A FOLLOW-UP STUDY OF THE GRADUATES OF SHAWNEE MISSION NORTH HIGH SCHOOL

OF SHAWNEE MISSION, KANSAS, FOR THE YEARS 1963 AND 1964

A Thesis
Presented to
the Faculty of the
Division of Business and Business Education

Kansas State Teachers College of Emporia

In Partial Fulfillment
of the Requirements for the Degree

Master of Scilence

by
Dorothy J. Johnson

June 1969



<

-y

8829

[ VR4

0

Approved for the Major Department

Approved for the Graduate Council

Thten e




ACKNOWLEDGMENT

The writer of this study wishes to express her gratitude and
appreciation to the many people who gave assistance in connection with

the work of the study.

ii




TABLE OF CONTENTS

CHAPTER
I, INTRODUCTION . . . . ¢ & v « ¢« « o o &
The Problem , ., . . . . . . « . . .
Statement of the problem . ., . , .
Statement of the hypothesis . , .,
Significance df the study . . . .
Definition of Terms Used , . . , . .
Follow-up . . . . . & 4 « « 4 o &
Withdrawal.;..........
Curriculum, college preparatory .
Record card, permanent , . . . . .
Transcript , ., . ., . . « v & o . .
Office skill , , ., , ., . . . « . .
Higher education . . . . . . . . .
Method of Procedure . . . . . . . .
II. REVIEW OF THE LITERATURE , , . , . . .
III. ANALYSIS OF DATA . . , . . ¢ v o « o «

Post-High School Educational Status

College Graduates Employed While Attending

Office Skill Courses Taken in High School by College

Graduates , . ., . ., . . . . . . .

Office Skills Used for Employment by College Graduates .

College

Office Skills Used by College Graduates Which Were lLearned

in High School . . ., . . &+ « « & .

PAGE

20

20

22

24

24

27



Office Skills Used by College Graduates Which Were Not
Learned in High Sghool ® ¢ o s s e 8 s s 8 v s e s e e
Still Attending College and Employed , , . + + « o « o o «
Office Skill Courses Taken in High School by Those
Attending College . o + « « o ¢ o o o o o o o s+ o « o o
Office Skills Used for Employment by Those Still Attending
College . o o v ¢ ¢ o « o v o ¢ o o ¢ o 0 o o o o o o o
Office Skills Used by Those Still Attending College Which
Were lLearned in High School . . . . ¢« ¢ ¢ ¢ ¢ ¢ o o &
Office Skills Used by Those Still Attending College Which
Were Not Learned in High School . , ., . . ¢« ¢« ¢« ¢ & « &
College Terms Completed by College Withdrawees , . . . . .
College Withdrawees Who Are Employed and Use (Or Have
Used) Office SKills ., . . . & ¢ ¢ o o o o o o+ o o o o o
Office Skills Iearned in High School by College
Withdrawees . . . . . & . v o ¢ o o o o o s o o o + o o
Office Skills Used for Present Employment by College
Withdrawees . . . . . ¢ . ¢ ¢ ¢ ¢ o o ¢ v e 4 e s 0 s .
Office Skills Used for Previous Employment by College
Withdrawees . . . . & . ¢ ¢ ¢ ¢ o ¢ o o ¢ s s+ o s o o
Office Skills Used for Present Employment with High School
Training by College Withdrawees , . . , . . ¢« & « « + &
Office Skills Used for Previous Ewployment with High School

Training by College Withdrawees ., . . . ¢ ¢« o ¢ ¢ o o o

iv

PAGE

29

31

31

34

36

38

38

41

43

45

47

49

49

“




CHAPTER

PAGE

Office Skills Used by Withdrawees for Present Employment

Without High School Training . . . . . ¢« ¢« ¢ o ¢ o &+ o & 52 -
Office Skills Used by Withdrawees for Previous Employment

Without High School Training . « ¢« . ¢ o o o ¢ ¢ « o « o« 54 .
Sources of Additional Skill Training for College

Withdrawees , ', . . . ¢ . ¢ ¢ ¢ 4 o o ¢ o o + « + s & o 96
New Skills and Additional Training Received by College

Withdrawees , . . . . . . . ¢ ¢ ¢ 4 ¢ ¢« + s o s 0 o s . OB
Office Skills Which Helped College Withdrawees in

Obtaining Present Job Even Though an Office Skill

Is Not Used on Present Job . , . . . & ¢ ¢« & o« ¢ « o o & 60 -
Withdrawees Indicated Particular Office Skills Would Allow

a Preferable Job to be Available , , . . . ¢« . . ¢ & &+ 60

Types of Office Skill Employment Since Withdrawing From

COLIEBE 4 . + 4 4o v 4 v o o o o o v v o 6 o o o v o . 62
IV, SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS . . . ¢ ¢ « & o . 65
SUBmmary . . . 4 4 ¢ 4 ¢+ s 4 s s s s e s s e e s s 4 e . 65
Conclusions . . ., , o ¢ 4 o ¢ o s « « o o 4 s o s o o+ o« 68
Recommendations . , , . ¢ v o o + o o o s o s s 0 0 ¢ s 10
BIBLIOGRAPHY . & o o o o 4 o o 4. 0 o o o s o « o o o o o s o o o 73

APPENDIX

¢ o . . o . ¢ o ¢ e o . e L] . L] . . * o o . . o o L] . . L] 77




TABLE

11,

III,

Vi,

VII,

LIST OF TABLES

PAGE

Post~High School Educational Status of 189 Graduates of

1963 and 1964 of Shawnee Mission North High School Who

Had Transcripts Sent to a College oxr University . . . . . . 21
Number of 1963 and 1964 Graduates of Shawnee Mission North

High School Who Graduated from College and Were Employed

While Attending College . o o « « + o o s s s o o s s s o & 23
Office Skill Courses Taken in High School by 86 of the 1963

and 1964 Shawnee Mission North High School Graduates Who

Graduated fxom COLlege . . . ¢ v o 4 o + « o & o + o s o » 25
Office Skills Used for Employment While Attending College by

86 of the 1963 and 1964 Shawnee Mission North High School

Graduates Who Are College Graduates . . . . . . + o« o o + & 26
Office Skills Learned in High School Which Were Used for

Employment While Attending College by 86 Shawnee Mission

North High School Graduates of 1963 and 1964 Who Are

College Graduates . . . . . . . . ¢ ¢« & o « o« + o o o o &« 28
Office Skills Not Learﬁed in High School Which Were Used for

Employment While Attending College by 86 Shawnee Mission

North High School Graddates of 1963 and 1964 Who Are

College Graduates . . . . . . . & . . o v s « « &« « & » « » 30

Number of 1963 and 1964 Shawnee Mission North High School

Graduates Who Are Still Attending College and Are Employed 32




TABLE

VIII.

IX.

XI.

XII.

XIII,

XI1v,

Office Skill Courses Taken in High School by 35 Shawnee
Mission North High School Graduates of 1963 and 1964
Who Are Still Attending College .

Office Skills Being Used (Or Used) for Employment by 35
Shawnee Mission North High School Graduates of 1963 and
1964 who Are Still Attending College

Office Skills Learned in High School Which Are Used (Or
Have Been Used) by 35 Shawnee Mission North High School
Graduates of 1963 and 1964 Who Are Still Attending
College ,

Office Skills Not learned in High School Which Are Used
(Or Have Been Used) by 35 Shawnee Mission North High
School Graduates of 1963 and 1964 Who Are Still
Attending College .

Number of College Semesters (and Quarters) Completed by
63 Shawnee Mission North High School Graduates of 1963
and 1964 Who Withdrew from College

Number of 1963 and 1964 Shawnee Mission North High School
College Withdrawals Who Are Employed and Who Presently
Use (Or Previously Used) Office Skills for Employment ,

Office Skill Courses Taken in High School by 62 Shawnee
Mission North High School Graduates of 1963 and 1964

WVho Withdrew from College .

vii

PAGE

33

35

37

39

40

42

44



TABLE

Xvi.

XVII.

XVIII.

XIX.

viii

Office Skills Used for Present Employment by 62 Shawnee
Mission North High School Graduates of 1963 and 1964
Who Withdrew from College . . . & ¢ & « « o o o o s & o &
Office Skills Used for Previous Employment by 62 Shawnee
Mission North High School Graduates of 1963 and 1964
Since Withdrawing fromCollege . . . . « ¢ ¢ & = o« o + &
Office Skills Used for Present Employment by 62 Shawnee
Mission North High School Graduates of 1963 and 1964
Who Withdrew from College and Who Had High School
Training for These Skills . . ., . « . . . .‘. « e o+ e
Office Skills Used for Previous Employment Since Withdrawing
from College by 62 Shawnee Mission North High School
Graduates of 19§3 and 1964 who Had High School Training
for These Skills . . . . ¢ ¢ o ¢ ¢ ¢ ¢ o ¢ o o o o o o &
Office Skills Used for Present Employment by 62 Shawnee
Mission North High School Graduates of 1963 and 1964
Who Withdrew from College and Who Did Not Have High

School Training for These Skills . . . & ¢ ¢« ¢ ¢« o o + o

PAGE

46

48

50

51

53

Office Skills Used for Previous Employment Since Withdrawing

from College by 62 Shawnee Mission North High School
Graduates of 1963 and 1964 Who Did Not Have High School
Training for These SKills , & . & &« ¢ « o o o o o o s o

Sources of New or Additional Office Skill Training for Some
of the Shawnee Mission North High School Graduates of

1963 and 1964 Who Withdrew from College . . « . « « « » .

