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SUmmary of Thesis 

!1.A. EDUCATION 

Phyllis G. Upton, B. A. 

A STUDY OF THE EXPRESSED Er1PLOYr-IENT UEEDS OF THE I10NTREAL 
BUSINESS COMHUNITY WITH UlPLICATIONS FOR THE BUSINESS 
EDUCATION CURRICULUM 

This study was instituted: 

(1) to determine ho'''' the aims, practices and standards 

of the Business Education curriculum of the Protestant High 

Schools of Quebec compare with those of the rest of Canaè:a 

and with the United States. 

(2) to determine whether the present aims, practices 

and standards meet the employment needs and demands of the 

~10ntreal business communi ty, and 

(3) to make recommendations for curriculum improvement. 

To carry out these objectives, a study "las made of 

available li terature on the subject, along ,'li th a brief 

reviewof the historical background of Commercial education 

in the Province of Quebec. 

A questionnaire was sent out to 100 Personnel Managers 

on the island of Montreal in an endeavour to determine 

present employment needs, and possible future needs, and 

also to elicit opinions about the performance standards of 

beginning stenographic and clerical employees. 

The anS"Ters recei ved (68 percent) ''1ere tabula ted, 

observations and comments made, and implications for the 

Business Education curriculum suggested. 
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CHAPTER l 

OUTLINE 

Commercial education, or, as it is more recently 

called, Business education, is becoming increasingly 

important in Quebec. Some aspects have been taught for 

many years in the high schoole of this province, but for 

the most part educators have concentrated more on the 

college-preparatory teaching. Nm'l, however, because of 

recent changes in educational pOlicy, many more students 

are being retained in the schools to a higher grade level, 

and the emphasis or goals of the high school curriculum 

have had to be revised to meet the needs of this changing 

high school population. 

Research in the field of Business education curriculum 

1s almost completely lacldng in Canada, and although some 

has been carried on in United States, a great deal remains 

to be done. As a first step in this direction at the local 

level i t "las felt that a survey \'lould be necessary to as

certain the employment needs of the Montreal business 

community, and to find out to what extent the program 

currently in operation in the Protestant High Schools of 

Quebec meets these needs. A really comprehensive study 

would entail a more detailed analysis of employment positions 

available in Montreal, a follm'l-up study of graduates of 

the high school Business education program, and a survey 

of the teachers of Business education. Since this is a 
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very large area to cover, and is more ~dthin the scope of 

a Ministry of Labor survey than an educational survey, it 

was decided to concentrate the current study on the extent 

to ~/lùch personnel managers of firms located wi thin the 

Montreal business community felt satisfied, or not, with 

the products of the local high schools whom they employed. 

A few pilot intervie\'/s \'/ere conducted \'Ii th personnel 

managers, and 'vii th their consent these \'Iere recorded on 

tape. From the analysis of the verbatim transcripts of 

these interviews, i t ''laS then possible to construct a 

questionnaire. One hundred questionnaires were mailed to 

a selected group of personnel managers, impartially dra\'ln 

from a pri vate master list of persOlmel officers in the 

Montreal area. 

Analynis of their replies revealed that, for the most 

part, employers "/ere satisfied wi th the former students 

whom they employed. However, some constructive suggestions 

"/ere made, and the implications for the Business Education 

curriculum discussed by the ,."riter. 

The following limitations should be noted: 

(1) Employers may not be giving enough thought to 

future needs, (such as the automated office), for which 

educators must prepare their students. 

(2) Although the present curriculum may be for the 

most part satisfying present office employment needs, is 

it preparing its students in any way for university 
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entrance, or for other large employee users, su ch a8 

retail stores? 

(3) No consideration is made of 'vlhether the goals of 

the Business education curriculum should be expanded from 

the present purely vocational one to include a basic busi

ness education for aIl, and personal skills, such as type

'vlriting and notehand. 

Reconl.'1lendatio.ns and suggestions '-lere made for further 

research to deal \-ri th some of these areas not covered in 

this study. 

'. '.~ 
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CHAPTER II 

INTRODUCTION 

"Hodern Business education unquestionably belongs 

in any listing of major areas of education. ,,1 According 

to Tonne, 2 in 1960 there \-,ere approxima te1y 4,000,000 

students (or 44.2 percent of total enrollment) enrolled 

in various business courses in the American high schoo1s 

(grades nine through t\'1elve). In Canada, the figures are 

not as high. Cohen3 says that in 1959, about 14 percent 

of a11 those enro11ed in secondary schoo1s were in techni

cal and vocationa1 programs. By 1963, this figure had 

risen to 22 percent, and it is estimated that in another 

t,,/o or three years i t \',i11 1ike1y be bet\-leen 30 and 40 

percent. 

It is obVious from these figures that the Business 

education curriculum in the high schoo1 is becoming in

creasing1y important, but it is a relative1y recent deve1-

opment brought about by economic and techno10gica1 changes 

\'1hich have occurred maill1y in this century. 

1L• V. Douglas - "Business Education" - Center for Applied 
Research in Education, Vlashington, D. C., 1963. 

2Herbert A. Tonne - PrinciE1es of Business Education - 3rd 
edition (New York: Gregg Publishing DiVision, I1cGraw-Hill 
Book Co., Inc. 1961) - p. 26 

3Phillip Cohen, ecollomics and Research Branch, Department 
of Labour, "The Impact of Techno1ogica1 Change on Society" -
type\'/ri tten report of an address gi ven to the Teacher 
Trainers' Seminar at Macdonald Co11ege, May 25, 1965. 

- 4 -
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At one Ume training for business \'1as done through 

the apprentice system, especially in Europ~, but with the 

growth and expansion of business and distributive services, 

the apprentice system became inadequate. 

Another far-reaching change in the business world 

was the introduction of the type\'1ri ter and the use of short

hand, \'lhich resul ted in the employment of many women in 

offices. This latter also received an impetus from the 

Ci vil \~ar in the United Ste. tes, and from ~lorld \'1ar I. 

l'Ti th the advent of the type\'1ri ter and other business 

machines, as weIl as the development of shorthand, business 

sldlls became too complicated to learn from unskilled super

visors. Special commercial schools were set up to teach 

these sldlls, some of which were evening schools designed 

to supplement informaI apprentice instruction. This type 

of instruction is still largely used in Europe for the 

training of business employees. Ho\'rever, in America 

(Canada, as weIl as the United states) the ai ms of educa

tion, and in particular the aims of Business Education have 

changed. 

In the first place, the American ideal came to be to 

give everyone a high school education, not just the fe\'1 

who ,'rere college-bound. To do this they had to broaden 

the aims or purposes of education. It \'1as felt that "In 

cases where the secondary school is the terminal education 

institution for the pupil - which is not the exception but 

... ~ 
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the rule - it cannot neglect to provide in the closing 

years of his schooling for such a development and special

ization of his special talents as \'Iill give him competence 

in the beginning stages of some selected vocational field."l 

Weeks defines the purposes of education in ~fO cate

gories, (1) general and (2) special. "General education 

is that part of a student 's whole education ,·rhich looks 

first of aIl to his life as a responsible human being and 

ci tizenj 'fhile the term special education indicates that 

part ,"hich looks to the student' s competence in some 

occupation. ,,2 

According to \'/eeks, the American society felt that 

secondary schools must train youth in both general and 

special education, and i t ''las during the depression (1929-

1939) that ,.,ork in the field of special education \faS 

stepped up to meet the problems of youth at that time. 

After \~orld War II, the emphasis in America '''as placed 

on the comprehensive school. Conant identifies the three 

main objectives of a comprehensive high school as being 

"first, to provide a good general education l'or aIl the 

pupils as future citizens of a democracyj second, to 

IThomas Briges et al, Functions of secondarf Education, 
Association of Secondary School Principals Washington: 
National Education Association, 1937) - cited in \~eeks, 
Ed. D. dissertation, p. 28 

2\'1eelcs, Edwin C. "A Study of the Expressed Employment 
Needs of the Employers in the Syracuse Metropolitan Area 
with Implications for the Office Occupations Program in 
the Syracuse Public Schools". Ed. D. dissertation, 
Syracuse University, 1961. p. 26 
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provide elective programs for the majority to develop 

useful sldlls; and third, to educate ade~uately those with 

a talent for handling advanced academic sUbjects."l 

In the last de cade the aims and goals of the Business 

Education curriculum itself have been broadened from a 

purely vocational base to include social and cultural 

aspects, as \'/e11 as personal use. There is a new emphasis 

on the importance of consumer education for all, as well 

as notehand and some typing for university-bound students. 

Tonne, Popham and Freeman list the goals of Business ~duca

tion as they see them in the follO\'Iing manner: 

"The first major purpose of Business Education is non

tecbnical, and involves (a) the education of persons to be 

intelligent consumers of the services of businesa and (b) 

clear understanding of the nation's economy. The first 

objective is associated \'Iith the student as an individual, 

the second with the student as a member of the community. 

The second major purpose cf Business Education is to 

provide specifie vocational training. Business education 

for the job has two purposes, (a) training for specifie job 

skills and (h) the environment of business. The latter is 

olten called 'occupational intelligence'. It is an aspect 

of social intelligence or social adaptability.,,2 

lConant, James Bryant, The American High tichool Today, 
(NcGraw-Hill Book Co. !ne., Ne\'I York, 1959) p. 15 
2Tonne, Herbert, Estelle Popham and M. H. Fre eman , l-lethods 
of TeachiIî Business Subjects (New York: Gregg Division, 
McGraw-Hir Boole Company, 1957) pp. 3-4 

'. '.~ 
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~~. Robert E. Byron, Director of Vocational Education 

for the Alberta Department of Education, speaking at the 

Second Canadian Conference of Education in 1962 said, "The 

relationship bet~~een education and employment has been well 

documented. The fact that 'Breparation for entry to gain

ful employment' has been "/ri tten into every modern statement 

of educational objectives is evidence of the secondary 

school's acceptanoe of this responsibility.nl 

Although there are still a few dissenters who maintain 

that the high schools are no place for vocational education, 

and that a good general education ~'/ould be a better basis 

for future training, the majority of educators on this 

continent agree that vocational training must be included 

for those students ,'/ho are not university bound. In this 

program the y have been supported and aided financially 

by the federal government's Technical and Vocational Agree

ment of 1961. 

Having established the fact that vocational, and in 

particular Business Education courses are an established 

and well supported part of the high school program, educa

tors may turn their attention to examining the Business 

Education curriculum to determine whether or not it is 

meeting the objectives set out for it. "I1ore demanding is 

the development of acceptable curricula, and this is the 

crux of the matter -- on the one hand to meet the require-

Iprice, Fred W. (editor) "The Second Conference on Educa
tion: A Report" University of Toronto Press, 1962. 
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ments of the Agreement (ab ove mentioned), ,.,e are asked to 

devote more instructional time to skills development, and 

on the other hand, we have vigorous opposition to any 

reduction of time for the social studies, literature, 

language, the cultural subjects, and physical fitness. lIl 

Tonne says, "The process of curriculum making is not 

complete until the worth of the result has been evaluated. 1I2 

Addy, ~œiting in Canadian Education Today says, 

"Generally speaking, the Commercial classes in the second

ary schools are produ,"'ing resul ts which are acceptable to 

employers. 1I3 

The purpose of this present study, then, is to test 

this statement, and to attempt to find out, by means of 

a factual survey, the efficacy of the present Business 

Education curriculum of the province of Quebec for the 

Montreal business community. 

