civil service examination of the City of Loa Angeles; but 

now all students are given practice examinations, not only 
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to select the students who will take t he regular examina

tion but also t o give all students practice in application 

techniques. 

An applicat i on blank is filled out by each student, 

and he is then interviewed by a committee made up of the 

business education supervisor and t o businessmen . Stu

dent s come prepared for t he interview; four or five minutes 

are spent on it, and two minutes on rating the student. 

In addition, time is used for the committee to give the 

student helpful information and advice. Following this, 

each studen t has a conference with his business teacher, 

who passes on any committee suggestions made 1n the rating. 

Both students and businessmen like the plan and much direct 

placement results. 

Registration. ~-Listing, Referral ~ Oonfir.mation 

Many procedures relating to the actual matching pro

cess have already been discussed. In dealing with regia• 

tration it is necessary to reach back again into the 

section on student information, and 1n dealing with job

listing to overlap some of the material on specific job 

information. 

First, an attempt will be made to summarize matching 

procedures being used by the teachers in Oregon, Washing

ton, and Idaho with whom the writer corresponded. 
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In most cases it was indicated that some sort of file, 

perhaps just of cards listing most essential facts, was 

kept 1n the business department on at least t he students 

seeking work; however, a few s pecified going down to use 

the central office tiles each time. Location of vacancies 

was 1n most cases by telephone calls coming 1n from em• 

ployers, usually to t he superintendent or principal, 

frequently to the teacher at school or at home. One teacher 

said she made contact for a particular student by telephone 

or by letter with a given employer, and another reported 

that be followed up calls made by students on employers. 

Most of the group reported selecting several students . 

to apply for each job listed. The basis of selection moat 

often was referral to files, though others mentioned "just 

knowing" or using a teacher interview with the employer 

and then with the student, or basing selection on grades 

and reports from other departments. 

Three teachers said the employers came to the school 

to interview students. One commented that, "Since we have 

a thorough testing program and kno w the abilities of our 

students, they are usually hired when they apply." (121) 

Students were frequently reported taking along per

sonal data sheets when applying--one mention of pictures 

was made in connection with the latter. Sometimes the 

data sheets were left with employers, sometimes not. 
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Scappoose, Oregon, students also carry samples of their 

work with them. (116) 

Confirmation of placement was made by asking the stu

dent to report back in six cases; by calling the student 

in one; by asking the employer to call back in five cases; 

and by calling him in one. Three teachers mentioned ~ 

cording placement 1n their files, but there is no doubt 

that many more teachers did so than mentioned it. It was 

indicated that most of t hose who did not specifically 

state how confirmation was made, did find out 1n one way 

or another what results came from the applications. 

Apparently the representative procedure was: The 

employer contacted the school office or the teacher; the 

teacher .d1scussed needs with the employer; the teacher 

referred to an office or personal file of students; sev

eral were sent for interviews, usually with personal data 

sheets, choice being made on basis of training and fitness 

for the pJ.rticular job; results of applicationa were nea:rly 

alway~ checked with the student and frequently with the 

employer; and some record of placement was usually made. 

It might be helpful to present some individual reports 

as to particular details. A teacher from Beaverton, Oresn, 

specified that •students have continual choice of whatever 

jobs there may be and are sent to apply, for a job only if 

anxious to have that job." (106) Another teacher mentioned 
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checking with applicants to gain more information about 

the employer after tm interviews. An interesting summary 

of one matching routine comes from Bremerton, Washington: 

Calls come in from employers either directly 
to me 1n my room or relayed through supervisor 
or faculty. Jobs are discussed with employers, 
including requirements {hours to be worked, age,
personal appearance, accuracy, training, ability 
to develop on job, grades), and benefits (hours, 
pay, advancement, working conditions), and ar
rangements are made for interviews. Jobs are 
discussed with suitable candidates, briefing them 
on directions, wearing apparel, manner to be used 
1n interview--if student has not had office prac
tice. Students are sent to the interview. (127) 

A Seattle teacher provides this summary: 

1. The call comes from the prospective em
ployer. If we have never talked with h1m before, 
we first try to get acquainted with his business 

and with his type of personality as best one can 
over the telephone. Then we try to sell him on 
trying an oriental or colored girl, and, believe 
me, that is a job••often conversations run to 
forty and forty-five minutesl But what a satis
faction when he agrees to interview one of them, 
because once we can get him to do that and give a 
teat, we are quite sure the girl will be hired, 
and liked after she is hired. 

2. We talk to the girls who might be inter
ested 1n the job as indicated by their personality 
and by their training, and select one or two to go
down for an interview. They take with them a 
typed application letter and data sheet to assist 
them in filling out application blan.ks, and, some... 
times to leave with the prospective employer. 

3. The prospective employer is called to tell 
him who the girls are who will be down to see him 
and something about their abilities. 

4. The girl goes down and reports back; the 
employer is called. 
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5. Several months later, we call the em
ployerto see bow the girl is getting along.
We call t he girl to see how she is liking the 
job and to give her a boost if' she needa one. 
(Most of this is done at home after school hours.) 
(128) 

The writer previously mentioned as advocating the 

sending or a placement prospectus also asks to visit the 

employer personally, and takes along a portfolio of data 

sheets prepared by students, to lay the groundwork for one 

or more students to make personal application. A definite 

appointment is made for the student. The author reports 

that this procedure givea the applying students consider• 

ably more confidence and a pride in living up to their 

best qualities. Also, if they have the pledge of a job 

after school is over, it makes the balance of the year's 

school work more .u:ean1ngful. In addition. he says that 

this system focuses attention of business leaders on the 

school's training program. (801 PP• 441-442) 

Baltimore's pla,n for getting student inforlllltion baa 

already been given in some detail. Of course, matching 

procedures are worked out equally well• First, consider

at1on is given to completely informing students with 

regard to the services the placement service has to offer. 

At the time the placement counselor speaks to each gradu• 

ating class, students are given a little booklet entitled, 

"Opportunity Awaits You,n Which gives a complete and 
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readable ezplanation of the placement service and direc

tions for using it. 

Students who desire either permanent or temporary 

work after graduation sign up for a placement interview. 

Before each interview, the school counselor will prepare 

for the placement counselor a card summary including such 

information as the pupil's scholastic record, his extra• 

curricular activities, his awards and honors, and his own 

comments concerning the student. During the placement 

interview, the graduate will add to this information and 

discuss his plans for work . When all of these data have 

been recorded, the placement counselor adds his impres

sions of the applicant, and then the application is filed 

in the placement office. The Baltimore registration card 

is a compact and inclusive one, about 5 by 8 inches when 

folded once. There is place on front and back for student 

information, referrals, placements, follow-up , and "other 

con~acts." Duplicate copies are made out, each on a dif• 

ferent colored card for different uses. 