55

57



ix
TABLE PAGE
XXII. New Skills and Additional Training on Skills Which Were
Learned Outside of High School by Some of the 63
Shawnee Mission North High School Graduates of 1963
and 1964 Who Withdrew from College , . . . « « « o « o & 59
XXIII. Office Skills Some of the 62 Shawnee Mission North High
School Graduates of 1963 and 1964 Who Withdrew from
College Wish They Had Learned and Specific Jobs Which
Would Be Available . , . . & « ¢ ¢ « o ¢ ¢ o o o o o o o 61
XXIV. Types of Office Skill Employment Used by Some of the 62
Shawnee Mission North High School Graduates of 1963 and

1964 Since Withdrawing from College . . . . o « o « o o 63




\
3

CHAPTER 1
INTRODUCTION

Our society today, in general, smiles with favér upon the high
school graduate who announces that he plans to enter college, Our cur-
rent concern with higher education has focused attention on seeing to it
that a college education is available to people who are qualified to do
college work,l

Therefore, any high school graduate with at least average ability
is usually encouraged, and many times expected, to attend college; in
fact it is usually considered a waste of talent if he does not enroll
in college. No doubt the depression of the 1930's, the occurrence of
Vorld War II plus a return of veterans eager for education, and the
firing of Sputnik changed American's attitudes toward higher educatioh.2
In other words, this emphasis on college attendance is, in part, a
response to social, economic, and demographic developments that have
increased both the demand for highly trained manpower and the present

and future supply of persons of college age.3

"

lJames D. Cowhig, ''Why Do They Leave College?,
71:330, Autumn, 1963,

School Review,

2Eugene S. Wilson, ''Freedom Kills Whom? Or How to Prepare Students
for Dropout," The Bulletin 2£ the National Association g£ Secondary
School Principals, 51:3, September, 1967.

3Cowhig, loc. cit,

A




I. THE PROBLEM

Statement of the Problem. It was the purpose of this study to

find information about the graduates of Shawnee Mission North High School
for the years 1963 and 1964 who had their transcripts sent to a junior
college, college, or university., The study was planned to:

1, Provide information on the office skills the graduates used
for employment during the time they were attending college

2, Provide information on the office skills the graduates used
for permanent employment if they withdrew from college
before graduation
3. Provide information on the types of permanent employment
the graduates obtained if they withdrew from college before
graduation
This study was designed to supply information that could be help-
ful to the administration, counselors, faculty, and students at Shawnee
Mission North. The material was also organized to serve as a guide in
evaluating the value of the office skill courses offered and taken at

Shawnee Mission North by college preparatory students,

Statewent of the Hypothesis, The hypothesis for this study was

that there is no significant difference in the skills used between gradu-
ates who learned office skills in high school and those graduates who did
not learn office skills in high school when obtaining employment while
enrolled in college or after withdrawal from college.

Significance of the Study. Numerous studies have been wade on

the number of students who actually receive a college degree compared
with the total number who enroll as college freshmen, Of course, the

total withdrawals vary with individual colleges; but in 1963 approximately
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15 per cent of the high school graduates who entered a college earned a
degree.4 In 1963 Wanous® predicted that one third of the high school
graduates in the 1960's would enter college but four out of five of
these people would drop out before graduating and most of them would

leave in the first and second years,

Records show that each year approximately 72 per cent of the
total graduating class from Shawnee Mission North have transcripts sent
to a junior college or a four-year college, The fact that a large per-
centage of the graduates decide to continue their education is fine, but
a study has not been made to determine how many of this 72 per cent fail
to complete their college work. Personal convefsations with some of the
graduates and with relatives and friends of the graduates indicate that
many do not complete their college work, It is the opinion of some
teachers and other educators that too many students at North have enrolled
in a college preparatory program without proper consideration of the pos-

sibility of not completing college. As a result, many graduates may not

be qualified for the office skills they need to obtain some of the jobs

that are available to persons without college degrees,

4U.S. Department of Labor, From School to Work. Washington, D.C.:
Government Printing Office, 1960. As reported in the U.S. Departwent of
Health, Education, and Welfare Office of Education. VOCATIONAL EDUCATION
IN THE NEXT DECADE, PROPOSALS FOR DISCUSSION, Washington, D.C,: Government
Printing Office, January, 1961, p., 104,

5S. J. Wanous, "'High School Curriculum,"” National Business Education
Quarterly, 31:46, Summer, 1963,
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In 1967 a survey of high school seniors in the Metropolitan Kansas
City area was conducted by Dr. Levine® and other well-known educatord.
This study, which included Shawnee Mission North, surveyed seniors in 70
high schools which covered a seven-county area (rural and urban, public
and parochial)., According to an explanation of the survey, high schools
were classified on a preliminary computation of socio-economic ratio,
The socio-economic ratio was basedvon,the social and economic background
of the families of the seniors involved in the survey,

Shawnee Mission North fell into the category of a comprehensive
rating in relation to the socio-economic background of the seniors, The
percentages were as follows:

46,0 factory workers

31.2 managerial

50.4 high school or less education
54.4 some college or more

On the survey question that asked how the parents felt about the

student going to college, the percentage was as follows:
34.15--they always expected me to go
48.00 they want me to go
14,92--they don't care either way
1,81--they don't want me to go or would
rather I didn't
.0l--they refuse to consider it
From these statistics a few reasons could be conjectured as to

why 72 per cent of North's graduates follow‘a college-preparatory pro-

gram:

6Daniel U, Levine, "Results of Senior Survey--1967," Center for
the Study of Metropolitan Problems in Education, pp. 1-17.




1, Parental stress on the importance of going to college

2. Influence of the social and economic position of the
student's family

3. Influence of peer groups (schoolmates, acquaintances,
and friends) of the student's age

II. DEFINITIONS OF TERMS USED

Follow~up, A follow-up is an attempt to evaluate the business
curriculum through a detailed examination of its product--the graduate.7
Withdrawal, The act of a pupil in leaving school permanently.8

Curriculum, College Preparatory. (1) a sequence of subjects or

group of courses prerequisite for college enrollment; (2) a body of edu-

cative activities and experiences (in secondary education) prescribed

for pupils who wish to enroll at institutions of higher learning.9

Record Card, Permanent. A printed form used to record the most

essential information about each pupil, generally employed from the first
to the twelfth grade, although at times containing preschool and post-
school information; includes permanenfly valuable information pertaining
to family, health, intelligence status, vocational plans, personal

development, academic transcripts, extraclass activities, etc,10

7Kathryn M. I1iff, "The Follow-Up Study in Business Education,"
Guide to Research in Business Education, Bulletin 66 (Washington: National
Association for Business Teacher Education, 1957), p. 37.

8carter V. Good, Dictionary of Education (New York: McGraw-Hill
Book Company, Inc., 1959), p. 607,

91bid., p. 149,

101pia., p. 451,




Transcript. An exact copy of a pupil's permanent record card,

Office Skill, Physical and mental precision in one or more of

the fields of typewriting, shorthand, bookkeeping procedures, office
machines such as dictating machine, adding machine, calculator, comp-
tometer, or duplicating machines, and the filing of records and corre-
spondence.

Higher Education. Instruction offered to persons of considerable

intellectual maturity, usually requiring previous preparation through
the secondary schools; in terms of the institution common to the United

States, higher education includes all education above the level of

secondary school given in colleges, universities, graduate schools,
professional schools, technical institutes, teachers colleges, and
normal schools., (The junior college is considered an institution of
higher education by some authorities and by others it is considered a

part of secondary education,)ll
III. METHOD OF PROCEDURE

The research method used for collecting data for this study was.
the written questionnaire.

The original questionnaire form was revised according to,faculty
recommendations and then given to three Shawnee Mission North graduates

for reliability. After their responses, minor revisions were made by

the faculty and the writer; copies were then mailed to twenty of the 1963

111bid., p. 267.
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and 1964 graduates to further check the reliability of the questionnaire
form, A letter explaining the purpose of the guestionnaire accompanied
each form and the graduates were encouraged to write down any construc-
tive suggestions on the pages of the survey form. A stamped, self-
addressed envelope was included with the questionnaire and the letter.

A final revision of the questionnaire12 was made after receiving these
questionnaires,
A random sample was taken from the 1963 and 1964 North graduates
3 . who requested a transcript be sent to A junior college, college or uni-

versity. A copy of the questionnaire was sent to 280 of 834 graduates,

the recommended statistical sampling.13 Each questionnaire was accom-

panied by a letterld explaining the purpose of the study and a self-

R s 1o s Sl R N A

addressed, stamped envelope.

Two weeks after mailing the first questionnaire and letter, a
follow-up postal cardld® was sent as a reminder for the graduates who had
not responded, Two weeks after this malling, or approximately four
weeks from the original mailing date, each graduate who had not responded
was contacted by telephone and asked to £ill out the questionnaire. If
the graduate did not live in the greater Kansas City area, the parents
were asked if the letter and its contents had been forwarded to the
graduate; if not, the parents were asked to forward the envelope and its

contents. The graduate's out~of-town address was then obtained, If the

12gee Appendix, p. 77 131pid., p. 81

l41pid., p. 82 151pid,, p. 83
Ibid Ibid.,
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form had been misplaced or thrown away, another copy, accompanied by a
letter and a stamped, self-addressed envelope, was again mailed to the
graduate, Two weeks after making the telephone call, another postal card
was mailed to the graduates whose parents had not forwarded the question-
naire until they were asked to do so,

Shawnee Mission North letterhead stationery and envelopes were
used for all letters; all correspondence was mailed with the approval of
the school principal and one of the school counselors, The letter sent
with the questionnaire for reliability and ghe letter sent with the
actual survey contained the signature of the principal and one of the
school counselors as well as the signature of the writer. The follow-
up postal card contained only the signature of the writer,

After the study was completed, a copy of the summary of the find-

ings was sent to each graduate who requested it,




CHAPTER II

REVIEW OF THE LITERATURE

Many interesting and worthwhile studies have been conducted on
college withdrawal, but few have tried to delve into the type of employ-
ment these persons obtain after they leave college. From the material
written about college withdrawal, it appears the causes and motivations
for dropping out are seldom singular in nature, However, numerous studies
mention marriage, financial problems, family crises, poor grades, and
military service as some of the most common reasons for leaving college.

Many people would probably agree with Ford and Urban! that drop-
ping out of college represents a waste of talent, time, and money for the
student whose aptitudes, interests, personal characteristics, and career
objectives fit into a college environment; but attendance at a university
or college is not an appropriate way for all people to develop themselves
and their careers, Ford and Urban believe that many youngsters are
coaxed and wheedled into going away to college who are not academically
oriented, who do not learn well under circumstances of the typical uni-
versity, and whose career aspirations call for an entirely different
background than what a college or university provides, For these students
the decision to leave college may be the step toward a more meaningful

life,

1ponald H. Ford andAHugh B. Urban, '"'College Dropouts: Successes
or Failures," Educational Record, 46:77, Spring, 1965,
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Additional ideas projected by Ford and Urban2 are worthy of con-
sideration. They feel that educators have oversold the concept of a
college education, representing it as the single preferred method of
becoming educated and that educators have encouraged fellow citizens to
4 believe this without fostering alternative avenues of career and educa-
tional development:
. + « our soclety should seek to provide young people with a
variety of admired and socially valued wmodels from which they

can choose and a variety of ways in educating themselves to
create their own model of the good life, . .3

Numerous follow-up studies give the total number and percentage
of students who graduate from high school, start to college, and then
drop out before finishing their additional education. As wight be
expected, the numbers are not the same in each locality, but most national
surveys appear to arrive at dependable averages,

The U.S. Department of Labor published information in 1961 stating

that not more than 15 per cent of all youths are getting a college degree. 4
This is certainly not a very high percentage compared with the total
number of high school graduates who apply for admission to a college or
university.