The scope of this study , ... as decided. upon by the author, 

and has been undertaken in an attempt to provide a frame 

of reference for those seelcing to implement improvements 

in the present Business Education curriculum, and, more 

specifically, to provide answers to the follo, ... ing Questions: 

(1) \'{hat are the expressed employment needs of business 

men of the Hontreal comm1?1ity for stenographic and clerical 

Iprice - ibid - p. 325 

2~onne, Herbert A. - Principles of Business Education (New 
York: McGraw-Hill Book Co. Third Edition 1961.) p. ,12 

3Katz , J. - Canadian Education Today - McGra, ... -Hill of Canaaa, 
~oronto, 1956.) p. 129 

' ... ~, 
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employees? \1hat job opportuni ties exist, and ,,,,hat are 

the educational re~uirements for them? 

(2) Does the present curriculum meet these needs? 

(3 ) V/hat faul ts do business men find \ri th the educa

tion of their new employees fresh out of high school? 

(4) What are the employment (hiring) procedures used 

by business? 

(5) What characteristics and traits are re~uired for 

the success of the beginning office '<1orker? 

(6) What are the changes in job entrance re~uirements, 

both in skills and kno .... 'ledge, in the automated. orfice? 

\'1hat are the anticipated needs l'or personnel in business 

to manage and operate new e~uipment and machines that .... alL 

be availabl~ in the next decade? 

('7) l5 othe present trend in office job re~uirements 

gOillg to reduce the possibili ty of lO'<1-abili ty employees 

being hired? 

(8) Would it he desirable for boys who intend to 

enter the business '<1or.}.d direct from high school to have 

some commercial training, and if so, ,."hat courses of study 

should they undertake? 

(9) Ho'''' does the Business Education curriculum of the 

Province of Quebec (Protestant) compare \ri th that of the 

other provinces of.Canada, and particularly that of Ontario? 

How does it compare with that of United States, ana parti cu

larly that of the state of Washington? 
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(10) \'/ha t are the trends in the Business Education 

curriculum? lJo the Canadian trends 1'0110\'1 the American 

pattern'? 

Reasons for Selecting tlûs Problem 

(1) , After a survey of titles and thesis abstracts, 

i t ''las observea. that a study of this nature had not been 

attempted before in the provinoe of Quebec. In a study of 

574 theses (English) in Education accepted by Canadian 

universities in the period 1930-1955 made by William Brehautl , 

only ten, or slightly less than t"IO percent of them deal t 

directly \"i th Commercial education. 

(2) "rf the Business Education curriculum is to be 

geared t'a meet the present and future needs 01' the business 

community, then a program of development and improvement 

of the curriculum as to content, objectives, and methods of 

instruction must be undertaken."2 

~w. H. L. Shepherd, ~~nager, Personnel Compensation and 

Development, Canadian Vlestinghouse Company, speaking a t a 

forum on .b:duca tion and Employment says ''le should "keep 

actual emp10yment neea.s in local areas under constant review." 

He asks, "Are the job sti11s being imparted in the formaI 

school system aa.equate for current and predicted openings?1I3 

IBrehaut, William - "A Quarter Century of Educational Researcn 
in Canadal! doctorate thesis, University of Toronto, 1958 

2Weeks - op. cit. - p. 1 

3price - op. cit. - p. 315 
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Il If a11 communi ti es ,.,ere a1ike, there ,.,ou1d b e no 

need for a local survey; but communities differ from one 

another in many respects. They differ in the kinds of 

businesses they support; they differ in the kind of em

ployees they need; they differ in the re~uirements of 

emp10yees doing simi1ar ,.,ork; they differ in the opportun

ities for advancement; and they differ in the kind of 

e~uipment they use. fll 

"Too many business curriculums represent the persona1 

opinions of schoo1 administrators, or, occasiona11y, the 

collective persona1 opinions of the business teachers. 

The community survey tends to e1iminate a11 this. It he1ps 

to place the Business Education program on a basis of 

communi ty needs and to keep the schoo1 in step ,.,i th 

business. fl2 

(3) }œny high schoo1 students are not able to go to 

university for one reason or another (crowded conditions 

at the universities l'or examp1e) and. many are turning to 

vocationa1 training. Also because the age 1eve1 for com

pu1sory schoo1ing has been advanced, many who wou1d other

wise have left schoo1 are remaining, and a suitab1e curricu-

1um must be devised to meet their needs. The 1'act that 

fe,.,er jobs are availab1e for those "'i thout a marketab1e 

1,teeks - ibid - p. 11 

2No1an, o. A. and Hayden, Oar10s K. - Princip1es and Prob1ems 
of Business Education - (Second Edition. Oincinnati: 
South-Vlestern Publishing 00. 1958) - p. 324 

. .~. 
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skill, as more mechanical methods of production and dis

tribution are adopted, has persuaded an increasing number 

of high school boards to include vocational courses in 

their course of study offerings. "In 1960, semi-skilled 

and unsldlled occupations accounted l'or thirty-one percent 

01' employment in Canada. By 1975, they will account for 

only tVlelve percent. No young pers on can afford to leave 

school ,'li thout adding to his understanding of life and his 

appreciation of our cultural heritage the mastery of some 

skill, or the acquisition of some fund of knO''Iledge that 

our society recognizes as ''Iorthy of reward."l 

In the province of Quebec, \'Ihose educational structure 

has recently been radically changed after a lengthy investi

gation, the new minister of Education, H. Gerin Lajoie, 

has made it very clear that he considers vocational educa

tion of prime importance. Therefore this study is most 

timely. 

DeUmi tations 

This stu~y is limited to the Business Education curri

culum of the English Protestant High Schools of Quebec. 

In references to the Business Education curriculum, it is 

this specifie section which is referred to, and does not 

include the French, or Roman Catholic section. 

lTne Honourable Jonn P. Robarts -- from "After Grade 
Eight" Booklet of the Ontario Department of Educatlon 

.. \~ 
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The questionnaire covers only business offices 10cated 

on the island of !<Iontreal. It may be pointed out, ho\·rever, 

that this area accounts for "rel1 over half of the business 

activities of the province, and therefore may be consictered 

representative. 

The use of the aobreviation ",.".p .m." in describing 

shorthand and typing speeds, is to indicate "words per 

minute". 

The term "Business Education curriculum" refers to all 

those studies undertaken at the high school level which 

prepare a student for active participation in the business 

life of tne community, and speci:t'ically for those courses 

which will give bim vocational competence in some commercial 

job skill. 

The term "Commercial Education" was formerly much in 

use, but has lately been replaced by the broader term 

"Business Education", especially in the United States. 

The t,.,o terms are used synonymously in this stU<1y. 



.( CHAPTER III 

HISTORICAL BACKGROUND 

A relatively extensive treatment of the background of 

Commercial Education in Canada has been provided by He\'lson. l 

The limitation of He''ison's thesis, of course, is the 

fact that it was written in 1940, which means that there 

is a slight gap in historical sequence bet''ieen his work 

and the description of current trends and practices, as 

described later in the present dissertation. FOr informa

tion about the period from 1940 onwards, l am indebted to 

senior officiaIs of the Protestant School Board of Greater 

Montreal. Material about the Ecole des Hautes Etudes 

Commerciales \'laS obtained by visiting the Universite de 

Nontreal. 

The doctorate thesis of Edwin E. Weeks2, who is City 

Supervisor of Business Education for Syracuse, N.Y., has 

been taken as a fairly definitive source of information 

about the development of Commercial Education in the United 

States. 

IHe''1son, John Cecil - "The History of Commercial Education 
in Canada" - M.A. thesis, University of Alberta, Nay, 1940 
2 Vleeks - op. cit. 

- 15 -

. '.~ 



( 

- 16 -

GElTERAL BACKGROUND 

In the 19th century, Canada \'1as predominantly a rural 

country, "Ti th fe",l industries that required stenographers 

and clerks. In this century, hO\'rever, the population shift 

has been to urban centers, and industry and business have 

increased greatly. It was in the urban centers that demand 

for specialized commercial education arose. Ontario and 

Quebec have larger indus trial areas than any of the pro

vinces, and here, along with British Coluruüia, the greatest 

expansion of commercial education came. 

Since, according to the British Horth America Act, 

each province has jurisdiction over i ts o\'/ll educational 

ma tters, each province has evol ved i ts O\'/ll system of 

handling vocational education. The Technical Education 

Act of 1919 provided federal funds l'or technical education, 

''Illich included Commercial education, and this aid has been 

further ext:ended from time to time. 

At first all commercial training ''las done in pri vate 

business schools (the first ,'ras opened in Ontario in 1860), 

and there 'l'laS prejudice against the idea of pUblic insti tu

tions providing i t. Hm'lever, Dr. Egerton Ryerson was very 

much in favor of publicly supported Commercial education, 

and by 1890 Ontario had a "commercial course". 

"For vocational education of all types, the years 

from 1900 to 1920 \'Iere years of organization; those from 

1920-1930 ''lere years of expansion, and those from 1930 on 
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were years of cons'Jlidation." "Commercial education has 

progressed steadi1y in most of the provinces, and on1y in 

a fe,., iso1ated cases have commercial schoo1s, once organized, 

been c1osed.n1 Hewson noted a trend in the 1920's to 

separate commercial education from academic education,.by 

p1acing it in separate schoo1s - Vocationa1 or Technica1 

Schoo1s. HO\'/ever, in the 1930' s there 'l'TaS a reaction to 

this specialization of sChoo1s, and a trend to inc1ude 

commercial subjects in the comprehensive schoo1s, as 

e1ectives. 

It is interesting to note that in 1922 a survey, 

some\'rhat simi1ar to the one present1y undertaken (question

naire to business men) vias done in Toronto, by a man named 

Sorso1ei1. "Tnis survey did not indicate that any radical 

revision of the commercial course was necessary.1I2 

Commercial Education in Çuebec 

AI" first all eo.ucation \'/aS administered and contro11ed 

by re1igious bodies, main1y the Roman Catho1ic church. 

After the Education Acts of 1869 and 1875, a Counci1 of 

Public Instruction was set up, l'IÎ th Roman Catholic and 

Protestant sections, each section free to determine its 

own curricu1a, textbooks, exarninations, etc. 

1Hewson - op. cit. 

2Hewson - iDid - p. 199 

, '.~ 
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Commercial colleges ",ere mentioned 'as early as 1858. 

Since most of the students at these schools ,.,ere boys, the 

main commercial course given ,.,as Booldteeping. l 

Commercial Education in Roman Catholic Schools 

Bou~(eeping is mentioned as haVing been taught in many 

elementary schools, Model schools, and Academies after 1900. 

In 1923 a re-organiz~tion of the schoole introauced the 

Inferior ana Intermt;)d~ate course, "/mcn maCle up the element

ary section, a Superior course ,.,hich replaced the Model 

schoole, and a Complementary school ",hich replaced the 

Academies. Specialization, including the Commercial coursee, 

\'Iere carried 011 at the Complementary leveI. 