All employers who wish to get workers through the 

Baltimore central placement office put in their requests 

to the placement counselor either by telephone or by mail. 

A detailed record of each request is made and filed . 

Beaded "Employers' Requests," the card includes space on 

the face for the following: 
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Name of firm; dateJ nature of business; 
phone; address; person calling; person to refer 
to; job description (title$ number of openings; 
salaryJ ageJ education, hours ; permanent, tem• 
porary, or part-time; work done; personal quali• 
.:t'1cat1ona. 

On the back of the card is a place to list referrals made 

on the request, and below that the placements made. 

Through "careful study and selection," the placement 

counselor chooses one o.r more applicants for each job. 

A referral card is mailed to the applicant or he is in

structed by telephone to make an appointment with the 

employer to investigate the job, and to notify the place

ment counselor of the r esult. "Often an applicant may be 

given several referrals before be finds the job he wants 

or the employer who wants him•" (4, P• 9) 

The referral card is about 2i by 5 inches and bears 

the employer's name, address and telephone, name of the 

job opening, and "This will introduce" followed by plaee 

for the student's name, school, age, course, grade, and 

date, It is signed by the coordinator and counselor and 

ends with the note: "We shall be glad to discuss this 

applicant with you," (4) 

Baltimore has, 1n addition, a number of forms for 

keeping complete office recorda of placement activities, 

which might conceivably be borrowed from 1n setting up 

the average placement or.gan.ization. However, Baltimore' a 
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forms are mentioned, not with the idea that they should )be 

used as exact models in most situations, but as guides to 

items which may possibly need attention 1n any systematic 

placement. 

After taking-a look at some of the placement routines 

used, the following is an outline of steps which need to 

be taken: 

1. Make certain students know what service is avail_....__.....;;.;;.;. ..;.__..,;;_..;.--..,... - - - ....................... 

able. In the smaller schools, this may be simple but 

should not be entirely taken for granted. In the larger 

schools, more extensive planning is needed. Help from 

the student council is utilized in one school . 

2. Register applicants systematically and !!!.!.!. !.!! 
information readily available. Several forms for this, 

including the writer's pictured on page 113, were described 

in the section about student information. The New ~ 

shire state department of education guidance handbook 

pictures a practical " Work Registration Form," and adviaea 

that all records be kept on the same size cards if possible 

••3 by 5 1 or 4 by 6 inches, and that a central system be 

used for registration records, employer contacts, job 

orders, and referrals. (56, PP• 67-71) 

As mentioned in the student information sections, 

variously colored clips in different positions on the 
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cards, are frequently used to classify the cards, or to 

show placements made, etc. Classification may be by other 

means too, such as rearrangement in the file. 

3. ~ job calls ~ !a_, list all information .2!1 

some sort of record card. this one.;;.,.;;..;;...;..;;;...;.;;..---......;. As with other forms, 

should be kept as simple as possible and still be adequate 

to meet local needs, Baltimore's has already been de

scribed. The New Hampshire handbook previously mentioned 

suggests one entitled "Employer's Request for Workers." 

The latter has space for: 

Title of position; Code number from Diction
ary of Occupational Titles; Employer; Address; 
Phone; YL!nd of business; Request made by; Date; 
Skills required tor jobJ Duties to be performed:
Number of workers wished; Date to start; Length 
of employment; wage or salary offered; Hours of 
work; 'here to apply; To whom to apply; Disposi·
tion of request. {56, PP• 67-71) 

While the teaeber or placement person should already 

know something of the employer, there are a number ·of 

items which will be helpful on thii! form which ls variously 

termed Job report, job analysis, emplorer's request,. 
vacancy record, etc. 

These items may include the name, address, and tele

phone of the firm and perhaps how to reach it; the name 

of the person to whom application should be made; type ot 

work to be dene; whether boy or girl is desired; the 

wages to be paid; tne hours to be worked; the date the 
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position will be open; training, and experience, if any, 

desired by employ r; minimum age limits; and, in addition, 

the ~eacher needs to gain and record a clear picture of 

the !lE! of person wanted. 

At the bottom of the form, space should be provided 

to record names of applicants sent, and results, and 

perhaps a record of how the vacancy came to the school~s 

attention. Some systems use page records of vacancies, 

but the card form has obvious advantages. 

4. Refer !h! right student ~ students ~ ~ right 

job ~ jobs. The Corvallis, Oregon, public schools place

ment director merely hands his professional card to 

students to use as an introduction. On the back he writes: 

"Mr. {Employer) : Introducing (Student) n and his 

initials. On the front are placed two to four stars de•
• 

pending on how highly he wishes to recommend the student 

- -the basis being largely the school record. (99) 

Del Paso Heights, California, high school sends four 

or five of its best qualified students, following an inter

view with the teacher to determine qualifications and 

interest in the job. Each student bears an interview card 

giving the name of the employer and of the interviewer, 

the address, phone, date and time of interview. In addi

tion, each student takes along a sealed envelope holding 

the "Personal Data Record of Prospective Employee" which 
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is handed to the employer to give him some idea of the . 

individual's grades and personal traits. The front has 

place for student~ name, address, telephone, date of birth 

and age, and comments, such as "She is highly recommended 

by her bookkeeping teacher." The back bas columns beaded: 

Course; Grade ; Speed; Dependability ; Initiative; Attend

ance. (1, P• 92) 

New Hampshire's referral card is noteworthy in that 

there is space at the bottom for "Action by Employer." 

There are blanks for "Accepted," "Rejected because ••••" 

and the employer's signature. (56, P• 71) 

Some general suggestions concerning the referral pro

cess include providing the student with much encouragement, 

and taking a personal interest in him, but, on the other 

hand , recommending him only when or where reliable,and 

being completely honest with the employer as well as with 

the student. Jones adds that placement should be "person

alized rather than mechanical," (42, P• 400) 

The business teacher needs to keep 1n mind jobs 

specially adapted to the slower-learning applicant as well 

as to the gifted student. Shipley says that students who 

·have met all the requirements for graduation should be 

permitted to take exams before the end of the term to 

accept full-time employment (76, P• 42), and Forkner 
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heartily agrees. (26, P• 225) Sometimes, however, it is 

difficult to decide on the dividing line between allowing 

for individual differences and giving some special priv1

leges. 