In a study made by Nam and Cowhig5 (published by the Bureau of

Labor Statistics) of the most able high school graduates of 1960, it was

21bid., pp. 77-78, 31bid., p. 90.
iy s, Department of Labor, loc. cit,

Scharles B, Nam and James D, Cowhig, "Ability and College Attend~
ance,' Occupational Outlook Quarterly, 6:33-35, December, 1962,
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found that one third of them did not go to college and many of the
graduates of below average ability did go to college.

Various estimates are also made on the proportion of entering
college freshmen who will receive a degree. Large institutional differ-
ences exist, but there appears to be general agreement that less than
40 per cent of the freshmen will graduate. Estimates of the number who
will eventually receive a diploma have been set as high as 60 per cent.

Many educators are concerned, and rightfully so, because too many
high school students are not adequately prepared for employment after
graduation from high school. This fact has prompted much research on
providing a balanced curriculum in high schools,

Conant6 stated in his report concerning the American high school
that the public high school is expected to provide education for all

youths living in a town, city, or district.

In an article published in the American Business Education Yearbook,

a similar statement was made:

Providing an adequate curriculum is the most important
single function of a school system . . . The curriculum
nmust be part and parcel of the society, the community, the
school system, and the classroom in which operates,?

In a follow-up study of Oregon high school graduates, one of the

three main conclusions reached was:

63ames Bryant Conant, The Awerican High School Today, (New York:
McGraw-Hill Book Company, Inc., 1959), p. 7.

TThe Changing Business Education Curriculum,” Vol, IV of the
American Business Education Yearbook, Published jointly by the Eastern
Commercial Teachers Association (Sommerville, New Jersey: Somerset Press,
Inc., 1947), pp. 5-6.
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Results of the study points up the need for maintaining a
balanced curriculum which will serve the needs of youth enter-
ing many walks of life,8
More than half of the 37 per cent who had entered a college or university
had dropped out.
Enterline pointed out practically the same idea when he said:
+« « « the needs and interests of all students need to be taken
into account, otherwise the public schools will not be serving
the purpose for which they are being supported by taxpayers,®
He gave a sampling of stated objectives of education in America from 1918
to the present time which included both the vocational objective and the
economic understanding objective, He believes that business education
in the high school has a responsibility for four groups of students,
One of these groups is the college-hound student who plans to major in
one of the academic areas; a second group is the college-bound student
who plans to major in Business Administration or Economics,
AdlerlO pelieves there is no simple formula for making correct
decisions in selecting subjects for a curriculum and deciding on the

content of a course of study, He elaborated his ldeas a 1little further

with the following statements:

8Glen Weaver and Willard Bear, "A Follow-Up Survey of High School
Graduates,"” The Bulletin of the National Association of Secondary School
Principals, 44:72, February, 1960,

94, G. Enterline, "The Significance of High School Business
Education,"” Business Education Observer, 32:3-5, 20, February, 1961,

1oIrving Adler, What We Want of Our Schools (New York: The John

Day Company, 1957), p. 235.
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Vocational education is necessary. Young people have to
be prepared to make a living and contribute to the productive
work of the community. In fact, productive labor is the founda-
tion of all truly human activities. It is therefore, illusory
to seek the humanizing goals of a liberal education by neglec-
ting to prepare young people for vocational competence,ll

Research conducted by business educators and other persons
interested in business education reveals the strong need for college-
preparatory students to be made vividly aware of the fact that their
plans to enter and graduate from college may not materialize exactly in
the manner they had hoped, They need to be conscious of the value of
business knowledge and office skills before, during, and after college
attendance,

Masonl2 wrote that "One of the major purposes of business educa-
tion has always been the preparation for a vocation," He expressed the
opinion of many high school educators when he said that business educa-
tion in high school helps students obtain part-time jobs as secretaries,
clerks, or bookkeepers while in college. He felt that all evidence from
present circumstances indicates that business education is a vital cog
in the machinery of education and that it should be included in the
curriculum of every boy and girl,

Hill13 found in his study of attrition among high aptitude students

that 76 per cent of the females who responded from a group of 320 listed

1l1bid.

1210uis D, Mason, "Business Education Offers Something of Value
to All Pupils,"” Clearing House, 39:51-52, September, 1964,

13Arthur H. Hill, "A Longitudinal Study of Attrition Among High
Aptitude Students,” The Journal of Educational Research, 60:167, December,
1966,
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some form of clerical or secretarial occupations in describing their type
of work. Naturally, the wost popular alternative was to return to college,
but statistics show that many college withdrawals who desire to return to
céllege will not do so, Many of these withdrawees may remain at their
present job or remain in a similar type office job,

In research conducted by Knight at the University of Wisconsin,
he made the statement that ''The ability to earn income can be interpreted
to be critical for those students seeking a higher education,l4

Slaten, who discussed business subjects in high school, said such
preoccupational business subjects as beginning shorthand and typewriting
should be available on an elective basis in order to meet the needs of
many high school students, She believes that these preoccupational sub-
jects have a three-fold purpose, and the first purpose is '"college-bound
students who may extend and refine their business concepts and skills
while in college or who may use the skills to earn either part or all of
their college expenses,''l5

According to information obtained by Wanous,® 26 million young

people would be looking for work in the 1960's--7 million more than in

l4yohn B, Knight, "Business Education for the College-Bound
Student’’ (unpublished Master's thesis, University of Wisconsin, 1963)
p. 15,

151enell M. Slaten, "Business Subjects in the Secondary School
Curriculum,” The Balance Sheet, XLVIII (December, 1966), 160,

165, J. wanous, "High School Curriculum,' National Business
Education Quarterly, 31:46, Summer, 1863,
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the 1950's, He also stated that one third would enter college and four
out of five entering college would drop out in the first and second years,

A study made by the Policies Commission for Business and Economic
Education strongly urged all college-bound students to give serious con-
sideration to including certain of the business subjects in their high
school program, One of the eight justifications given by the cowmmission
for college-bound students enrolling in business was that vocational
business preparation is valuable to the college dropout. As stated by
the commission:

A strong preparation in business developed in high school
is valuable for the student who may attend college a semester,
a year or so but who does not complete the college program,
Over 50 percent of the students nationally who enter four-year
colleges today withdraw for any one of several reasons within
the first two years. The student who has developed a voca-
tional competency in business while in high school is in a
more favorable position to secure employment if he finds that
he must withdraw from college before graduation,''l7

Seldenl® wrote that the clerical and kindred occupations group
has been the fastest growing area of employment since 1900 and that it
represents the second largest occupational group in the nation, This
group of secretaries, stenographers, typists, and clerical employees

represent 15 per cent of the total employment in America., Studies by

the U, S, Department of Labor indicate that automation tends to increase

17The Policies Commission for Business and Economic Education,
"Business Education for the College-Bound Student.” Business Education
Forum, 18:21-22, May, 1964.

18yjilliam Selden, "Guidance for Business Education," Vocational
Guidance Quarterly, 12:107, Winter, 1963-64,
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the office staff rather than reduce the number of office employees, Males,
who represent 30 per cent of the turnover in clerical and kindred occupa-
tions, use initial jobs as stepping stones to better positions, If this
is the case, there is a wealth of opportunity in business education for
the able young man,

Tonnel® wrote that between 15 and 20 per cent of the students in
most high schools can be classified as superior, and they are the ones
who should go on to college, The colleges they attend should be institu-
tions with higher standards, and the programs in which they enroll should
require heavier loading of academic subjects, Many of these students
have little time for business subjects in the secondary schools, Tonne
further stated that many of these students would find their emotional
and environmental conditioning was not conducive to the formalized
academic program of the university in spite of their formal aptitudes,
Therefore, many of them would find their best opportunity for success
in post-secondary life in an office environment,

Moreover, many of those who do go to the university will
still need to earn a considerable proportion of their living
while they are in college. For many of these students, if

not most of them, comgetency is the best wmeans of meeting
these problems , . 2

19%gerbert A. Tonne, "Building an Offense and a Defense for an
Adequate Secondary School, Business Education--Vocational and Basic

Business," National Business Education Quarterly, 30:78-80, December,
1961,

201pid,
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In an article which appeared in the NEA Journal in 1961, Arthur
Goldberg?2l then Secretary of Labor, stated that the business field pro-
vided more opportunities for employment than any other and that the
greatest growth in the number of jobs would be im the clerical and sales
fields--about 3.7 willion more in 1970 than in 1960. Nearly all these
jobs will go to high school graduates. Skilled occupations are expected
to provide 2 million additional jobs by 1970, 22

A follow-up study conducted by Haberer<3 to obtain general infor-
mation about graduates of Twin Valley Minnesota High School revealed that
more than 28 per cent of the graduates were using their business training
to aid in financing their education in a college or business college. He
also found that the business subjects used most often on the job (listed
in descending order of use) were typewriting, business arithmetic, and
bookkeeping. Thirty per cent of the graduates who took shorthand in
high school considered it a key factor in obtaining a position,

A study for a Seventh-Day Adventist Academy based on a survey of
1960 graduates of 16 Seventh-Day Adventist Academies in the Pacific Union
discovered that 30 per cent of those completing business subjects in the

academy had used their business training to help earn their college expenses.24

21Arthur J. Goldberg, "Keep Them in School," National Education
Association Journal, 50:9, April, 1961,

221pid.