The Commercial subjects o1'fered \'/ere: BoolŒeeping, 

Wri ting, Stenography (Frellch and English), Type"lri ting, 

Commercial La"l, and Commercial Correspondence. 2 

In 1929 three grades or years ,.,ere added to the pro

gram - known as "Primary buperior Classes", and in the 

commercial option, the commercial stuuies ,.,ere continueCl, 

to a lùgh level. 

In the boys' schools the commercial subjects were: 

Commercial Ari thmetic and Algeora, Commercial La,." Book

keeping, Accounting, Commercial Geography, Commercial 

Bnglish, and Political Economy. 

lHe\'/son - ibid - p. 51 

2Hewson - ioid - p. 55 

'. ',~ 
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In the girls' schools, the subjects studied were: 

Stenography, Type\'1riting, and Bookkeeping.l 

He1;lson goes on to describe commercial education in 

the Roman Catholic classical colleges, many of \'1llich had 

special Business classes. He then describes a very unique 

school in Nontreal, lmown as the School for Higher Commercial 

Studies. He says that no less than eighty-three subjects 

are offered; these are at university level. 2 Upon invest

igation by the \'1ri ter, i t was discovered that the Ecole 

des Hautes Etudes Commerciales is not only still in exist

ence, but is growing and expanding. According to the Annuaire 

General, 1963-64 "Only a solid university foundation, 

applied over a large general culture can today meet the 

intellectual level and professional demands of the business

man. To dispense an instruction which will permit the young 

French Canadian to climb to the highest position in enter-

prises and business is the object, the 'raison d'etre' of 

the Ecole des Hautes Etudes Commerciales. Fbunded in 1907, 

this school opened its doors in 1910. It bas been affiliated 

''li th the Uni ver si ty of Hontreal since 1915. 

~lbat, at the present time, are i tfl arrangements and 

programs? The Ecole des Hautes Etudes Commerciales is today 

in a position to offer to youth an instruction diversified, 

lHewson - ibid - p. 56 

2Hewson - ibid - p. 65 

... \~ 
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and at various levels, corresponding to the various func

tions of business, and comparable to Business Administration 

courses given in HcGill, Harvard., and similar institutions. l 

Private SChools 

There are also a large number of private Business 

Schools and Colleges in Canada. These differ in admission 

requirements, and excellence of training, out the fact that 

they do exist may imply that pUblic education is not meet

ing all requirements. ~his is particularly true in the 

field 01' adult education. 

ITranslated from the Annuaire General, 1963-64 of the Ecole 
des Hautes Etudes Oommerciales- p. 2b 
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Background of Commercial Education in 
the Protestant Schools of Çuebec 

The Protestant schools have always been in the 

minority in Quebec. In 1900 there \'Iere Elementary 

schools of four grades, Model schools of three grades, 

and Academies of three grades. Some Bookkeeping was 

taught in the Academies. 

By 1923-24 the Elementary schools had seven grades, 

the model schools were replaced by Grades 8 and 9, and 

Academies were all High Schools wi th Grades 10 and Il 

(later Grade 12 was added in some schools). The High 

Schools provided a General Course leading to a High 

School Leavlllg Certificate, and an Academie Course 

leading to matriculation of university. Bookkeeping, 

along with another subject called Stenography (which 

included both Typing and Shorthand) Viere offered as 

options in the General Course. l At first none of the 

Commercial subjects counted towards a High School 

Leaving Certificate, but finally Bookkeeping was given 

that recognition after McGill formed its Faculty of 

Commerce. Later Stenography was also recognized. 

Commercial teachers in the province tried for many 

years to get Typevœiting and Shorthand considered as two 

separate subjects. They fel t that \'/hile every wri ter of 

shorthand should be an accomplished typish, not every 

typist noeded to !mow shorthand. It 'lias finally 

lHewson - ibid - p. 58 
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arranged by the High School Leaving Board that there be 

two courses, one called Typevœiting and Office Practice, 

and the other called Stenography and Secretarial 

Practice. This made it possible for students to teke 

Bookkeeping and Typewriting (with Office Practice), ~ 

Stenography (with Secretarial Practice) and Type\vriting. 

It was not made clear what the difference was between 

Office Practice and Secretarial Practice. l 

In 1962 this VIas again changed, and Office Practice 

became a separate course, The student now has the 

option of taking Typing, Office Practice and Bookkeeping, 

2! Typing, Office Practice and Stenography. 

There used to be a separate Commercial school in 

Montreal known as the Commercial and Technical High 

School, which was erected in 1902. In this school the 

Commercial program covered four years, starting in 

Grade 8. At the time this school was in operation, the 

Commercial subjects were not generally offered in any 

other High School in Montreal. ]y 1922 the Commercial 

and Technical High School became overcrowded, and so 

the technical students were moved to the new Baron Byng 

High School. 

In 1952 the Commercial and Technical High School 

lThe writer is indebted to Mr. A.S.H. Hankinson, former 
teacher at the Commercial and Technical High School, 
for information contained herein about the school, and 
about curriculum changes in the Commercial courses 
after 1940 
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was closed down and condemned for use of pupils because 

of inadequate fire escapes, and not because of dis

satisfaction with the idea of having a separate 

Commercial school. The pupils were transferred to the 

High School of Montreal. By this time, the idea of 

comprehensive High Schools had become prevalent, and 

the demand for a separate Commercial school was outmoded. 

Background of Commercial Education in the Western Provinces 

Both Bruce and Walker1 & 2, in their histories of 

curriculum development in British Columbia and Alberta, 

show that the Business Education courses have played a 

prominent part in both these provinces since their 

inception, and that the emphasis on, and organization of 

the Business.Education courses follows a pattern simi1ar 

to that of United States. 

Hewson says, "In the province of British Columbia, 

Commercial education is almost as old as the sohools 

themselves.,,3 Because much of the population of British 

Columbia is (and has been) concentrated in the urban 

are as , Commercial education has always been important. 

IG. Bruce - "Business Education in British Columbia" 
M. A. thesis, University of British Columbia, 1941 

2B• E. Walker - "Public Secondary Education in Alberta; 
Organization and Curriculum, 1889 - 1951" Ph. D. thesis, 
Stanford University, 1955 

3Hewson - loc. cit. - p. 83 

... ~. 
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"Vlith strong government support, an excellent course, 

well-equipped schools, and well-qualified instructors, 

the future of Commercial education in British Columbia 

is very bright. nl 

At first the Business Education curricula in the 

western provinces were patterned after Ontario, but 

later were influenced by United States. In Saskatchewan 

for many years only the main cities had commercial 

courses, but now that most of the small rural schools 

are consolidated, it is possible to offer commercial 

courses in these schools. 

Hewson does not find commercial education in Manitoba 

developed to a great degreej not much given outside of 

Winnipeg. 

Bac;ground of Commercial Education in Ontario 

Hewson suros up his section on the history of 

commercial education in Ontario by saying "Ontario has 

a progressive system of commercial education. The courses 

are the equal of those offered in any other country, o~ 

in any other province of Canada. The teachers are well

trained and well-qualified. There is a steady demand for 

the graduates from the commercial courses, and the 

demand is likely to increase with the steady development 

of the commercial life of the province. V/ith over 20,000 

lHewson - ibid - p. 115 
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students taking the commercial courses offered, (1941), 

Ontario has as many commercial students as there are in 

aIl the other provinces of Canada combined. n1 

Background of Oommercial Education in the Maritimes 

There has been a limited demand for commercial educa-

tion becaus~ of low industrialization. Commercial courses 

are given only in the large centers. 

Backgrouna of Commercial Education in United States 

Throughout the early history of the Unitea States tne 

major form of business education "'as informaI apprentice

ship training. Some bookkeeping vias taught in the academies, 

but commercial instruction in the schools did not really' 

develop until the perfection of 'tihe type,'lri ter in the early 

1~70's. The acceptance of the typewriter into business 

or11ces \'laS follo",ed by the perfection and use of shorthand, 

ana also favored the entrance 01' I",omen into business, 

especially in stenographie positions. The organizatlon 

of large financial and industrial units necessitated the 

use of more compllcated bookkeeping systems, and resulted 

in a large demana for trained bookkeepers. At first most 

of this training "las done in private commercial schools, 

but as the goals ana responsibilities of the public schools 

01' the country expanded to provide everyone "Ti th opportuni ty 

for lùgh school education, and to inc~ude some vocational 

IHewson - ibid - p. 46 
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training in the curriculum for those not university-bound, 

an increase in trade, commercial, and agr~cultural lns~ruc-

tion in the schools "las insti tuted. 

furine the depression of the 30's, work in the field 

of vocational education ,.,ras stE.!ppeu up tO meet unemploy

ment problems at that time. It \-las felt that "In cases 

~lhere the ~econdary school is the terminal education for 

a pup11 -- ~lhich is not the exception but the rule -- i t 

cannot neglect to provide in the closing years of his 

schooling for such a development and specialization of his 

personal talents as will give bim conpetence in the begin

ning stages of some selected vocational field."1 

After l'Tor ld "far II, the concept 0 f the comprehensive 

high school receivcd considerable attention. A report of 

the Educational Policies Commission2 emphasized the need 

for both general and vocational education in all secondary 

schools. 

In 1952, in a revision of their earlier \'Iork, the 

Educational Policies Commission stated "The purpose and 

programs of aH our schools are no\'1 comprehensive, including 

both general and vocational education for aH students. 1I3 

2Educational Policies Commission, Education for All American 
Youth, (\'fashington, National Education Association, 1944) 
p:-225, as cHed in Weeks, Ed. D. dissertation, p. 31 

3Educational Policies Commission, Education for All American 
Youth, A further Look (\'lashington, National Education Assoc
iation, 1952) p. 185, as cited in Weeks, Ed. D. dissertation, 
p. 35 
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By 1956, the merging of general and vocational educa

tion in the comprehensive school had become an establiehed 

thing. In i te publication 'Manpo\'/er and Education', the 

Educational Policies Commission says, liAs far as the indi

vidual is concerned, general and vocational education have 

no distinct boundary line separating them. Nore harmonioue 

integration of general and vocational education \r.ill best 

serve the interests of individuals and of the nation. nl 

It would seem then, that the background of Commercial 

Education in the United States, sinee i t first \'/as aecepted 

as part' of the high school curriculum, shQ\'/s a major shift 

in emphasis from purely vocational to the present agreement r 
of edueators on its dual objective, and as an i~tegral part 

of the v/hole secondary school program. 

lEducation Policies Commission, Man Q\'fer and Education, 
('ifashington: National Education Assoc~ation, 195 -
p. 71, as ci ted in V/eeks Ed. D. dissertation, p. 39 
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CHAPTER IV 

REVIEI'I OF LITERATURE 

i1e have previously seen (page Il) that no previous 

study of this nature has been attempted in Queoec, and very 

little has been done in Canada. Related Canadian studies 

\'Illich ''1ere availaule to the author for comparison \'1ert:: the 

theses by Beerel and Pybus2• However, for a really compar

able study, it was necessary to turn to United States to 

the dissertation by \'/eeks3 and \filsing.4 

There are a number of current articles and reports 

which are also available. îhese were of particular help 

in determining recent thinking and trends in the Business 

Education curricu~um. 

i'leelŒ begins by examining the studies made 1914-1945. 