Some general advice to teachers comes from Endicott 

on the basis of a 1946 survey of 130 well-known companiesJ 

(1) supply the employer with more complete data about the 

applicant; (2) provide more realistic teacher appraisal 

of the applicant; (3) do more careful screening before 

referral; (4) centralize placement responsibility to give 

a dependable contact for employers. (241 P• 55) 

In the same vein, Walters and Nolan say: 

If the work of placing graduates in jobs is 
to be efficiently done •••grades and recommenda
tions must be based on a comparison of students ' 
abilities with acceptable standards of achieve
ment rather than on the unscientific and perhaps 
prejudiced personal opinions of teachers. (89, 
P• 224) 

Regarding some miscellaneous considerations, they 

present these cautions: 

Records, however well planned they may be, 
are valueless unless they are kept carefully
and systematically•••• student helpers may be 
sufficient but ••••great care must be taken to 
use students who are trustworthy and who will 
treat the information they will necessarily en
counter as strictly confidential • 

••••Although the high school is responsible 
for helping graduates to secure jobs, the school 
cannot guarantee jobd•••and it should '15"e"impresse:l 
upon the students an their parents. (89, P• 330) 
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The Follow-Up Program and Job Adjustment 

The 1952 American Business Education Yearbook quotes 

the Oregon guidance handbook in defining follow-up: 

••• the activity of obtaining facts about 
former students, whether graduate or drop-out, 
which shows present needa of these individuals, 
permits evaluation of educational services, and 
points to needed changes in subjects, teaching 
methods, and guidance services. 

Then the yearbook adds that the particular value of the 

follow-up to business education "consists in the use of 

the findings to evaluate the effectiveness of the methods 

of instruction and to assist its graduates in job adjust

ment," and ~"to secure data about j~b opportunities, 

job sequences, and wages, and to acquaint the business 

community with the school's effort to train better busi

ness employees." (94, P• 276) 

"Most youth hold four or five jobs before they settle 

down in jobs that suit their interests and abilities. 

Education is perhaps one of the largest enterprises in 

the nation that does not do much market research to deter

mine how to improve ita products." This came from a reo

ent issue of National Business Education Formm. (3, P• 17) 

Tonne points out that follow-up gives impetus to the 

young worker to advance: be feels that someone is taking 

an interest. This educator believes follow-up should 

determine also the adequacy of salary and promotional 
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opportunities for a given individual to the end that fur

ther guidance may be provided in going after any further 

preparation needed. (81, P• 144) 

The mechanics of the follow-up survey may be by let

ter, questionnaire; or cardJ by telephoneJ by having 

"office hours" when student and employer may visit the 

school; by personal calls on employer and student; or by 

several other means Which will be mentioned. 

The cancensus seems to be that personal contact 

brings the best results, except that in certain instances 

it is more convenient for the employer to be contacted 

by telephone than in person. In few cases does the busi

ness teacher himself have time available to effect com• 

plete personal follow-up, but there are ways of providing 

adequately trained representatives. 

Dame suggests a possible substitute for complete cov

erage, which is reported here without recommendation: 

It has been the plan of some departments to 
send from six to a dozen personal letters to a 
like number of reliable alumni asking them to 
write as complete a report as possible regarding 
the info~at1on required. These people are hand
picked from the s t andpoint of their reputation 
for accepti f€ responsibility rather than from 
the point of view of a particular occupation. In 
this way it is felt that a dozen well-done re
ports are just as reliable as fifty or a hundred 
incomplete, hurriedly done questionnaires. Unless 
an actual report is desired from each individual 
alumnus over a period of y ears, this procedure may 
save much time and expense. (20, P• 189) 
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Forrester suggests the value of planned group meet• 

ings to which alumni are invited to tell of their experi

ences. At such meetings the teacher can glean much useful 

information about the school program, as well as find how 

he oan help graduates. Individual conferences, either as 

the outgrowth of group meetings or especially arranged, 

oan be very productive of follow-up information, too. 

(77, PP• 96·97) 

Whatever the method for obtaining the information, 

the points which usually need covering include: 

From the student•-name and address of company and 

department where employed; title and duties of job; wagea; 

jobs held since leaving school; what occupation is wanted 

ev~ntually; possibilities for advancement; school training 

moat useful; training or experience needed but lacking; 

and satisfaction with the job, and why. 

From the employer--adequacy of young worker's prepar• 

ation; whether his attitudes and office relationships are 

satisfactoryJ his chances of advancement; and how the 

school can help the employee, and also the employer. 

The National Association of Secondary School Pr1nc1• 

pals made a study of occupational adjustment, and as a 

result drew up 1n 1941 the following "salient character

istics of a follow-up plan": 

1. Planned to serve needs of individual and school 
2. Begun before the pupils leave school 
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3. Carried on continuously
4. Including all school leavers, drop-outs and 

graduates · 
5• Each class followed up for at least five years
6. Procedures used to insure returns from 80 per 

cent or more 
7. Representative sampling of each group inter

viewed 
a. Each class followed up by the class adviser of 

that class through high school 
9. Analysis of each survey made available to all 

10. Conclusions concerning causes drawn with 
caution 

11. Significant items for each individual trans
ferred to cumulative record 

12. Follow-up coordinated with post-school ooun• 
seling service (83, P• 323) 

One of the best outlines of directions for actually 

setting up a full-fledged follow-up study is found in a 

four-page leaflet entitled "Techniques of Follow-Up Study 

of School- Leavers" by Brewster and Zeran. (12) The fol• 

lowing are excerpts from the introductory paragraphsc 

A school may determine its success by
examining ita product ••••obviously no set • 
pattern can be suggested for making follow-up
studies since much depends upon the objectives, 
scope, sponsors, and availability of adequate
funds. Methods of carrying on the study are 
also dependent upon the personnel available, and 
the area to be included. Then, too, one tech• 
nique may be successfully used in one area, 
another technique in another area, while a com• 
bination of various techniques must be used in 
a third because of existing conditions. 

Some of the valuable suggestions contained in the 

outline of procedures include: 

Firat, a planning committee may be utilized to list 

the purposes--the results desired. Among the purposes 
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will usually be evaluating effectiveness of the curriculum 

and guidance services; aiding school-leavers to make ad• 

justments, get additional training, and form closer ties 

with school and community; adding to the individual inven• 

toryJ and justifying changes 1n the school program. 