23Rjichard F. Haberer, "A Follow-Up Study of the Graduates of Twin
Valley (Minnesota) High School for the Years of 1959-1963 Inclusive,’
National Business Education Quarterly, XXX (October, 1964), p. 23,

24pAlice E, Halsey, A Proposed Business Curriculum for Seventh-Day

Adventist Academy Based on a Survey of Academy Graduates and Other Factors,"
National Business Education Quarterly, XXXII (October, 1963), pp., 20-21,
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Martin2® reported from her study of the graduates of Baldwin Park
High School that in college such skills as shorthand and typewriting are
of considerable value to the busy student as well as after college when
these same skills, coupled with new training, provide the new job-seeker
with a valuable assct., A sentence in her analysis of data is noteworthy:
If the results of this study are an indication of the
percentage of college preparatory majors who decide not to
attend college but to enter the business world, then business
education has an obligation to provide them with a salable
skill which they may use to earn a living,26
Some of the graduates in this study commented that schools should make
provisions for the girl who is a college preparatory major, but who may
marry before finishing school since it is often necessary for her to
work--either to put her husband through school or latexr to help support
the family.
Schatzka's27 study discovered that most academically successful
graduates are dependent upon their own resources for meeting expenses
of their post-high school education, She found that 41,1 per cent of

the 1956 Oshkosh High School graduates who assumed all or part of the

financial responsibility in attaining higher education had utilized

25Janet Patricia Martin, "Implications for Business Education
and Counseling From a Follow-Up Study of Graduates of Baldwin Park High
School" (unpublished Master's thesis, University of California, Los
Angeles, January, 1964) pp. 40-41,

261bid.

2730an Schatzka, "A Follow-Up Study of the Academically Success-
ful Students of the Graduating Classess of 1956 and 1961 of Oshkosh High
School, Oshkosh, Wisconsin (unpublished Master's seminar report, Univer-
sity of Wisconsin, Madison, July, 1964) p. 64,
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skills and knowledges offered by the business education curriculum; she
also found that 37.2 per cent of the 1961 graduates who assumed financial
responsibility had utilized business education skills and knowledges.
Typewriting was included by 17,9 per cent of the 1956 class and by 11.6
per cent of the 1961 class as one of the skill courses used most by the
greatest number of academically successful graduates to earn financial
support in post-high school education.‘ Business machines, bookkeeping,
and shorthand were also indicated to be of relative significance in gain-
ing employment to finance higher education,

Despite our affluent society, the need for more money and the
other problems which are similar to those faced by today's college
student will probably cause many college students of the future to
decide that a college degree is not their preferred goal., Consequently,
it appears reasonable to assume that numerous college-bound high school
graduates should continue to benefit by being able to use office-skill

training in part-time and full-time employment,



CHAPTER III
ANALYSIS OF DATA

The data in this chapter pertain to the Shawnee Mission North High
School graduates of 1963 and 1964, The post-high school educational
status of the graduates is presented, along with their use of office
skills for employment while attending college or after withdrawing from
college, Additional information on education and employment for those
who withdrew from college is also presented. The data were obtained from
permanent record cards at Shawnee Mission North and from information
received on questionnaires which were sent to a random sampling of the
1963 and 1964 graduates,

Records in the guidénce office of the school show that 386 graduates
from a total of 499 in the class of 1963, or 77.4 per cent, had transcripts
sent to a college or university., Records for the class of 1964 show that
448 graduates from a total of 642, or 69.6 per cent, had transcripts sent
to a college or university.

The final copy of the questionnaire was sent to 140 graduates from
each class for a total of 280, Ninety-four, or 67 per cent, of the class
of 1963 and 95, or 67.8 per cent, of the class of 1964 responded to the
questionnaire; these totals include 9 replies to the questionnaire that

was sent earlier to 20 of the graduates for reliability.
I. POST-HIGH SCHOOL EDUCATIONAL STATUS

The data found in Table I give the post-high school educational

status of the graduates who responded to the questionnaire, In tabulating
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POST-HIGH SCHOOL EDUCATIONAL STATUS OF 189 GRADUATES OF
1963 AND 1964 OF SHAWNEE MISSION NORTH HIGH SCHOOL

WHO HAD TRANSCRIPTS SENT TO A

COLLEGE OR UNIVERSITY

Per cent of

Educational status Boys Girls total graduates
Graduated from college 42 44 45.5
Still attending college 19 16 18,5
Withdrawn from college 23 39 33,0
Did not attend college 3 3 3.0
Totals 87 102 100,0
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the post-high school educational status of the 1963 and 1964 graduates
of Shawnee Mission North who had transcripts sent to a college or uni-
versity, it was found that 86, or 45.5 per cent, had graduated from
coilege; 35, or 18,5 per cent, were still attending college, and 62, or
33,0 per cent, had withdrawn frowm college before graduation, §Six, or
3.0 per cent, from the total number of respondents never entered a col~
lege or university. The persons who had graduated from college and who
were working toward a master's or doctorate degree were tallied with the

college graduates,
II. COLLEGE GRADUATES EMPLOYED WHILE ATTENDING COLLEGE

The respondents who graduated from college were asked to check the
appropriate blank on the questionnaire if they were euployed part-time,
full-time, or summers while attending college. If they were employed,
they were then asked to check 'yes" or "no" beside the question which
asked if an office skill had been used for any of their employment.
Table II presents this information,

Forty boys and 38 girls, or a total of 91 per cent, checked that
they had been employed at some time, Five boys and 24 girls, or 33.8
per cent, checked they had used an office skill for employment.

Forty-six, or 53.6 per cent, of the graduates who responded were
employed part-time at some period during their college career, Four
boys and 12 girls, or 18,6 per cent, of those employed part-time used
at least one office skill, Twenty-nine, or 33.9 per cent, of the gradu-

ates were employed during the summer while attending college; one boy
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TABLE II

NUMBER OF 1963 AND 1964 GRADUATES OF SHAWNEE MISSION NORTH HIGH SCHOOL
WHO GRADUATED FROM COLLEGE AND WERE EMPLOYED
WHILE ATTENDING COLLEGE

Amount of time Per cent of total
employed Boys Girls college graduates
Part-time
*Used office skills 4 *x12 18.6
Did not use office skills 22 8 35.0

Summers only

3 *Uscd office skills 1 *13 16.4

Did not use office skills 12 3 17.5
Full~time

Used offize skills 0 1 1,2

Did not use office skills 1 1 2.3

Totals 40 38 91.0

* Two girls used oifice skills for both part-time and summer employment
at some time during college attendance
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and 13 girls, or 16.4 per cent, used an office skill for their sumwer

employment. Two of the girls used office skills for both part-tiwe and
é summer employment during their college years. Three, or only 3.5 per
cent, of the graduates were employed full-time and only 1 girl, or 1.2

per cent, used an office skill,

III, OFFICE SKILL COURSES TAKEN IN HIGH SCHOOL

BY COLLEGE GRADUATES

As would be expected, typing was the office skill course taken
by the majority of the graduates as shown in Table III. Fifty-two, or
60,5 per cent, of the respondents took personal typing; and 25, or 30
per cent, took typing I. Only 18 graduates out of the total of 52 who
took personal typing were girls while 23 out of the 25 who had a full
year of typing in high school were girls, Twelve girls, or 14 per cent,
took shorthand; but only 9, or 10.4 per cent, of the graduates had book-
keeping I, Enrollment of the college graduates in other office skill
courses offered at North were not as high, In the order of descending
frequency, the nuwber enrolled in these courses were: business wachines,
secretarial practice, bookkeeping II, and clerical practice. Four of

the college graduates did not take any office skill courses in high school,

IV, COFFICE SKILLS USED FOR EMPLOYMENT

BY COLLEGE GRADUATES

The skills used are listed in Table IV on page 26. The college

graduates who worked during their college years were asked to check the
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TABLE IIX

OFFICE SKILL COURSES TAKEN IN HIGH SCHOOL BY 86 OF THE
1963 AND 1964 SHAWNEE MISSION NORTH HIGH SCHOOL
GRADUATES WHO GRADUATED FROM COLLEGE

Per cent of total
Office skill course Boys Girls college graduates

Personal typing 34 18 60.5
Typing I 2 23 30.0
‘ Shorthand 0 12 14.0
: Bookkeeping I 3 6 10,4
Business machines 1 7 9.3
Secretarial practice 0o S 5.8
None 2 2 4.6
Bookkeeping II 2 1 3.5

Clerical practice 0 1 1.2
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skills they used for ewmployment while in college. Twenty-six, or 30.2
per cent, used straight-copy typing; of this number, 23 were girls,
Fifteen, or 17.5 per cent, of the girls used filing; and 14, or 16,3 per
cent, of the girls used some type of duplicating equipment. Twelve, or
14 per cent, used an adding machine, All of the other skills listed in
Table IV were used for employment during college, but they were used by

fewer graduates,

V. OFFICE SKILLS USED BY COLLEGE GRADUATES

WHICH WERE LEARNED IN HIGH SCHOOL

The graduates were asked to check frowm a chart of office skills
the ones they learnmed in high school which were used for employment
while in college, Then they were asked to list in a separate section
the skills they used which were not learned in high school, However,
the writer found that very few of the respondents answered the question
as directed; instead, they checked all the skills used, regardless of
where they were learned, Consequently, information on the permanent
record cards of the graduates was checked for skills learned at North,
This information is shown in Table V.

Twenty-five, or 29.1 per cent, of the graduates who used straight-
copy typing for employment while in college had taken typing before
graduating from high school, DLight girls, or 9.3 per cont, usod an
adding machine; and 7, or 8,1 per cent, of the girls operated a dupli-
cating wachine. Typing while listening to a dictation machine and

filing were both used by 6, or 7 per cent, of the graduates, Taking
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dictation in shorthand was used by 5, or 5.8 per cent, of the girls; and
the two bookkeeping procedures of posting entries and recording accounts
receivable were each used by 3, or 3.5 per cent, of the girls, The remain-
ing skills were each used by 2 girls, or 2.3 per cent, except for preparing

a financial statement which was used by only 1 girl, or 1.2 per cent,

VI, CFFICE SKILLS USED BY COLLEGE GRADUATES WHICH

WERE NOT LEARNED IN HIGH SCHOOL

Table VI shows that filing was the office skill used most by the
graduates without high school preparation for employment while in college.
Nine, or 10,5 per cent, of the girls used f;ling; and 7, or 8,1 per cent,
of the girls used a duplicating machine., An adding machine was used by
4 girls, or 4,6 per cent, while 3 each, or 3.5 per cent, used the two
skills of typing while listening to a dictation machine and posting
bookkeeping entries. Use of a calculator plus the three bookkeeping
procedures of recording accounts receivable, accounts payable, and pre-
paring a work sheet were each used by 2, or 2.3 per cent, of the graduates,
Except for the use of a couptometer, the remaining skills were cach used
by only 1 graduate, or 1.2 per cent.