Hot too many studil::s \'ll::rl:: made beiore the 1930 1 s, but i t 

is interesting to note that recommendations made by these 

reports are very similar to recent ones -- "Grea ter emphE..sis 

should be placed on arithmetic, EnSlish and spelling. 

--- part time "lork of business students shoula. be given 

consideration ... 5 

lReginald Henry Beere - "Some Aspects of Business Education 
in Canada, \'li th Particular Rel'el'ence to Alberta" Uni versi t,y 
01' Alberta, M. A. thesis, 1962. 

2Alberta Lucille Pubus - liA uomparative Survey of Vocationa1 
Type\'1ri ting in the High Schools of Canada'" H. Ea. thes~s, 
University of Manitoba 

3Weelcs - 10c. ci t • 

4\'1. C. \Ülsing - IIAn A:ppraiElal of Business Education in the 
Urban and Rural Public High Schoo1s oi the State of \'1ashington" 
D.B.A. thesis, University 01' vlashington, 1959. 

5Weeks - op. cit. - pp. 62, 63 
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He mentions a study made by Charters and \'Ihi tley in 

1924 which analyses ~he vocational traits essential to the 

best performance of secretarial a.uties. "Accuracy, respons

iblene.ss, and dependability \'Tt::re ratea. highest in importance; 

honesty rated about in the middle; \-lhile fairness, self

respect, ana. sense of humor ,'rere among the traits considered 

least important. lIl 

ln 1935, a survey was carried out by the Co-ordinatiol! 

and .Placement Staff of the l'lerri tt Husiness SUhool, a unit 

of the Oakland, California public schools. One of the 

important conclusions arri ved at ''las, "A narro\'1 training 

for a specifie job is 110'1; sufficient. Offerings of an 

up-to-date business school must be as broad and varied as 

possible. ,,2 

Firucelhor) in 1941 made a study in the Pittsourgh 

area to aetermi~e the occupational adjustments of oeginning 

workers. ~he r~commendea. l:ihat 8choole prepare office ,.,.orkers 

l'or job intervie\'lS and the testing done oy prospective 

employers. 

In Canada, the ~oronto Chapter of the National Offiue 

Management Association in 1944, through a joint committee 

of business men and business teachers, reported, that employers 

lW. W. Charters and Isadore B. Whitley, Analysis of Secretar
ial Duties and Trai ts (Baltimore: ~lilliams & Wilkins 00., 
1924) as cited in Weeks dissertation, p. 63. 

2R• G. \'1alters, The Communi ty SurV9t, Monograph 58 (Cincinnati: 
South-Western Publishing do., Decem er, 1942) as cited in 
\'1eeks - p. 64. 

3Dorothy C. Finkelhor, "Occupational Adjustments of Beginning 
Office Workers" (unpublished Ph. D. dissertation, University 
of Pittsburgh, 1941) as cited in ~leeks - p. 64 
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found \'1orkers l?tcking in the follO\'1ing traits in the order 

listed: initiative, responsibility, interest, eraotional 

stability, grool!ling, courtesy in dealing \'Iith people. l It 

appears, however, that the report was based mainly on opin

ions of the 31 committee members, since only a limited 

amount of statistical data was reported. 

tater Studies -- 1946-1951 

liA study of business education in St. Louis, Nissouri 

\..,as made in 1946, by a commi ttee of the St. Louis Chapter 

of the National Office Management Association and a 

committee representing the St. Louis public schools. This 

study \'las the most comprehensive communi ty study of Busi

ness Education completed up to that time. Recommenda.tions 

were made regarding programs in guidance, testing, place

ment, and follow-up, as well as for modification in the 

curriculum and instructions practices. II2 

In co-operation vii th the Seattle Public Schools and 

the University of Seattle, the National Office Management 

Association in 1946 organized a survey of the Seattle busi

ness offices.3 Major recommendations made by this report 

'.'lere: 

11,'leeks - op. cit. - p. 65 from National Office Management 
Association Education for Business (Toronto: Toronto Chapter 
of the National Office Management Association, 1944) 

2Weeks - p. 66 from St. Louis Chapter of the National Office 
Management Association and St. Louis Public Schools, Blue
print for Business Education, Monograph 65 (Cincinnatrz-
South-i'lestern PubHshing Co., May, 1946) 

3Weeks - pp. 66-67 from National Office Management Associa
tion, Business Education - The Door to the New Frontier. 
(Seattle: Seattle Chapter of the National Office ~anagement 
Assoc., 1946) 
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(1) Equipment in the high school Business Education 

departments should be modernized. 

(2) Curriculum should include "financial planning, 

record keeping, functions and procedures of business, and 

those aspects of law which every citizen should 1010,.,..11 

(3) \qork experience should be provided for Business 

Education students. 

(4) Certificates of proficiency should be given to 

students who meet N.O.M.A. standards. 

(5) Closer co-operation between business and educators 

should be brought about. 

(6) A supervisor of curriculum for Business Education 

should be selected for Seattle schools. 

In 1947, the Commercial Education Study Committee of 

the Pittsburgh Public Schools and the Pittsburgh Chapter 

of the National Office Management Association sent out 

questionnaires to employees to obtain recommendations about 

job training and job classifications. l As a result of this 

study, the four following major recommendations \'Iere made: 

(1) Co-operative training should be provided to in

crease the effectiveness of the lugh school business pro-

gram. 

l\qeeks - p. 69 from Board of Education, Pittsburgh, Penn., 
Survey of Office DIlties and Emnloyer Recommendations for 
ImXroved Hi~h School Training, Curriculum Study and Research 
Bu letin, III (1948) . 
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(2) Plans should be prepared to use regular classroom 

situations in the development of personality traits and 

business attitudes. 

(3) A booklet should be developed for the use of 

counsellors, homeroom teachers, and pupils, in ''1hich the 

various Business Education subjects are described in terms 

of content, objectives, and values, vocationally and for 

general education. 

(4) General use machines such as adding machines, 

duplicating, cheque ''1ri ting, stapling, postal scale, 

various kinds of type''iri ters, and telephones should be 

made available for 13.11 courses in "rhich their need is 

indicated, ,.,hile specialized. office machine training should 

be given in separate courses. 

Recent Studies, 1952 - 1962 

Weeks says,l "Many local and rural surveya have been 

carried out in recent years. Few have been (1) comprehensive 

in nature as to scope; (2) conducted in metropolitan areas; 

and (3) jointly planned by businessmen and educators." 

Stebing,2 in 1952, investigated the requirements for 

office posit~ons in Decatur, Indiana. The questionnaire-

IV/eeks - p. 69 

2Weeka - p. 70 from: Donald E. Stebing, "A Survey of the 
Requirements for Office Positions Available to Beginning 
vlorkers in Decatur, Indiana." unpublished Ha.ater 'a thesis, 
BalI State Teacher's College, 1952 

... ~. 
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intervie\;, teclmique "las used in the survey, and covered 

31 business offices and 14 different job classifications. 

Among the major recommendations -- "The fact that the 

majority of employers do not require an education beyond 

the high school level for most types of office "lorkers 

makes it imperative that the business training in high 

school be made as practical as possible." 

In 1954, as part of an improvement pro gram in Busi

ness Education, the city schools of St. Louis, Missouri 

conducted an extensive survey relative to office positionsl 

using a questionnaire. Among the recommenda tions made \;,as: 

"The follO\'ling characteristics need greater emphasis in 

school instruction: the ability to see things to do, 

accuracy in spelling, and the ability to use accurately 

the conventions of spoken and ''iri tten English." 

Reed2 conducted an investigation in 1955 about employ

ment of beginning office workers in Oklahoma city. The 

questionnaire method was used. Among the conclusions made 

by Reed \"hieh are of interest to our investigation are: 

(1) One of the primary qualifications for initial 

offi,ce employment in Oklahoma City is graduation from high 

school. Few opportunities exiat for the non-high school 

lWeeks - p. 71 from: Department of Public Instructiorl, 
St. Louis Public Schools, Business Education Survey Relative 
to Office ~Torkers, (Research and Survey Series, No. 16, 
VIII No. 1 St. Louis: Department of Public Instruction, 1954) 

2Weeks - pp. 74-75 from J. Ralph Reed, "Oircumstancea 
Surrounding the Employment of Beginning Office ~Torkers in 
Olclahoma Oit y" unpublished Ed. D. dissertation, University 
of Oklahoma, 1955) 
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graduate and then only in the lO''1er level of ocoupational 

classifications. 

(2) Accuracy is the single personal trait in ''1hich 

beginning office employees in aIl occupational classifica

tions are most fre~uently deficient. 

(3) Office managers, for the most part, base their 

selection of office "'orkers upon the information they gain 

in personal intervie ... ,s. 

In 1958, Stehrl investigated 323 business firms in 

Oklahoma state. Among his findings: 

(1) The majority of firms reported a high school 

education as their minimum educational level. 

(2) The most important personality trait contributing 

to job success was accuracy. 

(3) poor punctuation slall, poor penmanship, and 

inabili ty to perform accurate ari thmetic computations ''1ere 

the chief deficiencies in basic skill training. 

The study done by \~eeks ",as very similar in scope to 

the present one, using the business population of the city 

of Syracuse for his survey. As a resul t of his \',ork, he 

makes the follm'Ting recommendations:2 

(1) He recommends a "lork-study program, an adult 

educa tion program, as ''1ell as a post-high school pro gram 

in tabulating, machine operation, and programming. 

l~leeks - p. 76 from Bennie William Stehr, "An Investiga
tion of Employment Practices in Selected Oklahoma Oities 
... 'i th Implications for Improvement of Terminal Business 
Education in the Junior Colleges." (unpublished Ed. D. 
dissertation, Colorado State College, 1958) 

2\'leeks - pp. 314-318 
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(2) More extra-curricular activities should be in

cluded in the school program (such as Business Clubs) 

(3) Goals and minimum requirements should be estab

lished for the major business skills in accordance ,'li th the 

standards acceptable to the business community. 

(4) A fol101'1-up program should be undertaken to 

find out ",hat happens to graduates and drop-outs. 

(5) Schoo19 should have more specialized guidance 

counselling to malee sure that suitable people undertake 

the Business Education course. 

(6) More, nm'ler, and better business machines and 

equipment should be used in the 8chools. 

. '.~ 
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Other Related Literature 

Many of the journals devoted to Commercial Education 

discuss recent developments \'li thin the United States. Work 

experience programs have been \'lidely used there and in most 

cases regarded as highly successful. In an article pub

lished in 1946, Enterline says,l "Such a program, whether 

conducted on an informaI or "lell-organized co-operative 

basis, aids pupils in the following "lays: 

(1) Creates a healthful attitude tm'lards , .. ork 

(2) Lays a foundation for a business vocation 

(3) Provides opportunity for the pupil to apply his skills 

(4) Assists 3 pupil to adjust himself to office routine 

(5) Aids the pupil in developing the personal qualities 
necessary for success." 