The planning committee may also examine other follow

up plans, decide who will sponsor the study and what per• 

sonnel and techniques should be used to carry it out. The 

probable cost of the study should be estima.ted too. 

Second, the scope and techniques should be specifi~y 

determined. (While Brewster and Zeran do not so state, 

most of this writer's sources indicate that it is moat 

desirable to include all school-leavers at the end of one 

three, and five years.) If an all-school survey is not 

presently possible, the next best thing is to include all 

business graduates and drop-outs, or even only those taking 

terminal courses in business. Possibility of using the 

aampling technique 1s mentioned in this guidance outline 

of Brewster and Zeran's with the caution that it be made 

representative of all cy·pes and include enough persons to 

form a true picture. ('12) 

Methods the outline lists for obtaining information 

are, of course, the questionnaire (mailed or delivered); 

the interview; the telephone; and a combination of those 

methoda. 
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Here i .t might be well to insert some suggestions for 

the questionnaire. It should be kept reasonably simple, 

only five or six questions being preferred, and, if it is 

to be returned by mail, a stamped card or envelope should 

be provided. However , even the latter does not guarantee 

delivery; better results have been obtained when there 

was personal delivery, as well as pick-up, of any type o£ 

questionnaire. The writer and others have achieved good 

success with sending the follow-up form out through pres

ent students to former ones. Group consultation will 

indicate · students who are accessible to many of the school 

leavers Yihom it is desired to contact. Of course, other 

sources for verifying addresses are parents of school 

leavers, city and telephone d±rectories, and other school 

personnel and students. 

The interview is the second follow-up method listed 

by the outline. Most sources consulted indicate that aa 

many students and as many employers as possible should be 

interviewed, by students or others who have been carefully 

trained in finding out and recording the information 

desired. The telephone, or third method, is particularly 

useful in making appointments with and locating people to 

be questioned~ in following up on mailed questionnaires, 

and# as mentioned before, often is preferred as a contact 

by the businessman. 
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Brewster and Zeran include in their outline prepara

tion of 1n•school pupils for future follow~up studies. 

Having seniors work on the following-up of students who 

have left school already is, of course, about the best 

possible orientation. But effort should be made to inform 

and interest all students, including potential drop-outs. 

If the student drops before he can be interviewed, Brew

ster and Zeran urge a personal call by the teacher. 

Other points brought up for cons ideration in this 

outline for a full-scale follow-up are: determining the 

work schedule and estimating cost; preparing forms; 

directing study personnel; introducing the study; collec

tion of the data; tabulating the data.; interpreting data 

and preparing report; and using the findings of the 

study. (12) 

With reference to job adjustment values of the follow.o. 

up, several good comments have been found . 

A 1953 issue of the National Association of Secondary 

School Principals Bulletin declares that occupations five 

years after leaving school are a better key to adjustment 

needs than earli e r ones. (13, P• 33) 

Myers points out that the school leaver's need may be 

for a job, for a better job, for adjustment on the job, for 

more preparation, or for a chance for cultural or communit.y 

satisfactions. He suggests "reservoir" classes--civic, 
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economic, and vocational--for the temporarily unemployed. 

(53, P• 210) Wilmington, Delaware, does have what they 

call a "remedial instruction pool for unplaced seniors." 

(26, P• 225) 

Shipley enumerates these phases of help in job adjust

menta helping make possible further training , trying to 

straighten out job difficulties, suggesting places of em• 

ployment, and giving additional help on job application. 

(76, PP• 35-44) 

Some idea of t he extent of follow-up programs in the 

West may be had by turning back to t he table on page 35. 

It will be seen t hat of t he 618 teachers west of t he 

Mississippi r e turning questionnaires, 22 did not report, 

and, of the remainder, 16 per cent reported "frequently" 

as to "making regular follow•up stuiies of business 

graduates," 23 per cent "occasionally," 26 per cen t 

"little," and 36 p er cent "none." The number of those 

reporting follow-up of all graduates or of drop-outs was 

considerably smaller yet--7 per cent "frequently" assist

ing with r egular follow•up studies of all graduates; 4 per 

cent with business drop-outs; and 2 per cent with all 

drop-outs. 

Exact implications of these figures as to the actual 

follow-up programs in operation are not possible to 
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ascertain in view of the different possible 1nterpreta~ 

of the terms by persons filling out the questionnaire. 

Of the 29 business teachers contacted further in 

Idaho, Oregon, and Wash ington, six said they had no follow

up; seven made only incidental, unplanned follow-up Of 

business students; while four mentioned an actual follow-up 

system. Three more ha~ follow-up programs planned. A 

number of additional teachers mentioned frequently tele

phoning employed students, and/or their employers, and one 

gave departing seniors questionnaire cards to mail. back. 

A number mentioned making a point of personal talks with 

employers or students when opportunity offered. 

Lack of time was here again mentioned as the princi

pal barrier, and "follow-up" like "placement" was 

typically the outside effort of the individual business 

teacher. 

One follow-up program reported from West Linn, Oregon, 

made use of a return post-card sent in a short letter to 

former business students. The letter said: 

The commercial deparuuent of West Linn High 
School is interested in knowing Wbat you are do• 
ing and how much you benefited from your high 
sohool commercial courses. 

We shall appreciate it if you will fill in 
the enclosed card and drop it in the mailbox to
day. 

A card or letter with further information 
about your Job, activities, or schooling will 
be most welcome. 
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The card includes space far name, address, employer's name 

and address, kind of work performed, high school subjects 

most valuable in work, subjects they wish they bad taken, 

whether they are going to school now, name of school o~ 

college, and course being taken. (119) 

McMinnville, Oregon's business teacher sends a letter 

signed by the principal and enclosing a questionnaire and 

stamped return envelope. The questionnaire asks about 

marital status, schools attended since high school and 

major field, employment and where, any promotions received, 

" and chance for advancement in present position. Then 

there are check lists of possible courses taken in school, 

and of machines used and work <'lone on the job, plus ques

tions as to additional training the high school should 

offer. (109) 

A questionnaire aimed at assisting with employee ad

justment is sent to employers by a teacher reporting in 

American Business Education. This includes, besides the 

name of the employee and his address and telephone number, 

a series of gradations to check after these items: ability 

to learn and follow directions; quality of work; quantity 

or work; ability to work without supervision; personal 

traits; cooperation. Then the employer is asked to list 

the student's strong points, shortcomings, ways in which 
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training was inadequate, and whether the student would rate 

outstanding, above average, average, or unsatisfactory. 