When comparing Tables V and VI, it will be noted that filing was
the only skill used by more of the graduates who did not have the train-
ing in high school than by the graduates who did have a course involving
correct filing procedures., Duplicating, posting of boolkkeeping entries,
use of a calculator, recording accounts payable, preparing a work sheet,

and preparing a financial statement were used by the same number of
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graduates, regardless of their high school training. The skills of
typing, using an adding wachine, typing while listening to a dictation
machine, taking dictation in shorthand, recording accounts receivable,
journalizing bookkeeping entries, and using a comptometer were used by
more of the graduates who received high school training than by those

who did not receive the training in high school.
VII. STILL ATTENDING COLLEGE AND EMPLOYED

The Shawnee Mission North graduates who were still attending
college and working were asked to check whether they were working part-
time, full-time, or summers., They were then asked to check "yes" or
"no" beside the question if an office skill was being used or had been
used for employment while in college. Twenty-four, or 68.5 per cent,
responded ''yes." Sixteen, or 45,6 per cent, of those attending were
employed part-time; but only 6, or 17.1 per cent, were using or had
used an office skill., Five of the 6 persons who were using an office
skill were girls, None of the persons still attending college had worked
during the summer using an of{fice skill even though 4, or 11,4 per cent,
had had some type of summer employment. Four boys who responded were
employed full-time, but only 1, or 2,9 per cent, was employed where an

office skill was involved. Table VII presents these data,

VIII. OFFICE SKILL COURSES TAKEN IN HIGH SCHOOL

BY THOSE ATTENDING COLLEGE

Table VIII on page 33 shows that, like the respondents who are

college graduates, typing was the office skill course taken by the largest
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TABLE VII

NUMBER OF 1963 AND 1964 SHAWNEE MISSION NORTH HIGH SCHOOL
GRADUATES WHO ARE STILL ATTENDING COLLEGE
AND ARE EMPLOYED

Per cent of
Amount of time Boys Girls total graduates
employed still attending

Part-time

Using (or used) office skills 1 5 . 17.1
Have not used office skills 5 5 28.5
Summers only

Using (or used) office skills 0 0

Have not used office skills 2 2 11.4
4 Full-time
E Using (or used) office skills 1 o] 2.9
: Have not used office skills 3 0 8.6

Totals 12 12 68,5
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TABLE VIII

OFFICE SKILL COURSES TAKEN IN HIGH SCHOOL BY 35
SHAWNEE MISSION NORTH HIGH SCHOOL GRADUATES
OF 1963 AND 1964 WHO ARE STILL

" ATTENDING COLLEGE

Per cent of
Office skill course Boys Girls total graduates
still attending

Personal typing 14 13 77.0
Typing 1 4 5 25,7
Bookkeeping I 3 2 14.3
Business machines 2 1 8.6
Shorthand 0 2 5.7
Bookkeeping II 1 0 2,9
Secretarial practice 0 1 2.9
None 1 o 2.9

Clevical practice 0 0

L e
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number of respondents who are still attending college. Twenty-seven, or
77 per cent, took personal typing; but only 9, or 25,7 per cent, took
typing I. The course with the third highest enrollment was bookkeeping I
with S5, or 14,3 per cent, The other office skill courses taken in high
school by graduates still attending college are given in order of descend-
ing frequency.

It is interesting -to note that the largest number of students
who enrolled in the courses graduated with the class of 1964; all but

11 tallies were from the 1964 class.

IX, OFFICE SKILLS USED FOR EMPLOYMENT BY THOSE

STILL ATTENDING COLLEGE

The respondents who were still attending college were asked to
check from a chart of office skills the ones learned in high school
which were used or had been used for employment. Then they were asked
to 1list in a separate section the skills they used which were not learned
in high school, Like the college graduates who responded to the question-
naire, the writer found that very few of those still attending college
answered the question as directed; instead, they checked all the skills
used, regardless of where they were learned, Information on the perma-
nent record cards of these persons was also checked for skills learned
at North, Table IX presents the data.

Fifteen, or 42,9 per cent, of North's graduates who are still
attending college use or have used straight-copy typing for employment.

Filing and use of an adding machine rank second with 9 each, or 25,7
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per cent, of the students indicating these skills are used or have becen
used, The next most-used skill was operation of a duplicating machine
by 7, or 20 per cent; six, or 17.1 per cent, of the college students are
using or have used a calculator for employment, Five each, or 14.3 per
cent, checked the recording of accounts receivable and accounts payable
as the skills they were using or had used while 4 each, or 11,4 per cent,
checked the two bookkeeping operations of journalizing and posting. The
rest of the skills and their frequency of use are listed in Table IX.

It is again interesting to note that most of the tallies came

from the class of 1964; just 13 tallies came from the 1963 graduating

class,

X. OFFICE SKILLS USED BY THOSE STILL ATTENDING COLLEGE

WHICH WERE LEARNED IN HIGH SCHOOL

The data in Table X show thgt the skill used most for employment
by those still attending college is the same skill that was used most
frequently by the persons who are now college graduates. Fifteen, or
42,8 per coent, of the poersons still attending collego use or have usod
typing for employment. In comparison, all of the other skills are or
have been used very little. Three students, or 8.6 per cent, indicated
they have used an adding machine while the next 10 skills listed in
Table X were checked by only 1 each, or 2.9 per cent, as a skill that
was used or had been used, The two skills of typing while listening to
a dictation machine and use of a comptometer had not been used for employ-~

ment at any time by those still in college,
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XX, OFFICE SKILLS USED BY THOSE STILL ATTENDING COLLEGE

WHICH WERE NOT LEARNED IN HIGH SCHOOL

Information in Table XI shows that filing and use of an adding
machine are the two skills used most by North's graduates who are still
in college, but who did not enroll in high school courses which taught
these skills, Duplicating is used or has been used by 7, or 20 per cent;
use of the calculator is next with 6, or 17.1 per cent, Typing from
straight-copy material, the recording of accounts receivable, and the
recording of accounts payable are each used or have been used by 4, or
11,4 per cent. Journalizing accounts and posting entries for bdokkeeping
are used or have been used by 3 each, or 8,6 per cent, of those still in
college, The remaining skills have been used by fewer persons; taking
dictation in shorthand and using the comptometer have not been used at
any time for ewployment by North's graduates who are still in college.
Again, the largest nuﬁber of persons using the skills were from the class
of 1964; 12 tallies were from the class of 1963,

By comparing Tables X and XI, it will be noted that straight-copy
typing and taking dictation in shorthand were the only two skills learned
in high school that are used or have been used by a larger number of North's
graduates still attending college than those skills which were not learned
in high school. The comptometer has not been used by persons in either

category,
XII. COLLEGE TERMS COMPLETED BY COLLEGE WITHDRAWEES

As shown by the data in Table XII on page 40, four semesters was

the number of terms coupleted by the largest number of Shawnee Mission
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TABLE XII

NUMBER OF COLLEGE SEMESTERS (AND QUARTERS) COMPLETED
BY 62 SHAWNEE MISSION NORTH HIGH SCHOOL GRADUATES
OF 1963 AND 1964 WHO WITHDREW FRCGM COLLEGE

P e e e e e e .

Per cent of total

College term Boys Girls graduates who
withdrew
Seuwesters ‘
four 4 13 27.4
two *4 *%k O 21,0
five S 5 l6.1
three 4 3 11.3
one 1 5 9.7
six 2 3 8.1
eight 3 0 4.8
seven 1 1 3.2
Quarters
two *] (4] 1.6
three 0 *¥k 1 1.6

* One boy attended 2 semesters and 2 quarters

*% One girl attended 2 semesters and 3 quarters
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North graduates who withdrew from college; seventeen, or 27.4 per cent,
withdrew after the fourth semester. Two semesters was the second highest
" number of semesters completed by 13, or 21 per cent, of the withdrawees,
Five completed semesters ranked third with 10, or 16,1 per cent; and 3
semesters was next with 7, or 11,3 per cent, One semester was completed
by 6, or 9,7 per cent; but 6 semesters were completed by 5, or 8,1 per
cent of the withdrawees,  Eight semesters were completed by 3, or 4.8
per cent, while 7 semesters were completed by 2, or 3.2 per cent, of the
respondents to the questionnaire,

One girl attended 3 quarters of college plus 5 semesters, and one

boy who attended 2 semesters also attended 2 quarters of college,

XII1I, COLLEGE WITHDRAWEES WHO ARE EMPLOYED AND USE

(OR HAVE USED) COFFICE SKILLS

Twenty-three boys and 28 girls which total 51, or 82.3 per cent,
of the persons who withdrew from college are employed full-time, Thirty-
four, or 55 per cent, out of the 51 withdrawees (12 boys and 22 girls)
use an office skill for present employment. Twenty-seven, or 43.5 per
cent, of the withdrawees checked the space provided which indicated they
had used an office skill for previous employment since ;eaving college;

eight of this total were boys and 19 were girls, These data are presented

in Table XIII.



42

TABLE XIII

NUMBER OF 1963 AND 1964 SHAWNEE MISSION NORTH HIGH SCHOOL
COLLEGE WITHDRAWEES WHO ARE EMPLOYED AND WHO PRESENTLY
USE (OR PREVIOUSLY USED) OFFICE SKILLS FOR EMPLOYMENT

——————— ——————— ————— ————————— . —___—____—_———__

Per cent of
Boys Girls total graduates
who withdrew

Employed full=-time 23 28 82.3
Presently use office skills 12 22 55,0

Previously used office skills 8 19 43,5




43
XIV. OFFICE SKILLS LEARNED IN HIGH SCHOOL

BY COLLEGE WITHDRAWEES

Just as the college graduates and those still attending college
were asked to do, the respondents who did not complete college were |
asked to check from a chart of office skills the ones learned in high
school which were used or had been used for employment since withdrawing
from college, They were then asked to list in a separate section the
skills they used which were not learned in high school. The writer again
found that very few of the persons who withdrew from college answered the
question as directed; instead, they checked all the skills used, regard-
less of where they were learned. Information on the permanent record
cards of these persons was also checked for the skills learned at North.