The \'lork-experience programs vary in arrangement 

from the usual t\'lo-\'leek period in an office during the 

school year, to experiments such as that being carried 

on in \1ilmington, Delaware. 2 In this "\'lork-study" 

program, the students go to school in the morning, and 

, .. ork in the office of the co-operating firm in the after

noon (or vice versa). 

The , .. ri ters "Tho describe these , .. ork-experience 

lClarence G. Enterline, Emil Hostetler, and Leo Smith, 
"Attaining Objectives Through Co-operative Vlork Experience" 
The American Business Yearbook Vol. III, 1946 

2 Sid R. Pet ers , and J. Vlilliam Harrison - "Vlork Study Pro
gram Co-o~erates with Business" !he Balance Sheet 
Vol. XLV #8, April, 1964 p. 14 

'. '.~ 
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programs aIl seern to be very enthusiastic about them. 

"These programs provide the student with mu ch broader 

experiences and more realistic responsibilities than 

can be provided in the classroorn."l However, Tonne 

says2 that although it is considered a great learning 

devise, and of aid in orientation of the student to 

office activities, there are drawbacks, too. The 

educative value of the experience depends to a large 

extent on the participating company - they can exploit 

the program as a source of part-time help, or they can 

ma.ke it a truly valuable experience. Also, it deprives 

the student of the opportunity to live a normal school 

life, and to participate in rnany school activities. 

Of even greater concern to the Business educators 

these days is how best to prepare students for work in 

offices Vlhich use automated processes. It is fe1t that 

many of the conventional curriculum courses are now, or 

soon will be obso1ete. Bulletin #1276 put out by the 

United States Department of Labor confirms the be1ief 

that introduction of e1ectronic data processing equipment 

greatly reduces the number of ordinary clerical jobs in 

an office. This study of 2,800 jobs representing ten 

1Beverley Hackett - "Let the Employer be a Teaching 
COl1eague" The Balance Sheet Vol. XLV #7 March, 1964 
p. 298 

2Tonne - op. cit. - pp. 181··182 
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office occupations showed that, before automation, 80 

percent of the jobs in the units directly affected 

were clerical jobs, while after automation the IImixll 

shifted, and about 67 percent of the employees were 

programmers and planners" 8 percent were supervisors 

and administrators, and only 25 percent were people at 

clerical level. A new ca.tegory of job was created, 

which required a fairly high caliber of employee to 

operate, program and manage the electronic data pro

cessing equipment. This category \Vas placed at the top 

of the office pay structure. l 

This situation has left the Business educators with 

two problems - how to give students training in automated 

processes, and V/hat to do with low-ability students who 

will not be able to cope with this training. The first 

problem is being tackled in United States in many ways. 

In many places, because the machines needed to '~each 

data processing are expansive, and because there are 

not enough teachers who are trained to give the courses, 

the training of operators is done by the equipment 

manufacturers (this is almost exclusively the case in 

Montreal). How0ver, a number of experimental programs 

lUnited States Department of Labor, Bureau of Labor 
Statistics - IIAdjustments to the Introduction of Office 
Automation" Bulletin #1276, May 1960 pp. 3, 35 
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have been set up, and many articles are appearing in 

Business Education magazines describing them. 

In Ontariol the introduction of data processing equip

ment and instruction in the secondary school is a very re

cent development and iB, as yet, confined to large schools 

in heavily populated areas. 

No t\'10 installations are alilee, and there had been no 

attempt to standardize the courses of study. Those developed 

to date have been experimental in nature and, it ia expected, 

they \'lill continue to be so. 

There are several stages or levels of study. The 

follo"llng outline indicates these stages and the topics 

"/hich may reaso~ble be included in each. 

I. Key-Punching 

This is a slcill operation, and the course provides 

students \"i th basic training in lcey punch operations so 

tha t they can punch cards, remalee damaged cards, make 

programme cards, change ribbons, etc. The objective of 

the course may be for acquaintanceship or for vocational 

slci11 developmentj this ''1i11 depend upon the objectives 

of the pupils concerned. 

A basic prerequisi te is a typing speed of 35 ''lords 

per minute n~t. While the acquaintance course takes from 

!ive to eight hours, the junior operator's course norma11y 

lOntario Department of Education - The Business and Commerce 
Branch - Curriculum R.P.-31 

... ~ 
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requires from t"renty-four to ~'lenty-eight hours to develop 

a speed of 8000-9000 keystrokes per hour (net) ,'li th an 

error factor of less than l%numeric operations. 

II. Basic Machines Operations 

It may be found desirable to set up a fictitious company 

so that the students may become familiar ''lith installation 

routines, standards, and volume card handling. 

During the operational part of the course, the students 

are taught the organization of the fictitious company; 

the company codes, the correct procedure for pulling cards 

from the tub file, card handling, the operation of the 

machines using pre-"rired panels to prepare listings, in

voices, statements, and the various company reports; card 

storage, machine care, how to clear out card jams, how to 

make minor machine adjustments and repairs. 

III. llUnctional \1iring Principles 

The principles of functional "dring are taught during 

the theory lessons. The students are then responsible for 

''li ring their own panels and for running off the company 

reports usine their own panels. 

IV. Accounting Machine Programming 

At the senior level, the the ory should be correlated 

with bookkeeping theory. Practice should be given in the 

flo''l-charting of bookkeeping cycles and in the preparation 

of boo~ceeping reports using the equipment. 

. '.~ 
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v. Procedure Development 

Procedure development, form and card design should be 

correlated \'Ii th Bookkeeping, and taught at the end of the 

Grade 12 course. 

1. Introduction -- three basic steps in procedures: 

2~ Preparation of reporting requirements (i.e. output 

of system): 

3~ Development of card design (i.e. input to system): 

4. Procedure development - use of flo\'I charts. 

VI. Computers 

1. Introduction to stored programming concepts 

(relate to \'Iired program): 

2. Binary number theory: 

3. Storage media: 

4. System components: 

The new Data Processing course, to be put into full 

operation in 1966 in North York (Metro Toronto) ~nll be a 

four-year course, and will provide the subjects at the 

follO\'ling levels: 

Grade 10 - Introduction to Data Processing 

Grade Il - Basic Programming 

Computer Fundamentals 

Grade 12 - Systems 

- Advanced Programming 

The Scarborough Board of Education, also in Metro 

Toronto, \-/aS one of the tirst Boards to attempt to provide 

students wi th sorne of the more spe.cialized sldlls now needed 
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in business. Special equipment ''las installed in Cedarbrae 

Secondary, School at the time of construction in 1961, and 

in September ofthat year, the first data processing course 

in an Ontario secondary school ''las put into effect. l 

Des Noines, l m'la , decided to install electronic data 

processing equipment for instructional purposes. "The high 

school program consists of a one-semester key Dunch course, 

a three-semester tab operator course, and a six-semester 

computor programme course. 2 

In an article in the May, 1964 Balance Sheet, EhlOOd 

Miller tells about an experiment ,'Ii th a co-operati ve train

ing program. An Indianapolis school arranged a pro gram 

with a local office which used automated processes - "card 

punch machines, sorters, collators, tape memory storing 

machines, and a~ electronic processing unit to interpret 

and process the information from the tapes."3 Before the 

students go to ''fork at the co-operating firm, they are given 

an introductory course about the history and development 

of data processing, and an understanding of systems and 

procedures. The students are given opportunity to use the 

machines in the offices of the co-operating company, and 

are given assistance and help by the company's trained 

operators. 

IMyrna BrO\m - "Secondary School Business Education" 
School Progress Vol. 32, No. 9, September 1963 p. 35 

2Merle ,'r. '''ood - "Another Communi ty Service - Business 
Data Processing Instruction ll The Balance Sheet Vol. XLV 
#2, October, 1963 p. 61 

3El''lood ~Iil1er - "Practical Daté Processing Through !ni tiative 
and Commu.n1ty Co-operation" The Balance Sheet Vol. XLV 
#9, May, 1964 p. 389 

'. ',} 
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CHAPTER V 

COHPARISON OF THE BUSINESS EDUCATION CURRlCULA 
OF QUEBEC, ONTARIO AND THE UNITED STATES 

Comparisons be~~een Quebec and other areas are also 

possible, and may be useful. The most obvious comparieon 

ie with the province of Ontario, and here the author has 

personal knO\dedge of the curriculum, having taken her 

business training course in the High School of Commerce 

at Ottavla. 

A comparison wi th the state of \'/ashington becomee 

possible through \,/ilsing's ,."ork. l 

Goals and Objectives 

Vfuat are the goals and objectives of the Business 

Education curriculum in the province of Quebec, and how 

do they compare "Ti th tho.se of Ontario, and those of 

Uni ted States? 

The aims of the Business Education curriculum in 

Quebec, as stated in the Syllabus in Business Education 

for Grades 9 - Il, Department of Education, Quebec (see 

Appendix) are purely vocational - to graduate students 

who will be employable as junior stenographers and clerks. 

The Ontario course of study suggests a vocational 

aim, but broadens this to include personal ~lÜ social 

development. "The aim is a vocational level of competency, 

l,'{. C. Wilsing - "An Appraisal of Business Education in 
the Urban and Rural Public High Schools of the State of 
'"ashington" D.B.A. thesis, University of \'/ashington, 1959 

. '.~. 
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so that the graduates of the commercial courses may enter 

junior office positions wi th ,certain "/ell-developed business 

skills. The study of business subjects, however, should 

also result in the development of clear and logical reason

ing, in exact expression, both oral and , ... ri tten, in the 

improvement of work habits such as application and co

operation, and in the ability to establish harmonious 

relationships with other people. 1I1 

In United states, the vocational aim is only one of 

the objectives of the many and varied business courses 

offered. ~y United States schools include training 

for the distributive field as ' .... e11 as straight office 

employment. Sorne include courses in typing and "no tehand" 

for personal or social use. (One of the special objectives 

for this type of course is to prepare university-bound 

students, to aid them in typing term papers, etc., and 

in taking lecture notes.) A subject known as General 

Business i8 given in many schools, (and in some 1s com-

pulsory to all students, not just those taking the commer

cial courses), ' ... hich is entirely non-vocational in 

character, and is considered to contribute to the general 

education and consumer education of the individual. 

lontario, Department of Education, Courses of Study, 
Grades 9, 10, 11, 12. Commercial Courses - Circular l & 
S8 p. 3 
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''1i1sing defines Business Education as "that phase 

of education direct1y concerned with deve10ping ski11s, 

attitudes and understandings essentia1 for competent 

participation in business activities as producer, 

consumer, and citizen in a capitalistic society."l He 

criticizes those who think of Business Education in 

terms of a "narro' ... clerical training wi th no inte1-

1ectua1 challenge." 

Some educators in United States fee1 that Business 

Education shou1d be inc1uded in the entire high schoo1 

program. The Handbook on Business Education for the 

Portland, Oregon public schoo1s states "Business education 

has value for every student. Therefore genera1 education 

is not complete unti1 each high schoo1 youth receives 

training that ''''i11 enab1e him to perform better everyday 

business activities.,,2 It adds this, "The AmeriCan\'lay 

of 1ife requires of its people an intelligent and whole

some appreciation of the free-enterprise system, of the 

proper relationship between business and government. 