(1, P• 93) 

Boston 's vocational gui dance department has a school 

follow-up program of long standing . Employers are visi ted 

and workers are asked to call at the school office. Every• 

one is sent a questionnaire six to nine months after the 

start of the job, followed if necessary by telephone calla 

and home visits to the student. A complete summary is 

made of the s tudeut 1 s work and adjustment. Cases are 

usually "closed" after the beginning worker has reached 21 

or been two years on the same job. (42, P• 410 ) 

Newark sends a double postcard each fall to graduates 

of' the preceding ~ear, &.nd the unemployed students are 

contacted. (71, PP • 377•380) Lefler reports in a recent 

issue of the Journal £t B·uwiness Education that she visits 

all offices the first semester where students have been 

placed the preceding spring in positions which are part

time during school and then full-time afterw rd. She says 

she gets good he lp from the Chamber of Commerce and the 

local chapter of NOMA . She explains: 

I find out from the employer how the employee 
bas d eveloped since the period of full-time employ
ment began. By questiorillaire to the student, l 
find out about the employer, working conditions, 
hours , pay increases granted after full-time em
ployment begins, and any other faots the student 
wishes to give. (48, P• 276) 
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In Paterson, New Jersey, a follow-up of 78 business 

and 12 academic graduates of January, 1951, was made under 

the d~rection of a typing teacher who is also a member of 

the placement bureau. Twenty members of her typing class 

were divided into four teams, each with a leader. Each 

team wrote to 23 graduates , enclos1ng postcards, and a 

letter asking vbat the graduate was doing and how he had 

benefited from the commercial courses. The students veri• 

fled addresses, and, when the card was returned, stapled it 

to the high school record card. Of the 91 mailed, only 

five were not returned , probably largely because 56 of the 

gradua·tes had been placed by the school, and also personal 

notes from students sending the questionnaire went with 

individually tJped letters. (21, pp. 122-123) 

Ahrens Trade High School, in Louisville, Kentucky, 

started out by telephoning all graduates to verify their 

addresses and explain the purpose of the follow-up. Then 
• 

a letter and quest1orma1re were sent, followed by a tele• 

phone call when necessary . (Among their findings was the 

discovery that the best opportunity fo r beginning workers 

was in service-ty~e organizations--insurance beaded the 

list with 12 out of the 81 jobs he ld by all those surveyed~ 

Baltimore will once again be quoted :: 

When the graduate has found hi s job he 
starts to work, but the placement service does 
not file his card a~and forget it. At the 
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end of three months, and one year, if he remains 
on that job, the graduate will receive a follow-up
letter. He will be asked to tell what he is doin& 
how he likes his work, and to make suggestions for 
other new workers . This information is summarized 
and put on his original application. 

At the same time the employer is not forgotten.
A similar letter is sent to him at the end of six 
months. He is asked to rate the employee's work, 
to state his progress , and to make suggestions for 
improvement. This information is also summarized 
and recorded on the applicant's card to be used in 
courses of study and curriculum revision and to 
be sent to the schools as up-to-date occupational 
information••••A part of each week the counselor 
spends vi.siting the offices, factories, and indus
trial plants 1n which he has- placed new workers ••• 
to observe workera ••• to meet employers ••• to get 
suggestions. (4) 

Following the 1941 Occupational Adjustment Study of 

the National Association of Secondary School Principals, 

that organization prepared a comprehensive set of sugges~ 

forma• A sample set of these forms may be obtained free 

by writing to tbe National Association of Secondary School 

Principals, National Education Association, Washington, 

D. C• 

While cost ing more than self-prepared ones, they are 

efficiently arranged and easy to use--especially if an all

school follow-up is planned. They include a "Follow-Up 

Record Oard," filled in before the student leaves school 

with essential home and school data, and allowing place 

for subsequent follow•up reports so arranged as to be easy 

to tabulate and analyze; a "Post-School Inventory," sent 
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as a questionnaire to all students one, t hree, and five 

years after leaving school; a nFollow-Up Interview Sched• 

ule," used in interviewing a selected sample of school• 

leavers; and the "Employer Interview Schedule," used in 

interviewing a selected sample of employers of students 

followed up. 

On page 114 was shown the follow-up form the writer 

is using. It constitutes the back of the job application 

(student registration) card. Duplicated work copies of 
I 

the form are given senior students for following up gradu• 

ates and there is considerable advance consultation on 

the purpose of the information and how to get and record 

it. 

However, follow-up efforts will be of little value 

if provision is not made too for properly recording and 

using follow-up results. One school duplicates and dis

tributes the latter to students, employers, and school 

staff. 
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CHAPTER IV 

SUMMARY AND RECOMMENDATIONS 

Summary 

Help in job placement is a needed and neglected part 

of our high school programs . In our more complex society, 

the student and his parents cannot manage the problem 

alone. Every important educational survey made within the 

last few years reveals the fact that social and oecupat~ 

adjustments are not made satisfactorily by graduates of 

our public secondary schools. Surveys of businessmen con

firm this conclusion, as do government surveys. 

Guidance and business educators are practically unani

mous in agreeing that help can best be given by the sclx>ol. 

In view of the facts that 75 per cent of all high school 

graduates go directly into jobs; that 60 per een~ of all 

high school students are enrolled in business; and that 

most students who follow the business sequence do so with 

a vocational objective, it would seem that business educa

tion departments are responsible for a sizable share of 

the li to 2 million young entrants into the labor marke t 

each year. 

Placement is of value in helping the student to bet

ter job adjustment and confidence in his school; in helping 

the school by improving its curriculum and building its 
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prestige ; in helping the teacher by making her work more 

gratifying and dynamic; and in helping the community by 

providing a more stable and satisfactory working force . 

The history of youth placement has been a series of 

attempts to meet various immediate needs: poor relief in 

colonial times; cheap labor with t h e coming of the fac

toriesJ compliance with child labor, compulsory education, 

and continuation school legislation when abuses brought 

this legislation about; mobilization of workers and proteo• 

tion of youth's interests during the first orld war; 

placing youth back in school or civilian work following 

that war; unemployment relief in the depres s ions of the 

1930 ' s; economic mobilization a gain for the second world 

warJ and return to civilian work following that war . 

While spasmodic attempts had been made previously by 

the federal government to aid in youth placement , it was 

not until 1950 that substantial unmet needs of school• 

leavers and graduates were given any concentrated atten

tion . Then state supervisors of counseling from 43 states 

met with u. s. Office of Education and employment service 

representatives and planned a year-round program of school

employment service cooperation. In 1953, it was reported 

that 285,000 graduates had been served in 1952, and work~ 

agreements bad been negotiated with thousands of schools 

i n hundreds of communities . 
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During the past 25 years, along with more emphasis on 

guidance and adjustment, schools have recognized placement 

as a legitimate function of the school, but only a small 

percentage have made any organized arrangements for it. 