Thirty-one, or 50 per cent, of the graduates who withdrew from
college took personal typing; and 25, or 40.3 per cent, took typing I.
Twenty-one, or 33.9 per cent, of the girls took shorthand while 16, or
25.8 per cent, of the persons who withdrew took bookkeeping I at North.
Fifteen girls, or 24.2 per cent, were enrolled in business machines; and
7 girls, or 11,3 per cent, were enrolled in secretarial practice, Six,
or 9,7 per cent, of the withdrawees never enrolled in any office skill
course in high school, Only 4, or 6.5 per cent, enrolled in bookkeeping
II; and 3, or 4.8 per cent, took clerical practice, This information is

found in Table X1V,
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TABLE XIV

OFFICE SKILL COURSES TAKEN IN HIGH SCHOOL BY 62 SHAWNEE MISSION NORTH
HIGH SCHOOL GRADUATES OF 1963 AND 1964 WHO
WITHDREW FROM COLLEGE

— e —— - —— — —————___—__—————————— ]

Per cent of total

Office skill course Boys Girls graduates who
withdrew
Personal typing *18 13 50.0
Typing 1 1 24 40.3
Shorthand 0] 21 33.9
Bookkeeping I 6 10 25.8
Business machines 0 15 24,2
Secretarial practice 0 7 11,3
None ‘ 4 2 9.7
Bookkeeping II 3 1 6.5
Clerical practice 0 3 4.8

* One boy who took personal typing did not receive credit for it, but he
is using the skill for employment
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XV, OFFICE SKILLS USED FOR PRESENT EMPLOYMENT

BY COLLEGE WITHDRAVWEES

Table XV gives the office skills used for present employment by
the graduates who withdrew from college.

As might be expected, the majority of the skills are used more by
girls than boys. Like the Shawnee Mission North graduates who were or
are employed while attending college, typing from straight-copy waterial
is the office skill used most by the respondents, Thirty-three, or 53.3
per cent, use typing; however, one boy who did not receive credit for
personal typing is presently employed using the skill,

Filing 1is used by 30, or 48.4 per cent; and duplicating machines
are used by 21, or 33.9 per cent, of the withdrawees, Use of a calcula-
tor 1is next in frequency of use with 15, or 24,2 per cent, while typing
and listening to a dictation machine is used by 13, or 21 per cent, of
the withdrawees,

Taking dictation in shorthand and posting bookkeeping entries are
each used by 9, or 14.5 per cent; but the three bookkeeping procedures .of
Journalizing, recording accounts receivable, and preparing a work sheet
are each used by 8, or 12,9 per cent, of the graduates who withdrew from
college, Seven, or 11.3 per cent, record accounts payable; and 6, or
9.7 per cent, prepare financial statements, Only 3, or 4.8 per cent, of
the withdrawees use a comptometer for present employment.

The remaining office skills are the ''other" skills listed by the

respondents on the questionnaire form, They are listed in order of use,
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XVI, OFFICE SKILLS USED FOR PREVIOUS EMPLOYMENT

BY COLLEGE WITHDRAWEES

Table XVI lists the order of frequency of use of the office skills
that have been used for previous employment since the respondents with-
drew from college,

Again, more skills were used by girls than by boys; and typing
headed the list of office skills used most by 28, or 61.2 per cent, of
the withdrawees, Thirty-five, or 56.5 per cent, used filing; 32, or 51.5
per cent, used an adding machine; and 21, or 33.9 per cent, used a dupli-
cating machine for previous employment,

The two bookkeeping procedures of posting and recording accounts
payable were each used by 15, or 24.2 per cent, of the withdrawees, Taking
dictation in shorthand was used by 13, or 21 per cent, while use of a cal-
culator and recording accounts receivable were both used by 12, or 19.4
per cent, of those who withdrew,

Typing while listening to a dictation machine and the three book-
keeping skills of journalizing, preparing a work sheet, and preparing a
financial statement were each used by 11, or 17.7 per cent, of the total
withdrawees., The comptometer was used by 5, or 8 per cent, of the respond-
ents who did not finish college. The remaining skills were the ones listed
by the respondents in the place provided for ''other' skills on the ques-
tionnaire form,

By comparing Tables XV and XVI, it will be noted that straight-copy

typing, filing, and the adding wachine were used more for previous
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employment; duplicating remained the same. The rest of the principal
skills were used by more persons for previous jobs than for present
employment except for the two skills of typing while listening to a dic-

tation machine and use of a calculator,

XVII. OFFICE SKILLS USED FOR PRESENT EMPLOYMENT WITH

HIGH SCHOOL TRAINING BY COLLEGE WITHDRAWEES

Table XVII shows the skills learned in high school which are used
for present employment. The skill used most is straight-copy typing; it
is used by 31, or 50 per cent of the withdrawees, Use of an office skill
then drops to 14, or 22.6 per cent, with the use of an adding machine,
The three skills of typing while listening to a dictation machine, taking
dictation in shorthand, and duplicating are each used by 8, or 12,9 per
cent, of the girls who withdrew from college and who had this tfaining
before high school graduation, Filing is used by 7, or 11.3 per cent,
while the two skills of using a calculator and recording accounts receiv-
able are each used by 5, or 8,1 per cent, of the withdrawees, Except for
the use of a comptometer, the remaining skills are used by the withdrawees

for present employment, but these skills are used with less frequency.

XVIII., OFFICE SKILLS USED FOR PREVIOUS EMPLOYMENT WITH HIGH

SCHOOL TRAINING BY COLLEGE WITHDRAWEES

The data in Table XVIII on page 51 show that straight-copy typing
has been used by 37, or 59,6 per cent, of the respondents for some type

of previous employment since withdrawing from college. The next most-used
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skill was filing by 24, or 38.7 per cent., Duplicating and taking dicta-
tion in shorthand were each used by 11 girls, or 17.8 per cent, Filing
was used by 9 girls, or 14,5 per cent, typing while listening to a dic-
tation machine was used by 8 girls, or 12.9 per cent, and a calculator
was used by 6, or 9.7 per cent, The four bookkeeping procedures of post-
ing, journalizing, recording accounts receivable, and recording accounts
payable were each used by 5, or 8.1 per cent, of the withdrawees, Prepar-
ing a work sheet was performed by 4, or 6.5 per cent; but preparing a
financial statement was performed by 3, or 3.2 per cent, A comptometer
was used by 2, or 3,2 per cent, of the respondents who did not finish
college,

By comparing Tables XVII and XVIII, it will again be noticed that
the majority of skills were used by a larger number of withdrawees for
previous employment than are used for present employment. Use of an
adding machine, typing while listening to a dictation machine, posting
bookkeeping accounts, and preparing a work sheet were the only skills
that are used as much for present employment as were used for previous

employment.

XIX, OFFICE SKILLS USED BY WITHDRAWEES FOR PRESENT

EMPLOYMENT WITHOUT HIGH SCHOOL TRAINING

As can be seen by observing Table XIX, f£filing is the skill used
by the largest number of persons who did not enroll in a high school

course which offered this skill, Twenty-three, or 37.1 per cent, use
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filing. The next most-used skill is duplicating which drops to 12, or
19.4 per cent, while an adding machine is used by 11, or 17.8 per cent.
Use of a calculator is next with 10, or 16.1 per cent; and the posting
of bookkeeping entries follows with 7, or 9,7 per cent, of the withdrawees
using this skill. Typing while listening to a dictation machine and the
three bookkeeping procedures of journalizing, preparing a work sheet, and
preparing a financial statement are each used by 5, or 8.1 per cent, of
the respondents who did not finish college. As might be expected, very
few withdrawees use straight-copy typing; two persons, or 3.2 per cent,
use it for present employment, No withdrawee without high school short-

hand takes dictation in shorthand on his present job.

XX, OFFICE SKILLS USED BY WITHDRAWEES FOR PREVIOUS

EMPLOYMENT WITHOUT HIGH SCHOOL TRAINING

The data in Table XX show that filing was still the skill used
most without high school training since leaving college by the withdrawees
who responded to the questionnaire, Twenty-four, or 38,7 per cent, used
filing for previous employment while 18, or 29 per cent, used an adding
machine. Duplicating and recording accounts payable were used by 10, or
16,1 per cent of the withdrawees, Posting bookkeeping entries was per-
formed by 9, or 14.5 per cent; and preparing a financial statement was
taken care of by 8, or 12,9 per cent, The two bookkeeping operations of
recording accounts receivable and preparing a work sheet were each per-
formed by 7, or 11.3 per cent, of those who responded, A calculator was

used by 6, or 9,7 per cent, of the withdrawees while the two skills of
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typing while listening to a dictation machine and journalizing bookkeeping
entries were each used by 5 girls, or 8.1 per cent, who responded and had
withdrawn from college. A comptometer was used by 3, or 4.8 per cent; but

straight~copy typing and taking dictation in shorthand were each used by

1 person, or 1,6 per cent, without high school training for previous employ-

ment since leaving college.

By comparing Tables XIX and XX, it may be observed that the skills
of filing, duplicating, and use of a calculator are used by more with-
drawees with no high school training for present employment than were used
for previous employment. However, using an adding machine, posting book=-
keeping accounts, prepsaring a work sheet, preparing a financial statement,
and recording accounts receivable and accounts payable were used by more
withdrawees for previous employment. Use of a typewriter while listening
to a dictation machine and use of a comptometer plus journalizing book-
keeping entries are used by the same number of withdrawees for present

employment as were used for previous employment,

XXI. SOURCES QF ADDITIONAL SKILL TRAINING

FOR COLLEGE WITHDRAWEES

Table XXI shows that 13, or 21 per cent, of the boys and 17, or
27.4 per cent, of the girls who responded to the questionnaire and who
left college before graduation took new or additional office skill train-
ing after graduating from Shawnee Mission North, Eleven, or 17.8 per
cent, received that training at a four-year college while 5, or 8,1 per

cent, received the training from a junior college, Four, or 6.5 per cent,
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SOURCES OF NEW OR ADDITIONAL OFFICE SKILL TRAINING FOR SOME OF THE 62
SHAWNEE MISSION NORTH HIGH SCHOOL GRADUATES OF 1963 AND 1964

WHO WITHDREW FROM COLLEGE

—

Per cent of total

Source Boys Girls graduates who
withdrew
College 4 7 17.8
Junior college 2 3 8.1
Adult education 1 3 6.5
Private business college 0 3 4.8
Coumpany school or company
sponsored school 2 1 4.8
Other
U.S, Army 3 0 4.8
Computer Programming
Institute 1 0 1.6
Totals 13 17 48 .4

?‘“@T
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attended adult education classes, Three each, or 4.8 per cent, attended
a private business college and a company school or company sponsored
school.