A just and prosperous social order, indeed, our national 

"re1fare, depends upon a certain 1evel of economic li teracy 

IWilsing - op. cit. - p. 1 

2Handbook for Business Education, Portland Public Schoo1s, 
Portland, Oregon, 1956. from the Introduction 

1. 
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for every individual. In short, good citizens~ip cannot 

exist without economic understanding.u 

The Handbook states the three purposes of Business 

Education as: 

u(l) To develop an understanding of the business 

\'/orld and such specialized snlls as may help the student 

to find a satisfactory place in it. 

(2) To increase the individual's understanding of 

personal economics, including budgeting, purchasing, 

insurance, and those every day decisions in the home 

which make for solvency and security. 

(3) To encourage those qualities of character 

and personality ,.,hich make the individual a good 

employee, a good employer, and above aIl, a'good citizen. 
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In defining objectives, Tonne writes "Business 

Education has two purposes (1) training in specific 

jobs, and (2) the ability to use those skills in the 

environment of business. The latter is often called, 

for want of a better name, occupational intelligence. lIl 

He goes on to say, "Many business educators insist that 

Business Education has a second major goal: training 

in those phases of business that concern every member 

of society. This purpose of Business Education is non

technical and involves: (1) education of persons to be 

intelligent consumers of the services of business, and 

(2) a clear understanding of the nation's economy.u2 

Curriculum in Çuebec 

The curriculum of the Quebec Protestant High Schools 

provides a very adequate basis for the training of office 

staff in the Comme'rcial skills, and the standards set are 

reasonably high. Only four subjects are included in the 

Syllabus in Business Education in Quebec. These are 

Bookkeeping, Office Practice, Stenography (Shorthand), 

and Typewriting. The prescribed work is covered in 

either a two-year course in Grades 10 and Il, or in a 

three-year course in Grades 9, 10 and Il. In either 

case, the work in each subject is cumulative, and the 

lHerbert A. Tonne - princirles of Business Education 
McGraw-Hill Book Company,nc. New York, 1961, p. 8 

2Tonne - ibid - p. 9 
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Grade Il examinations (which are administered by the 

Department of Education) are set on the whole course. 

The examinations at the end of the Grade 9 and 10 

school years are set and marked by the local teacher. 

Students who enrol in the Business Education course 

may choose to carry ten subjects or eight subjectsj in 

either case a high school leaving certificate (but not 

matriculation standing) is granted at the end of Grade Il 

if the course is satisfactorily completed. Three of the 

subjects taken are Business Education, the option being 

usually between Bookkeeping and Shorthand. The 

remaining seven or five subjects are chosen from the 

regular high school curriculum; English and French are 

compulsory. 

The Bookkeepige course is a basic one, and intended 

to familiarize the student with the basic theories of 

debit and credit, and with aU the fundamental processes 

of keeping books in an office. It does not go deeply 

into Accounting practices, nor more specialized fields, 

such as costing. 

Its aims, as stated in the syllabus in Business 

Education are: 

1. To teach the art of the systematic recording of 
the transactions of a business enterprise and of 
its assets, liabilities and capital, with emphasis 
on accuracy, clarity and neatness. 

2. To teach the purpose, use and form of business 
papers and of books of account. 

. ..~ 
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3. To develop a clear understanding of the statements 
of Profit and Loss and the Balance Sheet. 

4. To develop fami1iarity with business procedures 
and organization. 

5. To faci1itate the interpretation of accounting 
data and financial statements and their application 
to the needs of business management. 

The usual practice is to devote four 40-minute 

periods each week to this subject. The required 

textbook is: Seggie, Sutherland and Downes, ~ 

Bookkeeping, Pitman. 

The stated aime of the Office Practice course are: 

1. To provide the basic know1edge of and fami1iarize 
the student with the procedures used in business 
offices. 

2. To provide the student with the business ski11s to 
enab1e him to perform clerical Vlork efficiently. 

3. To deve10p in the student proper business attitudes 
and deportmen t. 

The topies covered in this course are: 

Qualifications of An Office Worker 
Office Organization 
Office Equipment and Supplies 
Business Letters and Business Termino1ogy 
Use of Reference Books 
Public Relations 
Hand1ing of Mail 
Filing 
Transportation 
Banking 
Record Keeping 
Private Secretary's Duties 
Duties of the Male Secretary 
Office Machines and App1iances 
Business Organization 
Securing a Position 

The syllabus suggests that this work be covered in 

a total of 200 periods, spread over two years. The 

. '.~. 



( 

- 50 ~ 

textbook is Sparling, Complete Course in Office Practice, 

McGraw-Hill. This text has been revised recently, and 

the new edi tion will be available for the coming school 

session. 

In Stenograpny, the individual school board has the 

choice of instruction in either Gregg or Pitman shorthand. 

It is interesting to note that the Gregg system was 

adopted by the Protestant School Board of Greater 

Montreal, and since this is by far the largest Board in 

the province, many of the smaller school boards have 

followad thair lead. l 

The aims of the course in Stenography are: 

To teach the principles of either Gregg or 
Pi tman shorthand. 
To develop the ability to read and vœite shorthand. 
To develop the attainment of a speed of 80 to 100 
Vlords per minute in taking dictation. 
To develop the ability to transcribe the material 
dictated, paying particular attention to: 

letter style 
letter placement 
punctuation 
spalling 
division of words 

The final aim is to graduate students who will be 

employable as junior stenographers. 

lIn Ontario and western Canada, Pitman shorthand is used 
almost exclusively, while in United States, Gregg short
hand is prevalent. Gregg shorthand is used exclusively 
in the state of Washington. The proponents of the Gregg 
system say that it is bast for high school teaching 
because it is easier to learn in the beginning stages, 
and floVls like handwriting, whereas those who advocate 
Pitman feel that it is more accurate and precise • 

. '.~ 



'- 51 ... 

The suggested time in class is: 

(a) Three-year course: 

Grade 9 - three 40-minute periods each week 
Grade 10 - four 40-minute periods each week 
Grade Il - four 40-minute periods each week 

(b) Two-year course: One period ever,y day each year. 

The required texts are: 

GREGG: 1. Shorthand Manual Simplified, McGraw-Hill 
2. Gregg Dictation Simplified, mcGraw-Hill 
3. Transcription Simplified (optional) 
4. Gregg Speed Building Simplified, McGraw-Hill 

PITMAN: 1. Pitman Shorthand Basic Course, Pitman 
2. Shorthand Dictation and Transcription, Pitman 
3. Steps to Success in Shorthand-Book l, Pitman 
4. Steps to Success in Shorthand-Book II, Pitman 

The Typewriting course is a complete training for 

typists. The aim stated in the syllabus is short, but 

comprehensive - "To build appropriate skills and under

standing for competence in personal and vocational 

typewriting." 

The coverage is extensive, with emphasis placed on 

the following: 

Mastery of the keyboard 
Minimum speed of fifty (50) words per minute for a 
period of ten (10) minutes (or more); accuracy 
should be at least 97 percent 
Estimating placement 
Blocked letters 
Indented letters (5, 10 or 15) 
Memorandum 
Form letters 
Carbon copies 
Reference symbols 
Preparing material for stencils 

. '.~. 
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Parts of letters 
CUtting stencils 
Envelope 
Proper and efficient use of carbon paper 
Preparing financial reports, business statements, baruc 

reconciliation, etc. 
Tabulation 
Proper erasing, and making corrections, spreading 

and crO\'1ding 

The usual time allotted to this subject is a minimum 

of four 40-minute periods each \·,eek, and, ",here possible, 

one period every school day. The required text iSI 

Lessenberry et al, T\'lentieth Century Type\'lriting, Gage. 

According to the Department of Education, the number 

of candidates taking the 1963 High School leaving examina-

tions in Business sub j ects \'1as as fo11O\'1s: 

Bookkeeping 117 
Office Practice 254 
Stenography 400 
Typewriting 549 

This year's Grade Il enrolment was probably higher. 

The above figures do ~ot represent the total enrolment for 

Business Education in Grades 9 - Il, \'lhich may run into 

several thousand, since many- stud!mts \'1ho do not reach 

Grade 11 take some Type\'1ri ting and Office Practice. 

The Business Education curriculum, as set out by the 

Quebec Department of Education is meant as a guide for 

high schools, but a certain amount of lee",ay is a11o\'1ed 

in its implementation. Sherbrooke High School, for example, 

has the only Commercial Department in the Province of Quebec 

"'hich sets and grades its final examinations, and grants 

. ',~ 
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its o~m certificate. l At this school, the Commercial 

Course is of three years' duration, and includes a course 

in Commercial La.w·~ In this regard, Sherbrooke High School 

is uni~ue in the province. Rapid Calculation i6 part of 

the curriculum, both in grades IX and XI. 

By way of comparison, it is interesting to note that 

a feature of the Business Education training in the Ca'~holic 

Division of Quebec is the separation of the training for 

boys and girls. The training for boys is aimed tO~Tard 

booklceeping, commercial la\'I, and managerial studies, while 

the training for girls is aimed tO\'1ard clerical \'1ork, 

stenography and secretarial \·lOrk. 

For the boys, office practice is combined "li th the 

examination in commercial la\'I, booklceeping, and commercial 

mathematics. Some of the ~uestions re~uire the student 

to assume the role of manager rather than that of a typist 

or clerk. For the girls, office practice is combined \'/i th 

the examination in bookkeeping. 

CUrriculum in Ontario 

The Ontario curriculum (see Appendix) offers a much 

wider choice of options, and a greater variety of subjects. 

Much attention is paid in the Ontario courses to the in

crease of non-commercial sldlls which may be important in 

an office (such as Penmanship, Business Arithmetic and 

Business Correspondence). In the high grades of the 

IBased on information received from }~. Ronald Holden, 
Head of the Commercial Department, Sherbrooke High School. 

. '.~ 
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Commercial courses more advanced studies are offered, 

(such as Business Law, Accountancy Practice, Mathematics 

of Investment). A \'lide variety of programs is offered 

to suit individual needs. At present students have a 

choice of: 

The Five-Year Programme, Grades 9 - 13 
The FOur-Year Programme, Grades 9 - 12 
Special One-Year Business Course 
Two-Year Terminal Course in Distributive Education 
Business and Commerce Option for the Arts and 

Science Branch 
Business and Commerce Option for the Science, Technology 

and Trades Branch 

One important feature of the Ontario curriculum is 

that some of their courses leave the door open for university 

entrance, whereas the present Commercial course in the 

Protestant schools of the province of Quebec is not designed 

to provide matriculation to university. 

Another important feature of Ontario's curriculum 

which is lacking in the Quebec curriculum is the provision 

for ''Iork experience. This is undertaken sometime during 

the school year at the senior levels, and students go out 

to a co-operating business firm for a t"lo-\ ... eek period, 

during \'lhich time they have an opportuni ty to put into 

practice sorne of the sldlls they have been learning, and 

to see how a business operates. 