In 1941, it was estimated that only 5 per cent of the 

schools had a regular placement program. More recently, 

extensive surveys have indicated that less than half of 

even the larger schools have placement. Individual states 

vary as to extent and kind of placement. 

Woodward's survey of business teachers west of the 

Mississippi found about two-fifths of them "frequently" 

placing business graduates. Further correspondence with 

the Oregon, Washington, and Idaho teachers represented 1n 

this two-fifths revealed that in very few cases did "fre

quent placing" mean placement service that was organized 

in the opinion of the teacher. 

Types of placement service vary greatly, but the prin

cipal divisions are: 

1. Centralized. In perhaps a dozen large cities in 

the country, a central office takes care of placement of 

the school-leavers from all hish schools in the city. Some 

of these offices naturally have worked out very efficient 

systems. In most cases, they are characterized by full

time personnel; extended service to graduates and drop

outs; solicitation of job openings by mail, telephone, and 
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1n person; a special room set aside with files and tele

phone and place for interview; a file of complete informa• 

tion about job-seekers; specific placement forms; 

follow- up of youth referrals; and close cooperation with 

school personnel. 

2. Decentralized or General . In some large cities-
and 1n many medium-sized cities, the individual high school 

has a placement service which helps school-leavers 1n all 

departments. It can have all the characteristics of the 

centralized system described, but usually it does not . 

Usually it does not have full- time personnel or even a 

special room set aside, but ordinarily placement effort is 

coordinated and active files of job- seekers are kept. Job 

openings are most often solicited by telephone, though 

sometimes by mail or 1n person, and sometimes not at all . 

Help frequently is given drop•outs, and specific forms and 

follow-up are sometimes utilized. The work is headed by 

a guidance person, a vocational teacher or coordinator, or 

by the principal. 

3. !!l, Business Department .2£. Business Teacher . Indi

cations are that this is the commonest type of secondary 

school placement 1n the United States today. Even in some 

of the general type offices, the business teacher plays 

(and rightly so, according to several quoted) a major role. 
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This type of placement is characterized in most cases 

by no released tLne; by no room or telephone (except the 

office telephone); by few files, though frequently office 

files on students were used; by a minimum of forms; by 

incidental job solicitation, or 1n person as time permitt~ 

and by incidental follow-up-•but by a surprising amount of 

help given the student by dint of the teacher's own exer

tion and willingn.eas to devote his after-school and vacation 

hours to the cause. 

4. Cooperation !!!h State Emplolffient Services. While 

not every educator advises great dependence on the state 

employment services, the majority advise maximum coopera

tion, and there can be no doubt that state employment 

services give valuable and extensive aid 1n many instances. 

As was mentioned .in connection with the extent of place

ment, states var~ as to the cooperation of their schools 

with the employment service. Some cooperate extensively. 

Many states and many cities report enthusiastically on 

this cooperation. It ranges from "close"-.. where there is 

systematic interchange of personnel, of :facilitie·s, of 

records and of occupe. tional in.formationJ to the more common 

types••where employment serviee personnel visit the school 

to explain their program, to administer the General Apt1• 

tudes Test Battery to selected atudenta, and perhaps to 

register students for jobs following graduationJ or; 
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sometimes, students are referred to the employment service 

with cards; or there is occasional exchange between school 

and employment service of student and job information. 

Some employment service offices not only provide 

regular forms and procedures for getting complete student 

information from the school, but confer with the school 

regarding actual placement, and/or report to the school on 

a follow-up of the student on the job, This report may be 

i n the form of "tear slips" from the individual student 

record, the registration cards returned, or lists of 

placements of a number of· students, or may be given orall~ 

Not only does the employment service pr vide the 

school with valuable vocational counseling and aid in pre

venting drop-outs, but programs for the teacher have been 

arranged, including workshops and training in the use of 

various placement tools. 

Thus it will be seen that there are many choices as 

to type of placement service to set up. Consensus of ad

vice is to first consider the local situation•-what is 

there to build on and what is needed. The next require

ment is to be systematic, and to advance surely, if a bit 

slowly. 

The business teacher is urged not to try to work 

alone but to get the interest and cooperation of the ad

ministration, other teachers, students, and community. 
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Efforts must be coordinated and responsibility centralized. 

While beginnings may be small~ a separate space with tele

phone and file is needed for calls and interviews. Suc

cess depends on the · person in charge having time available 

and knowledge of both students and the occupational situ• 

ation; on a system of records and clerical help to keep 

them up to date; on a ~lan to locate vacancies; on provi• 

sion for training in job application; and on follow-up. 

Whatever the type of placement service chosen, there 

are some steps fundamental to all of them. These are (1) 

thorough understanding of the student's abilities, apti

tudes, and interests, and help 1n applying this infor• 

mation to his vocational future; (2) complete and reliable 

occupational information, both general and about specific 

jobs; (3) assist in proper matching of applicants and Joba} 

and (4) follow-up to evaluate the process, and, even more 

important, to aid in job adjustment. 

Prior to the actual placement steps comes preparation 

of the student for occupational competency. It is the 

foundation on which the placement process is built and it 

should also be the product of what is learned through the 

placement process. Follow-up and occupational studies 

should indicate local needs, and preparation should be in 

accordance. Local st-andards should be agreed on and Na

tional Business Entrance Testa used for countr~e rating. 
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Perhaps the best preparation of all for occupational 

competency is through work experience. Educators and 

businessmen are again practically unanimous in agreeing on 

this. Only one per cent of all high school students in 

the United States are enro lled in work experience programs, 

but most of these have the advantage of being 1n supervised 

programs, and would represent a fair number of schools . 

Woodward's findings were that about one-third of the teach

ers west of the Mississippi who responded to his question

naire provided "placement 1n work experience or part-time 

jobs outside school ." 

Work experie.nce gives practical training, help in 

placement , better business attitudes , better permanent job 

adjustment , and better school work--if supervised.-
The work experience provided by various schools takes 

many different forms , ranging from a few hours a day for 

a week to a full year in the same office. Other consider

ations in setting up such a program are getting cooperation 

from administration, fellow teachers, students, parents, 

and community; employer cooperation; determining the basia 

for student selection and placement (including information 

about work permits ); determining school credit to be givanJ 

determining pay students are to receive; and supervision~ 

reporting , and grading . 
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1. Gathering ~ Interpreting Student Information. 