Two additional sources of training which were not listed on the
questionnaire were: the U, S, Army where 3 withdrawees learned an office
skill and the Coumputer Programming Institute where 1 boy received his

training.

XXII. NEW SKILLS AND ADDITIONAL TRAINING RECEIVED

BY COLLEGE WITHDRAWEES

Ten, or 11.1 per cent, of the college withdrawees took bookkeeping
(accounting) outside of high school, Three, or 4.8 per cent, of those
who left college learned how to operate a key=-punch machine; however, the
key punch skill is not taught at Shawnee Mission North, Three other with-~
drawees, or an additional 4.8 per cent, took a business machines course
while typing and filing were each learned by 2, or 3.2 per cent. One
withdrawee, or 1.6 per cent, had compﬁter programming which also is not
taught at North,

Additional training was received outside of high school in short-
hand, typing, business machines, accounting, and filing. Six girls, or
9.7 per cent, received additional training in shorthand; and 5 girls, or
8.1 per cent, received additional training in typing. Three girls had
additional training in business machines while 2 girls received training
in accounting and 1 girl had extra training in filing, The information

on new and additiocsn: i skill training is presented in Table XXII.
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NEV SKILLS AND ADDITIONAL TRAINING ON SKILLS WHICH WERE LEARNED OUTSIDE
QOF HIGH SCHOOL BY SOME -CF THE 62 SHAWNEE MISSION NORTH HIGH SCHOOL
GRADUATES OF 1963 AND 1964 WHO WITHDREW FROM COLLEGE

i ————— e e — . — —— 4

Per cont of total

Office skill Boys Girls graduates who
withdrew
New skills learned:
Accounting ) S 16,1
Key punch 1 2 4.8
Business machines 1 2 4.8
Typing 2 0 3.2
Filing 1 1 3.2
Computer programming 1 0 1.6
Additional training on skills:
Shorthand 0 6 9.7
Typing 0 5 8.1
Business machines 0 3 4.8
Accounting 1 1 3.2
Filing 0 1 1.6
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XXIXI., OFFICE SKILLS WHICH HELPED COLLEGE WITHDRAWEES IN OBTAINING
PRESENT JOB EVEN THOUGH AN OFFICE SKILL

IS NOT USED ON PRESENT JOB

Not all of the college withdrawees who responded to the question-
naire answered the question that asked which office skills helped in
obtaining their present employment even though their present job did not
require the use of an office skill, However, all of the persons who did
respond to this section of the questionnaire were from the class of 1964.
One boy and one girl, or 3,2 per cent, listed bookkeeping; and 1 boy, or
1,6 per cent, listed typing. One boy listed general business skill, and
one girl listed business wachines. In other words, office skills helped
8 per cent of the respondents obtain their present job even though a

skill was not used on the present job,

XX1V. WITHDRAWEES INDICATED PARTICULAR OFFICE SKILLS WOULD

ALLOVW A PREFERABLE JOB TO BE AVAILABLE

Not all of the respondents who withdrew from college answered the
question, '"If you had learned at least one business skill or if you had
learned additional business skills in high school, would a job be avail-
able to you which you would prefer to have rather than your present job?'
The questionnaire may have been too long and the respondents may have |
been tired of answering questions, or they may not have known the answer,
The answers that were given are listed in Table XXIII.

The preferred office skills of the respondents who did answer the

question are given in thils paragraph., Six, or 9,7 per cent, of the




OFFICE SKILLS SOME OF THE 62 SHAWNEE MISSION NORTH HIGH SCHOOL
GRADUATES OF 1963 AND 1964 WHO WITHDREW FROM COLLEGE
WISH THEY HAD LEARNED AND SPECIFIC JOBS WHICH
WOULD BE AVAILABLE

TABLE XXIII

Office skills and jobs
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Per cent of total
graduates who
withdrew

Skills
Bookkeeping
Shorthand
Business machines
All skills
Typing

Jobs
Secretary
Accountant
None in particular
Didn't name
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withdrawees listed bookkeeping as the office skill needed for a preferable

job. Four girls, or 6.5 per cent, listed shorthand; and two girls, or
3.2 per cent, listed business machines, One girl named typing while 2
boys said they would prefer to have all office skills,

The jobs that use office skills which the respondents preferred
to have were lead by the job of secretary; four girls, or 6.5 per cent,
preferred this job. An accountant was next with 3, or 4.8 per cent,
listing it as a preferred occupation, Two boys were not particular as
long as they had a different job., One boy did not name the specific job

he would prefer to have,

XXV, TYPES OF OFFICE SKILL EMPLOYMENT SINCE

WITHDRAWING FROM COLLEGE

Eleven girls, or 17.8 per cent, of the withdrawees are secretaries
at the present time, Two girls, or 3.2 per cent, are clerk-typists; and
two girls were clerk-typists on a previous job, The remaining jobs which
are presented in Table XIV were listed by 1 person each, or a total of
14.4 per cent, as the types of employment they had had since leaving

college,




TABLE XXIV
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TYPES OF OFFICE SKILL EMPLOYMENT USED BY SOME OF THE 62
SHAWNEE MISSION NORTH HIGH SCHOOL GRADUATES OF
1963 AND 1964 SINCE WITHDRAWING FROM COLLEGE

Per cent of total

Employment Boys Girls graduates who
withdrew
Secretary (0] 11 17.8
Clerk typist 0 4 6.5
Bookkeeper (0] 1 1.6
Steno-clexrk o 1 1,6
Credit manager 0o 1 1,6
Receptionist 0o 1 1.6
Switchboard operator 0o 1l l.6
Credit representative 1l 0 1.6
Office supervisor 0 1 1.6
Inventory controller 0 1l 1,6
Computer programmer 1 0 1.6




CHAPTER 1V
SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS
I, SUMMARY

The purpose of this study was to find information about the
graduates of Shawnee Mission North High School for the years of 1963 and
1964 who had their transéripts sent to a college or university,

This information should be helpful to the administration, coun-~
selors, faculty, and students at Shawnee Mission North and should serve
as a guide in evaluating the value of the office skill courses taken at
North by the college preparatory students.

The primary aims of the study were to:

1. Provide information on the office skills the graduates

used for employment during the time they were attending
college

2, Provide information on the office skills the graduates

used for permanent employment if they withdrew from
college before graduation

3. Provide information on the types of permanent employment

the graduates obtained if they withdrew from college
before graduation

The information obtained from the questionnaires is presented in
summary form:

1. Questionnaires were sent to 280 persons. One hundred eighty
nine, or 67.5 per cent, of the total graduates who were contacted com-
pleted and returned the questionnaires.

2. Eighty-six, or 45.5 per cent, of the persons who answered had

graduated from college; 35, or 18.5 per cent, of the persons were still
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attending college; 62, or 33 per cent, of the persons had withdrawn from
college; and 6, or 3 per cent, of the persons who had transcripts sent
to a college never enrolled in an institution of higher learning.

3. Several respondents are working toward advanced degrees;
several respondents are in fields of study which require more schooling;
a few respondents have dropped out of college and then returned; a few
respondents have waited one or more semesters before entering college;
and a few respondents are having academic problems.

4, Seventy-six, or 88.5 pe; cent, of the persons who graduated
from college were employed while attending college. Twenty-nine, or 33.8
per cent, were employed using one or more office skills,

5. Twenty-four, or 68.7 per cent, of the persons who are still
attending college have been employed while attending college. Seven,
or 20 per cent, of these persons have been employed using one or more
office skills,

6. Eighty-one, or 94.2 per cent, of the college graduates were
enrolled in office skill courses while attending Shawnee Missioﬁ North,
Thirty-three, or 94.4 per cent, who are still attending college were
enrolled in office skill courses at North and fifty-five, or 88.8 per
cent, of the college withdrawees were enrolled in office skill courses
while at North.

7. All office skills listed on the questionnaire, plus a few
skills added by the respondents, were used for employment while attending
college by at least one person who was a college graduate, All skills

except for the coumptometer were used by at least one graduate regardless
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of whether or not he or she had received high school training for the
skill or skills.

8. All office skills listed on the questionnaire except for the
comptometer, plus a few skills added by the respondents, had been used
or were being used for employment by at least one person who was still

attending college,

9. Thexlargest number of withdrawees completed two years, or
four semesters, of college. One year, or two semesters, of college was
completed by the second largest group of withdrawees,

10, Over eighty per cent of the college withdrawees were employed
full-time when they replied to the questionnaire; 55 per cent of this

total used an office skill for present employment while 43 per cent of

the total had used an office skill for previous employment,

11, Wwith two exceptions, all office skills listed on the ques-

tionnaire were used for present employment by the persons who withdrew
from college regardless of whether or not they had had high school train-
ing, The two exceptions were: (1) Not one college withdrawee who learned
to use a comptometer in high school used it for a present job and (2) not
one college withdrawee used shorthand for dictation unless the skill was
learned in high school,

12, All office skills listed on the questionnaire had been used
by the withdrawees for previous employwent since withdrawing from college
except for the skill of taking dictation in shorthand. However, the
person who did not use shorthand for dictation substituted notehand which

was learned in high school.
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13. The majority of jobs available for students while attending
college as well as the jobs available for those persons who withdrew fron
college involved the use of straight-copy typing.

14, Personél typing was the one office skill course taken by the
largest number of college preparatory students,

15. Many of the persons who worked and are working while in col-
lege were or are married which helps explain part of the reason for many
being employed,

16. The largest number of office skills which are used for employ-
ment while attending college and after withdrawing from college are used
by girls., This fact corresponds with a study made by Arthur Hill which
is summarized in Chapter 2, -

17, Not including typing, the three skills of filing, duplicating,
and using an adding machine are used more for employment by North's college
preparatory graduates than other office skills regardless of whether the
persons used the skills before college graduation, are using the skills
while in college, or whether they withdrew from college and are presently
using office skills, These skills are also used regardless of whether
or not they were learned in high school,

18. The remaining office skills do not appear to form any out-

standing pattern of use regardless of the person's post-high school

educational status,

19, Several college withdrawees with high school office skill
training who use office skills for employment after withdrawal from col-
lege appear to move on to other jobs where the skills are not used as

frequently,
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20, Additional and new office skill training was received from
all of the sources listed on the questionnaire plus two sources that
were not printed on the questionnaire form, Relatively few withdrawees
received any new or additional office skill training.