There have also recently been some attempts in schools 

in the larger Ontario' centers to introduce courses in data 

processing.l This is still in the experimental stage, but 

i t seems to follm'l a trend. 

lA more detailed description of the experimental programs 
being offered will be found in the section dealing with 
automation. p. 39 

• \:> 
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It is the opinion of the \'I!'i ter that trends in the 

Ontario curriculum for Business Education follow the pattern 

set in the United states, and that Quebec (at least the 

English-speaking sections) .,.rill also eventually follO\'1 

much the sarne pattern. There is a time lag of course, 

and the large difference in population (English-speaking) 

makes it possible for Ontario, and even more so the heavily 

popula·~ed areas of United States to make provision for 

specialization, and also experimentation. 

Curriculum in United States 

In United States the Business Education courses have 

become an increasingly important part of the high school 

prograrn. For example, in the city of Buffalo, 25 percent 

of the students take Business Education courses.1 Oourses 

are more diversified, and are constantly being revised to 

meet the demands of changing business conditions. In 

Washington state there is a large enrolment in business 

subjects. "In the last three years of high school enrol

ment, students enrolled in business subjects represented 

approximately 68 percent of the urban high school popula

tion, and over 72 percent of the rural. ,,2 ~Iilsing says 

that business courses accounted for about 13 percent of 

aIl the classes offered in the public schools, 

IBernard A. Shilt - "Education for the Business World - A 
Story Told Through Radio" The Balance Sheet Vol. XLIV 
#1, September, 1962 p. 14 

2~lilsing - op. ci t. - p. 144 
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A list of the Business Education courses taught in 

The State of \~ashington follows: l 

(1) 

(2 ) 

(3) 

(5) 

Typing - vocational and personal 

Shorthand - aIl stages - secretarial practice 

Bookkeeping - junior, senior, personal use, 
Record Keeping 

Social business subjects - General business, 
Business La"1 - Economicf:j - Consumer Problems -
Economic Geography 

Office Practice and related subjects 
Office Practice - Office ~~chines 
Clerical Practice 

(6 ) Distributive Education - Retailing 

(7) Fundamentals -'Business Arithmetic 
Business English - Penmanship - Spelling 

The subjects listed in the Portland, Oregon Handbook 

on Business Education2 are: Bookkeeping, Business I.e.w, 

Distributive Education, Office Practice, Shorthand, and 

Typing. 

Comparison of Standards for Typing and Shorthand 

Quebec 

Shorthand The standard to be achieved by the end 

of Grade 11 is to talce dictation at 80 - 100,., .p.m. and 

to transcribe the material accurately, paying particular 

attention to: letter style, letter placement, punctu-

ation, spe11ing, division of ,.,ords. 

lWilsing - op. cit. - p. 73 

2Handbook for Business Education, Portland Public Schools, 
Portland, Oregon, 1956 • 
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Typing standard demanded at the end of Grade 11 is 

a minimum speed of 50 ''1.p.m. for a period of ten minutes 

or more, l'li th accuracy of at least 97 percent. 

Ontario 

Shorthand The aim of the complete course in Isaac 

Pi tman shorthand is to produce stenographers l'lho are 

able to write from dictation at a rate of 100 to 120 w.p.m. 

for periods varying from five to ten minutes in length, 

and to transcribe their notes on a type''lri ter at a rate 

of 25 to 35 ''1.p.m. l'li th that accuracy of form and content 

which conforms to the mailability standard of a business 

office.' 

Typing The min~mum net rate of 60 ,\,'.p .m., l-,ri th 

not more than one percent error should be required at 
( 

the end of the fourth year of the Secretarial course. 

The standard for pupils of the General Business course 

may be five l'lords per minute lower, and for pupils of 

the Accountancy course, ten l-lords per minute lower, but 

the same degree of quality and accuracy should be 

maintained. 

Standards in the State of Washingtonl 

Shorthand The usual standard set is 80 ''1.p.m., ... ,rith 

95 percent accuracy. In advanced classes 100 w.p.m. is 

required. 

Typing The highest standards set are from 56-65 

Det \'1.p.m. 

lWilsing - op. cit. - pp. 112, 114 



( 

( , 

( 

- 58 -

It may be concluded from the above that the standards 

set by the province of Quebec compare quite favorably 

,'Ii th those of other parts of the country. It should be 

kept in mind that in Quebec, the standards set are 

required after (usually) only t,olO years of instruction, 

whereas the length of training is often longer in other 

places~ 

. '.~ 
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CHAPTER VI 

PROCEDURE FOR THE SURVEY 

After aIl the available literature on the topic had 

been studied, a list of the questions to be answered and 

topics to be discussed "las drawn up. Fi ve pilot inter

views wi th prominent business men ,,,ere undertaken, to see 

'''l'lat type of information these questions would elicit~ 

These intervie,,,s were aIl tape-recorded, and tl'len trans

cribed, so that they could be studied in detail. 

The Questionnaire 

On the basis of this information, a questionnaire was 

dra~m up (see Appendix). It was designed to be easy for the 

respondent to ans,."er, and also to be statistically manipu

latable by providing a choice of answers to each question, 

one of which could be ticked off by the respondent. Three 

longer ques'tions required rank-order answers. The general 

arrangement of the questionnaire (although not the specifie 

C!uestions) ,,,as patterned after that used by Reginald Beerel 

in his thesis for the University of Alberta 

Choosing the Respondents 

It was decided to use Personnel Manager as respond

ents, as it seemed likely they would !mow a great deal 

about employment needs, and standard set up for applicants 

for clerical and stenographie positions. A mailing list 

of the names of around five hundred Personnel Managers 

on the island of Montreal '''as acquired. 

One hundred names \<fere chosen statistically; a pair of 

lReginald Henry Beere - "Sorne Aspects of BusinesE! Education 
in Canada, ,ri th Particular Reference to Alberta" - University 
of Alberta, H.A. thesis, 1962 • 
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di ce thrown came up with the number two, therefore the 

second, seventh, twelfth, seventeenth, etc. names on 

the list 'Viere used. 

Mailing Out, and Return of Questionnaires 

The questionnaire was mailed out, along with a 

covering letter (see Appendix), a copy of a summary 

of aims of the Business Education curriculum of the 

Protestant schools of Quebec, and an addressed stamped 

envelope. After about three weeks, slightly over 50 

percent had been answered and returned, many with 

covering letters to add explanatory comments, and to 

give encouraging support to the survey. 

A reminder letter was sent out to the delinquent 

names on the list, and the final resul t was a total of 

68 replies. (68 percent) 

Follow-up Interviews 

Follow-up interviews VIere carried out with four of 

the Personnel Managers who had answered the questionnaire 

by mail, as a means of verifying the answers given. As 

the verbal answers received on these occasions cor-

responded almost exactly with the vœitten answers, 

except for explanatory embellishments, it is possible 

to suggest that the answers to the questionnaires were 

fairly reliable. 

Statistical Manipulations 

The answers on the questionnaires were then tallied 
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and worked out as percentages. The rank order questions 

required further treatment. The answers to these were 

tallied according to the number of times they appeared 

in each position. Each position was then given a 

weighted value. In question #11, position "1" was 

given a weighted value of 10, position "2" of 9, 

position "3" of 8, etc. The weighted value was multiplied 

by the number of times the answer appeared in each 

position; these were then added, then divided by the 

total number of times the answer was positioned. This 

gave a rank scale, which was then translated into rank 

order, the highest rank scale figure being rank order #1, 

etc. 

Observations were made by the writer on the results, 

and implications for the Business Education curriculum 

suggested. 
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CHAPTER VII 
b 

AUSVIERS Ta QUESTIO~AlRE Number of Percent t Scores 

1. About how many clerical and 
stenographie workers are em110yed 
by your company (in Montreal ? 

a a laj 1 ••• thon 5 •••••••••••••••• 
b 5 - 25 ..................... Il 16.2 
c 25 - 100 ••••••••••••.•••••• 29 42.6 
d more than 100 •••••••.•.•••• 28 41.2 

2. About how many beginning clerical 
and stenographie workers would you 
1ikely hire in a year? 

rjles. thon 5 ................ 20 29.4 
b 5 - 25 .•.. ~ .....•....•..••• 30 44.1 
c 25 - 100 ••••••••••••.•••••• 12 17.6 
d more than 100 •••••••••••••• 5 7.4 

3. Do you demand that new employees 
have a full high school leaving? 

tl alvmys ..................... 37 54.4 
b sometimes •••••••••••••••••• 30 44.1 
c never ...................... a 

4. Do you ever consult the app1icant's 
schoo1s for their records or recom-
mendations of teachers? 

~al nover ...................... 4 5.9 
b sometimes •••••••••••••••••• 51 75.0 
c a1ways .....•.........•.•.•• 13 19.1 

5. What kind of tests do you give to 
applicants? 

a none ...•...........•...•..• 1 1.5 
b personal interview ••••••••• 59 86.8 
c performance tests •••••••••• 60 88.2 
d psycho1ogical tests ........ 25 36.8 
e other ...................... 6 8.8 

6. \Ilhat shorthand and typing standards 
do you demand of beginning stenographie 
emp1oyees? 

(a) shorthand ••• 60-80 w.p.m ••• 15 22.1 
80-100 w.p.m •• 37 54.4 
over 100 w.p.m. 1 1.5 
unspecified 12 17.6 

(b) typing •••••• 40-50 w.p.m ••• 19 27.9 
50-60 w.p.m ••• 36 52.9 
over 60 w.p.m. 3 4.4 
unspecified •• 10 14.7 

... '.":' 
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Number of 
ANSVIERS TO QUESTIONNAIRE Scores Percent 

7. How do you expect beginning 
clerical and stenographie emp10yees to 
acquire specifie or technical language 
and know1edge required in your office? 

(a) expect them to have it on 
arri val .................... . 

{b) e~p~ct to train them after 
hlrlng .....................• 

(c) no special knowledge required 

8. Do you expect to provide additione~ 
training for new employees in any of 
the Commercial skil1s? 

lal shorthand •••••••.•••••••.••• 
b typing ...................••. 
c office procedures ••••••••••• 
d expect them to have this 

training on arrival ••••••••• 

9. Do you prefer to hire experienced 
clerical and stenographic help rather 
than belinning workers? 

a never ...................... . 
b always ..................... . ! C whenover possible o ........ .. 

10. How do the standards of performance 
of the experienced clerical and steno
erephic workers compare with beginning 
Vlorkers? 

!aj poorer than beginning workers 
b better than beginning workers 
c many times better than 

beginning workers ••..•••.••. 

12. ïfuat business machines (besides 
the typewriter) would beginning 
employees in your company be likely 
to use? 

!aj none •.•••••••••••••••••••••• 
b adding machine ..••••••..••.• 
c dup1icating machines •.•••••• 

4 

59 
5 

o 
o 

28 

41 

2 
1 

60 

3 
53 

10 

6 
58 
42 

5.9 

86.8 
7.4 

o 
o 

41.2 

60.3 

2.9 
1.7 

88.2 

4.4 
77.9 

14.7 

8.8 
85.3 
61.8 
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ANSWERS TO QUESTIONNAIRE 

12. !dj comptometer ••••••••••••••••• 
e bookkeeping machine ••••••••• 
f others .............•........ 