Getting to kno the student is the first step in assisting 

him to make a wise occupational choice, and the foundation 

for knowing the student is the cumulative record, personal 

contact, and interview. Testa should be a part of the 

cumulative record, including intelligence, achievement, 

interests, aptitudes, abilities , and personality develop• 

ment tests; but it should be recognized that they ar~ only 

a small part of the picture . 

Perhaps the teats of even more immediate concern to 

the business teacher are the vocational competency or 

business entrance tests. NBET tests may be utilized both 

informally in the classroom, and officially to gain for 

the student the national certificate of proficiency . Once 

employers are informed regarding the latter, it should 

prove a great boon to placement of deserving students. 

The Saattle schools have established standards and give 

their own "Statement of Proficiency" as well, thus giving 

the qualified graduate a better chance ru1d clearing the 

school of blame for unqualified applicants. 

Cumulative records, or personal folders, should be 

kept accessible to authorized persons but completely confi

dential otherwise. It may be desired to transfer infor

mation from them to a more convenient form kept in the 

business teacher's own files. Each graduating student 
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should be interviewed ar.d information added to the records , 

along ~~th reports of other teachers, of employers, etc. 

The type of records used runs from a simple card to persxwl 

folders with inclusive material , but , whatever the form, 

it needs to be systematic and complete. 

2. Gathering~ Using Occupational Information. 

Occupational informatiofi is of two kinds: general informa• 

tion regarding broad fields of work , and specific job 

information. Introduction of the former should begin even 

before junior high and be incorporated into the learning 

of every student; in high school it may be presented tb~ 

occupational courses or units, career days or conferences , 

and integrated with learnings in all classes. Teachers 

should have accurate data re&arding the nature of the work, 

qualifications of workers , opportunities, and outlook in 

the various fields. Teachers should give the student help 

in examining the many opportunities and in making choices 

on the basis of his own needs. 

Bef'ore graduation time approaches, the student should 

be assisted in getting specific job information. The 

state employment service can provide much of this as well 

as genez•al occupational information, but the most effec• 

tive procedure for school purposes is probably to make an 

occupational survey. 
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The occupational survey may be full-scale, of all 

kinds of Jobs in the area, or promoted by the business de

partment and concerned with office jobs only. In either 

case, it is highly desirable to .g et approval, interest, 

and cooperation of administra tion, other teachers, studen~ 

and community. An advisory council or steering committee 

is a s helpful here as with the cooperative work experience 

program. 

Exact purposes of the survey should be established. 

These are usually to learn what jobs are available in the 

town and what qualifications are required for each; what 

hours, wages, and ~rking conditions prevail; what 

machines are used; and any other information needed in your 

local situation. There should be a planned procedure for 

gathering, tabulating , and making use of information 

desired. Interviewers should be well trained to collect 

exactly the items wm1ted. Personal interviews bring full• 

eat returns. 

Essential along with the occupational survey is 

personal contact between employer and teacher. Those re

portin g placement success almost invariably mentioned the 

value of a regular schedule of employer calls. Mail and 

telephone are used but not so frequently or enthusiasti

cally recommended. Many advised membership in or talks 

before service clubs and other community organizations; 
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having speakers; keeping in touch with graduates; taking 

field trips; providing some community clerical service; 

and encouraging the taking of civil service tests. Private 

employment agencies were only occasionally suggested, and 

want ads were mentioned without much endorsement. Some of 

the larger services did _quite a bit with publicity, but 

the smaller ones not very much • 

Many teachers commented that good preparation of the 

student for occupational competency was the best emploj' .::r 

contact of all. 

3. HalE !E-. Proper Matching 2£.. Applicants ~~· 

The first step toward success in the actual matching of ap

plicants and jobs is training in job application. This 

includes showing the student how to summarize mentally and 

on paper the most helpful information about himself; show• 

ing him how to make out an effective "data sheet" and write 

a satisfactory application letter; giving him practice in 

filling out application blanks; and giving him practice in 

and complete preparation for the job interview. The latter 

includes attention to appearance, readines s of information, 

and attitude. 

The actual matching process may involve a variety of 

procedures. Forms and routines to fit the local situation 

need to be worked out for registration of applicants, for 

listing job-calls, for selecting students for referral, 
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and for confirming all referrals. In many situations, 

provision needs to be made for informing the student about 

the service, in advance of the other steps. 

The business teacher or placement director is advised 

to take a personal interest in the student but to recommend 

him honestly. 

4. The Follow-~ Program~~ Adjustment. Follow

up is not only essential to completion of the placement 

process but it is a valuable aid in making placement of 

many oncoming students possible by pointing directly to 

jobs which they may fill. In addition, it is the school's 

"market research" on how it may improve its product. 

The mechanics of follow-up may be by letter and ques

tionnaire, by telephone, by having school "office hours" 

when student and employer may visit the school, by personal 

calls on student and employer, and by group meetings and 

i ndividual conferences. 

Sample coverage may be used, but complete coverage 

is much preferred, as is the personal interview to any 

other means . Follow-ups should approach both student and 

employer on the basis of giving any help needed and im

proving school offerings. Follow-up should be continuous 

and is best directed by the teacher who knows those particu

lar students best. It should be introduced to students 

before they leave school; the best introduction is to 
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train them to help with it while they are still 1n achool. 

Generally 1 it is desired to learn from the school•leaver 

the name of the company where employed; title and duties 

of job; wages; jobs held since leaving school; occupation 

desired eventually; possibiliti es for advancement; school 

training most useful; school training lacking ; and job sat

isfaction. From the employer is wanted the adequacy of 

the young worker's preparation; attitudes and office rela• 

tionships; chances of advancement; how the school can help 

the employee and the employer. Iocal needs determine 

other items. 

Results should be utilized to the fullest extent, and 

plans made to give needed help in job adjustment. Infor

mation should be added to the individual student record or 

on the form which best fits the local situation. 

Perhaps the commonest recommendation as to timing is 

that a follow-up be made on students one, three, and five 

years after graduation. Drop-outs too should be followed 

up, by personal call of the teacher if an "exit interview" 

has not been possible. Evidence at hand would indicate 

tha t comparatively few schools now have regular organized 

follow-up of school-laavers. 
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Recommendations 

As a result of this study, the following recommenda

tions are submitted for consideration: 

1. All business teachers should give serious thought 

to the need for work experience, placement, and follow•up, 

if these are not already a part of the school program. 