21. Accounting was the major new skill learned outside of high
school by college withdrawees, Shorthand and typing were the two main
skills in which additional training was received after high school gradu-
ation by the withdrawees,

22, Bookkeeping (or accounting) was the skill listed most by the
withdrawees as the skill they wished they had learned,

23. The position of secretary was listed most by the withdrawees
as the specific job that would be available if they had learned one or
more office skills,

24, The position of secretary was listed most often by the with-

drawees as the specific job they had had which involved the use of office

skills,

II. CONCLUSIONS

The following conclusions were made from an analysis of the facts
presented:

1, The percentage of graduates from Shawnee Mission North High
School for 1963 and 1964 who graduated from college is significantly
higher than the average numbexr of graduates in the United States when
compared with information published in 1961 by the U,S. Department of

Labor,

s
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2. The percentage of college dropouts from North's 1963 and 1964
graduating classes is significantly lower than the average figures found
in related literature.

3. Personal typing was the most popular office skill course
taken by college preparatory students because of the recognized need for
typing papers and various reports during high school and college.

’ 4, The reason filing, duplicating, and using an adding machine
are used more than other office skills, except for typing, regardless
of post-high school educational status and whether or not these skills
were learned in high school is the fact that these skills can be learned
on the job without too much difficulty; also, these office skills are
used in almost every type of business, Formal high ‘school training in
the use of these skills appears to be of questionable value since they

are used by so many persons without any training.

5, The use of a comptometer for employment appears to be of little

value to college preparatory students for post-high school employment.

6. Over 50 per cent of the college withdrawees use at least one
office skill for employment after they have withdrawn from college.

7. There was no outstanding difference in the skills used for
employment between the college graduates who learned office skills in
high school and those who did not learn the skills in high school except
for the use of typing.

8. There was a noticeable difference in the use of office skiils
between the persons still attending college who learned office skills in
high school and those persons still attending college who did not learn

office skills in high school,
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9. There was no outstanding difference between the office skills
used by college withdrawees for present employment regardless of whether
or not they had learned the skills in high school except for the use of
straight-copy typing.

10, There was no outstanding difference between the number of
persons who used typing while listening to a dictation machine and those
persons who used shorthand for taking dictation in the three categories
of coilege graduates, persons still in college, and persons who withdrew 1
from college, This information does not reinforce the opinion of wany
pe&ble who believe that the use of shorthand is practically obsolete.

11, It is hard to determine how many withdrawees would be using,

or could have used, one or more office skills for employment where they

might be better satisfied if they had taken office skill training in

high school,

12, The hypothesis for this study stated that there is no signifi-- !
cant difference in the skills used between the graduates who learned
office skills in high school and those graduates who did not learn office
skills in high school when obtaining employment while enrolled in college
or after withdrawal from college. This hypothesis is accepted for all
the skills listed on the questionnaire except for typing and shorthand,

This hypothesis is rejected for the skills of typing and shorthand,
III. RECOMMENDATIONS

Based upon the findings and conclusions of this study, the follow-

ing recommendations are made:
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1, A similar study should be made in three to five years, It is
believed this study was a few years premature; the signs of change and
mobility in an area that has been considered rather stable have not had
enough time to become apparent,

2. A similar study which would involve the use of a personal
interview or a telephone interview would also be valuable,

3. A study should be made to determine whether or not the time
spent in class on learning the three skills of filing, duplicating, and
use of the adding wmachine is worthwhile,

4., A study should be made to determine whether or not the time
spegnt in class on learning the comptometer skill is worthwhile,

5, A study should be made to determine what additional skills
might be added to the business curriculum,

6, More college preparatory students need to be encouraged to
take office skill courses.

7. More college preparatory students, particularly girls, should

be advised by counselors and teachers of the possibility of not completing

college and to consider the avenues of employment with office skills in
case college withdrawal becomes a reality,

8, More college preparatory students need to be encouraged to
enroll in bookkeeping, shorthand, and typing.

9. The Business Department at Shawnee Mission North High School
should put forth an organized effort to attract more college-bound

students,

1
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10. The Business Department at Shawnee Mission North should be
aware of and be prepared to adjust to changes that will occur in the
office skill area in the next few years,

11, The students taking office skill courses should be made
avare of the changes that will occur in the office skill area, and when
possible, be prepared to adjust to these changes,

12, The Business Department at Shawnee Mission North should try
to eliminate any narrow training which occurs in office skill courses
and try to replace this training with a broader program that stresses

competency and an understanding and application of basic business princi-

ples.
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Form for Graduates of

SHAWNEE MISSION NORTH HIGH SCHOOL

Shawnee Mission, Kansas

Date

Directions:

Please type or print, Answer each of the questions to the best of your knowledge and
feel free to add any other information you feel is necessary. If a question is mot applicable
to you or your situation, put NA in the blank beside the question,

Mr.

Mrs,
1. NAME: Miss

Last First Middle Maiden
2, PRESENT ADDRESS:
Street, P.O. Box or Route City _State
3. MARITAL STATUS: Married Single
4, SEX: Male Female
5. PRESENT JOB TITLE:
FIRM:
LOCATION:
City State
6. DID YOU ATTEND COLLEGE? yes
no

If you did, give college attended; if you attended more than one college, please
list in order attended.

College Year

Date of graduation from college
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Page 2
7. If you graduated from college, were you yes part time
employed while attending college? no full time
summers only
If your answer is yes, was an office skill(s) which was yes
learned in high school used on the job(s)? (Such as the no

ones listed in Item 4 under EMPLOYMENT on page 3.)

8. If you used any office skill(s) learned in high school on a job while attending
college, please check the skill(s) in Item 4 on page 3 under Previous Jobs.

9. Please list any office skill(s) you used on a job(s) while attending college that
required training you did not receive in high school

—

IF YOU HAVE GRADUATED FROM COLLEGE, DO NOT FILL IN THE REMAINDER OF THIS
FORM (Except Item No. 10, page 4)

IF YOU ARE STILL ATTENDING COLLEGE, PLEASE FILL IN ITEMS 1 THROUGH 3:

1. Are you also employed? yes part time
no full time
summers only

If your answer is yes, is an office skill(s) used on this job? yes
(Such as the ones listed in Item 4 under EMPLOYMENT on no
page 3.)

2, If you now use (or have used) any office skill(s) on a job, please read and
answer Item 4 under EMPLOYMENT on page 3.

3. Please list any office skill(s) you use (or have used) on a job while attending college that
required training you did not receive in high school

IF YOU STARTED BUT DID NOT COMPLETE COLLEGE, PLEASE FILL IN THE FOLLOWING
INFORMATION ON COLLEGE ATTENDANCE AND EMPLOYMENT:

COLLEGE ATTENDANCE

1. Number of semesters or quarters attended: semesters
quarters
2. Date began college (For example: Fall, 1963 or Spring, 1964)

3. Last semester or quarter completed in college
(For example: Winter, 1965 or Spring, 1967)
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 Page 3
EMPLOYMENT
1. Are you presently employed full-time? yes part-time yes
no no
2. Is an office skill(s) used on this job? (Such as the ones listed in yes
Item 4 on this page.) no
3. Is your present job the first job you accepted after leaving yes
college? no
If your answer is no, did you use an office skill(s) in your yes
other job(s)? no
Was this skill learned in high school? yes
no

4, Please check each skill you use on your present job on the blanks provided at the left.
Check each skill you used on previous jobs at the right.

Present Job Previous Jobs

Typing == copy from typed or printed material
Typing -~ listening to dictation machine
Dictation -~ taking letters in shorthand

Filing

Duplicating

Adding Machine

Calculator

Comptometer

Bookkeeping == journalizing

Bookkeeping -- posting

Bookkeeping -~ accounts receivable
Bookkeeping ~- accounts payable

Bookkeeping -- preparation of work sheet
Bookkeeping -- preparation of financial statement
Other (please list)

NOTE: If you do, (or have done) some type of bookkeeping, please check the
appropriate blank(s) regardless of whether the process is done manually, mechani-
cally, or by computer,

5. Have you used a business skill(s) learned in high school for a job but yes
are now unemployed? no

If your answer is yes, please check on the column at the right of
Item 4 the skill(s) you used.

6. Have you taken additional business training outside of high school? yes
no
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Page 4

If you have taken additional business training outside of high school, please check
where you were enrolled:

college

junior college

private business college

adult education

company school or company sponsored school
other (please name)

a. Please list any new skill(s) you learned at this school(s) that was
not learned in high school

b. Please list additional training you received on a skill(s) that was learned in
high school

7. If your job at the present time does not require a business skill, did your yes
your skill(s) help in obtaining this job? no

If your answer is yes, which skill(s)

Was this skill(s) obtained:
while in high school
after graduation from high school
both

8. If you had learned at least one business skill or if you had learned yes
additional business skills in high school, would a job be available no
to you which you would prefer to have rather than your present job?

If your answer is yes, please give the skill(s)

Also, please give the specific type of job

9. Please list the kinds of permanent jobs you have had since leaving college that do not
involve the use of business skills and the approximate length of time you were employed
at each job?

Job Time

10. Do you desire a summary of the findings of this study? yes
no
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SHAWNEE MISSION NORTH HIGH SCHOOL
SHAWNEE MISSION HIGH SCHOOL DISTRICT

7401 Johnson Drive
SHAWNEE MISSION, KANSAS 66202

The Administration and the Business Department at Shawnee Mission
North High School are concerned about meeting the needs of all its
students and in improving the offerings in the department. A sur-
vey is being made to determine whether or not the business skill
needs of the graduates who attend college are being met.

Your thoughtful and frank answers to the questions on the enclosed
form are very important. This will assist us in making any nec-
essary changes or improvements. All information you give will be
held confidential and will only be recorded in statistical form.
After this study is complete, a summary of the findings will be
mailed to you if you check 'yes' beside Item No. 10 on page Uu.

Will you take a few minutes now to fill out the enclosed form,
slip it into the stamped, self-addressed envelope, and drop it in
the mail?

Sincerely yours,

G. Murlin Welch
Principal

A. Palmer Snodgrass
Counselor

Dorothy Johnson
Business Teacher

Enclosures
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Dear SMN Graduate:

This is a reminder that we have not received the form that
was sent to you two weeks ago,

Since every response is important in a survey of this type,
would you take a few minutes now to £ill in the information
and mail it today?

-

Please disregard this request if you have already completed
and returned the form,

Thank you for your help,

Sincerely yours,
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