2. The first step in undertaking any of the three 

fWlctiona should be obtaining approval, interest, and co• 

operation of the administration, students, businessmen, 

and the balance or the community J the advisory committee 

should be utilized. 

3. Whatever the type or placement now existing or 

planned, it should fit the needs of the local situation 

and it should be systematic. Planned procedures and forma 

are mandatory to effective operation. They should be as 

simple as possible while still adequate for local needs, 

and well kept. Provision should be made for recording 

complete student information and complete occupational in• 

formation. There should be a systematic routine for 

employer contacts and for organized listing of job calla 

and. placement. 

4. The business teacher should be diligent 1n his 

efforts to convince the administration of the necesaity 

tor providing released timeJ centralized responsibility 
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so that complete coordination of placement efforts is pos

sible; office apace with telephone, chairs, and f iles-

for receiving calls, interviewing, and record i ng ; and 

needed clerical help. 

5. The business teacher should become personally in• 

formed regarding the local occupational situation, not 

only by personal employer contacts but by summer employment 

in local businesses. 

6. Realistic standards for beginning workers should 

be worked out cooperatively with employers, making certain 

that terminology means the same to all parties. 

7. The teacher should make use of NBET tests 1n her 

classes and promote the setting up of official t es ting 

centers. In addition, she should work toward establishing 

a local ttatatement of proficiencytt recognized by employers. 

a. The teacher should be realistic in appraising the 

student and honest in recommending him. 

9. The teacher should provide gu i dance for the stu• 

dent, not only in selection of school courses to be taken, 

but 1n choosing further training available and desirable 

for him. 

10. The teacher should utilize all community aids 

available in her placement efforts, most especially the 

help of the state employment service. That help should be 

developed to its optimum extent. If that service does 
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not provide forms to gain needed information about stud~~ 

perhaps the teacher should construct some. 

11. If one is not already established, the business 

teacher should institute a regular and continuous follow

up system, at least for business graduates and drop-outs. 

12. And finally, every business teacher should take 

at least one course in guidance principles and practices. 
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LETTER TO SELECTED BUSINESS TEACHERS 

IN OREGON, WASHINGTON, AND IDAHO 

.._________ ... __________ March 20, 1953 
_____ .., ..........._____...._ 
.- ... .......____.............~ 

Dear ----~---~-~ 

You seem to be one of the few business teachers in 
Oregon, Washington, and Idaho who are doing something sys•
tematic about placement of business students. . So could 
you possibly take a few minutes to tell me what you have 
found out about it? 

I am trying to get ideas for a really workable place
ment plan here at Nampa high school. Then, if I succeed 
in gathering together a number of different suggestions
which have actually worked 1n some schools, I'd like to 
make them available to any business teacher who might be 
interested--so I'll ask your permission to paas your in
formation along, unless you .specifically request that I 
do not do so. 

It is not at all a proper questionnaire which I have 
attached. Some of the questions may seem ambiguous••or 
even "plain dumb." But they are there 1n ease they will 
remind you to mention something that would help, or per•
haps keep us out of trouble. Please do answer quite in• 
formally, and do be as free and specific as possible with 
your Helpful Hints' 

Moat gratefully, 

(Mrs.} Marion Rycraft 
616 - 11th Ave. so. Ext. 
Nampa, Idaho 

P. s. A stamped envelope is enclosed. I would so much 
appreciate your sending any forms you have found 
helpful, and I promise to reimburse you for any 
extra postage it takes. 



------------------------------

I 

QUESTIONNAIRE TO SELEnTED BUSINESS TEACHERS 

IN OREGON, WASHINGTON, AND IDAHO 

Does the school allot you time , extra funds , clerical help___, phone___ 
for placement activity? or how do you manage? 

j 

Have you any favorite sources of general occupational information, and ways of 
helping the student decide if he's fitted for a certain kind of work? 

Do you keep an up-to-date listing of all the clerical or office jobs in the co~ 
munity, including description, requirements, working conditions, etc?___ 
If so, how did you get it, and how do you keep it up to date? 

What is your ROUTINE for getting and recording complete information about all 
business students? ( ) or just about those asking placement? ( ) Check whkh. 

How do you make and keep systematic contact with employers?--leaving nothing to 
my imagination& 

What exactly is your working relationship with the local office of the state 
employment service? 

Have you any continuous connection with any other placement agencies? With other 
sources of specific job information? If so, could you say what it is, bow 
you got it, and how you operate it? 

would appreciate vefy ~your outlining your complete placement procedure 
in detail (with orms if possible), specifying such things as how calla 
come in, how you decide whom to send, whether they are sent to fill jobs 
or to apply fo~ them, what they carry along , what report student and/or 
employer makes, etc. 

What exactly do you do, and when, to follow up the student after placement? (If 
you have all-school follow-up would you explain your connection) 

Have you any real publicity program? 

Can you add anything about which things work best, and which not so well? Any 
ADVICE you can give will be wonderful& 

IF YOU HAVE A WORK EXPERIENCE PROGRAM, ·Will you tell me-

Row you obtain places? 

Student qualifications: Age ____ Grade Other 

Hours Pay --------------- School Credit -------------------

Supervision (when, what kind, your employer relations, how you discover student 
problems, and approach a solution, etc.) 

What is the usual effect of work experience on permanent placement--have you any 
figures available? 
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LETTER TO VOCATIONAL EDUCATION DIRECTORS 
AND SECONDARY SCHOOL SUPERVISORS 

OF OREGON, WASHINGTON, AND 
IDAHO 

November 8 1 1952 

___ ......._..,..________ 

--------...--..-·--............... _.................. 
___..____________.. 

I am teaching office-training courses at Nampa high 
· school, and it seems to me there is a real need for a 
systematic program of helping our high school graduates 
get--not just !. job--but the rirJ'lt job. 

While there appears to be widespread agreement among
both guidance and business education people that placement
help is an essential function of the high school, there is 
little available on successful procedures which have been 
followed. 

Can you tell me of any high schools in --------- which 
do have any sort of practical working placement procedure,
either 1n cooperation with the state employment service, 
through the school counseling set-up, or through a business 
education teacher? 

I should like so much to contact any possible sourees, 
with the hope of not only working out a practical program 
tor our own business students, but of making a compilation
of - ideas available to other business teachers. 

Thank you very much tor any assistance. 

Sincerely, 

(Mrs.) Marion Rycraft 
616 - 11th Ave. so. Ext. 
Nampa, Idaho 