13. Do you think that beginning 
clerical and stenographie workers are 
adequately trained for their jobs? 

laj never ••••••••••••••••••••••• 
b seldom ............•••.....•• 
c usually ....................• 
d al ways •••••••••••••.•.•••••• 

15. Do you think that automation is 
going to make a difference in the 
qualifications required by companies 
in the hi ring of new employees? 

(a) a great deal of difference •• 
(b) some difference, but not a 

lot ........................ . 
(c) no difference •.••••••••••••• 

16. Do you feel that some training in 
data processing, key punch operation, 
etc. at high schoo1 or business school 
1eve1 would be advantageous to the 
beginning clerical and stenographie 
worker? 

!aj yes ••••••••••••••••••••••••• 
b possib1y •••••••••••••••••••• 
c no ..............•...•......• 

17. Do you think that automation is 
going to eut out the need for hiring 
low-ability emp10yees to carry out 
routine tasks? 

!aj entire1y •••••••••••••••••••• 
b sorney/hat ..•..•••....•.•.•..• 
c no ......•.........•...••...• 

Number of 
Scores Percent 

Il 
14 
16 

o 
23 
44 
o 

20 

46 
1 

27 
26 
14 

9 
50 
8 

16.2 
20.6 
23.5 

o 
33.8 
64.7 

o 

29.4 

67.6 
1.5 

39.7 
38.2 
20.6 

13.2 
73.5 
11.8 
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Number of 
,r 

ANSWERS TO QUESTIONNAIRE Scores Percent 1 
\ 

18. Do you think that dictating 
machines will take the place of 
shorthand? 

tl entirely ••••••••••••••••••• 2 2.9 
b increasingly ••••••••••••••• 46 67.6 
c no ..............•.........• 19 27.9 

19. Many boys go into the business 
world directly from high school. Would 
you be more likely to hire a boy who 
had taken some Commercial training in 
high school? 

33.8 tl yea ........................ 23 
b perhaps ...................• 29 42.6 
c no ......................... 14 20.6 

21. Do you think a pro gram of office 
experience (up to tv/o weeks observing 
and working in a business office) 
during the course of Business Education 
trainin

1 
would be a good thing? 

a definite1y ••••••••••••••••• 34 50.0 
!b perhapa .................... 25 36.8 
c no ....................•.... 9 13.2 

22. Would )our company (under suitab1e 
conditions be likely to support Buch 
a prorram of offiee experienee? 

al,yes ........................ 11 16.2 
b perhaps ...................• 39 57.4 
c no ............•..........•. 13 19.1 
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Il. What sort of jobs and office procedures are 
beginning workers in your company usually asked to handle? 

Number of times item 
aPl)earS in each position 

1 2 3 4 5 16 7 Itl 19 110 

(a) 13 Il 8 4 6 6 0 1 0 0 

(b) 19 20 12 7 3 1 1 0 1 0 

(c) 15 7 6 5 6 8 5 1 1 0 

(d) 6 4 8 8 10 6 2 4 0 0 

(e) 8 13 Il 14 5 2 4 0 1 0 

(f) 14 Il 15 7 5 4 0 1 0 0 

(g) 3 4 4 8 9 2 7 4 1 0 

(h) 0 1 2 1 2 3 4 8 2 1 

(1) 1 1 0 4 4 2 4 3 12 1 

(j) 0 2 0 1 0 0 0 1 2 5 

a - handling mailing procedures 
b - filing 

Total Rank Rank 
Scores Scale Order 

49 7.95 3 

64 8.50 1 

54 7.35 5 

48 6.79 6 

58 7.60 4 

57 8.08 2 

42 6.19 7 

24 4.33 8 

32 4.09 9 

Il 3.36 10 

c - taking letters in shorthand and transcribing 
d - use of dictaphone to transcribe 1etters 
e - typing of business forms (such as invoices, orders, 

etc. ) 
(f) - straight copy typing (such as mailing 1ists, 

envelopes) 
gj - simple bookkeeping (cash records, posting, etc.) 
h - hand1ing banking procedures 
i - composing 1etters 
j - other 
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14. Opinions about abi1ities of beginning clerical and 
stenographie workers - COMMERCIAL SKILLS 

ORDER OF IMPORTANCE Number of times item 
Items to be ranked appears l.n eac h 't' pOSl l.on 

POSITION 1 2 3 4 
~a) ability to take shorthand dictation 

17 0 at 60-80 w.p.m. and transcribe accurately 3 3 

(b) abi1ity to take shorthand dictation 
8 at 80-100w.p.m. and transcribe accurate1y 12 6 1 

(c) ability to transcribe accurately from 
a dictating machine 6 13 6 3 

(d) ability to type at 50-60 w.p.m. 13 8 10 5 

(e) abi1ity to type at 40-50 w.p.m. 8 8 Il 2 

(f) ability to type accurate1y, 
8 especially numbers 9 13 13 

~g) ability to produce mailab1e letters 
weIl arranged with few erasures) 15 6 15 6 

(h) ability to type stencils, and 
operate a duplicating machine 0 6 l 5 

(i) knowledge of the bookkeeping funda-
mentals (debit and credit theory, etc.) 5 2 0 4 

(j) neatness and accuracy in entering 
figures in books 7 2 2 2 

(k) abili ty to operate simple adding·· 
and calculating machines 1 3 5 3 

(1) knowledge of postal information 1 2 2 l 

(m) knowledge of banking procedures l 2 0 l 

(n) knowledge of filing procedures 
and filing systems 3 3 5 9 

••• Continued 

. .~ 



- 68 -

14. Opinions about abilities of beginning clerical and 
stenographie workers - COMMERCIAL SKILLS 

5 6 

5 2 

4 2 

5 4 

2 0 

3 1 

2 7 

9 1 

7 10 

3 0 

1 3 

1 4 

2 3 

4 0 

5 3 

. '.~ 

ORDER OF IMPORTANCE 
Number of times item 
awears ln eac h "t" POS1 lon 
7 8 9 10 Il 12 13 

1 0 1 0 2 0 1 

1 2 2 1 1 1 1 

4 2 1 1 1 0 1 

0 4 1 1 1 1 0 

1 1 2 2 1 0 0 

1 4 0 0 0 0 0 

4 0 1 0 1 0 0 

6 5 2 2 1 1 0 

2 3 4 2 4 2 4 

4 5 6 3 4 4 0 

5 3 3 8 1 2 3 

1 2 3 2 6 5 1 

0 1 3 1 1 5 10 

9 4 2 2 2 2 1 

Total Rank Rank 
14 Scores Scale Order 

0 35 11.57 2 

2 44 10.52 6 

0 47 10.78 4 

0 46 11.45 3 

2 42 10.76 5 

0 57 Il.45 3 

0 58 11.63 1 

0 46 9.06 7 

1 36 7.55 Il 

1 44 8.04 9 

0 42 7.78 10 

8 39 5.66 12 

5 34 4.85 13 

2 52 8.78 8 
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14. Opinions a.bout abili ties of beginning clerical and 
stenographie workers - COM1ŒRCIAL SKILLS 

ORDER OF MOST NEGLECT Number of times item 
Items to be ranked appears l.n eac h 't' pOSl. l.on 

POSITION A B C D 

(a) ability to take shorthand dictation 
at 60-80 w.p.m. and transcribe accurately 7 0 2 2 

(b) ability to take shorthand dictation 
at 80-100w.p.m. and transcribe accurately 9 6 2 4 

(c) ability to transcribe accurately from 
a dictating machine l 7 5 3 

(d) ability to type at 50~60 w.p.m. 5 6 5 l 

(e) ability to type at 40-50 w.p.m. 3 7 3 4 

(f) ability to type accurately, 
8 especially numbers Il 9 4 

~g) ability to produce mailable letters 
weIl arranged, with few erasures) 16 Il 8 3 

(h) ability to type stencils, and 
operate a duplicating machine l 1 6 4 

(i) knowledge of the bookkeeping funda-
mentals (debit and credit the ory , etc.) 2 3 2 3 

(j) neatness and accuracy in entering 
8 figures in books 1 l 2 

(k) ability to operate simple adding 
and calculating machines 0 3 4 0 

(1 ) knowledge of postal information 4 1 2 3 

(m) knowledge of banking procedures 3 4 1 1 

(n) knowledge of filing procedures and 
filing systems 3 6 8 0 

•••• Continued 

1 
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14. Opinions about abi1ities of beginning clerical and 
stenographie workers - COMMERCIAL SKILLS 

E F 

0 2 

1 3 

3 1 

4 4 

1 5 

5 2 

0 0 

1 2 

1 3 

3 0 

2 0 

1 1 

0 2 

1 1 

ORDER OF MOST NEGLECT 
Number of times item 

h "t" appears ln eac pOSl lon 
G H r J OK L M 

2 4 2 1 0 0 2 

1 0 0 1 0 0 0 

2 1 1 0 0 0 1 

1 1 1 0 2 3 0 

1 0 2 0 1 3 1 

1 1 1 0 0 0 0 

2 2 0 2 1 0 0 

2 4 1 0 0 0 1 

1 1 1 3 5 oc 0 

1 2 1 6 3 1 0 

3 1 3 2 2 0 3 

1 0 0 1 0 6 4 

1 1 1 1 2 2 3 

0 1 3 0 1 2 3 

T tal R k R k 0 an an 
N Scores Scala Order 

1 25 10.08 7 

1 28 12.53 3 

0 25 11.72 4 

0 33 11.09 5 

1 32 10.50 6 

0 42 12.80 2 

0 45 13.00 1 

2 25 9.96 8 

1 26 9.38 11 

0 29 9.79 9 

2 25 8.28 14 

1 25 8.40 13 

2 24 8.62 12 

4 33 9.66 10 
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14. Opinions about abi1ities of beginning clerical and 
stenographic workers - NON-C01ThffiRCIAL SKILLS 

ORDER OF IMPORTANCE 

Number of times item 
appears in each position 

Total Rank Rank 
Scores Scale Order 

1 2 3 4 5 6 7 8 9 10 11 12 

a 14 4 5 7 3 6 3 0 4 46 6.23 

b 13 Il 12 6 7 2 3 0 0 54 6.98 

c 5 3 4 1 5 3 6 18 1 46 4.41 

d 8 3 4 6 0 2 3 9 14 49 4.55 

e 8 3 6 6 5 6 8 3 2 47 5.42 

f 9 5 7 10 9 4 4 0 2 50 6.10 

g 8 14 8 6 8 5 3 1 1 54 6.44 

h 10 7 4 7 3 7 0 4 4 46 5.89 

i 22 13 8 2 5 2 4 0 1 57 7.29 

a - legib1e handwriting 
b - ability to read with understanding 
c - ability to read and understand spoken French 
d - ability to read, write, and speak French 
e - abi1ity to hand1e numbers with speed and accuracy 
f - c1earness and correctness in verbal expression 

4 

2 

9 

8 

7 

5 

3 

6 

1 

g - abi1ity to hand1e telephone calls and take accurate 
messages 

h - ability to compose grammatically correct and clearly 
expressed letters 

i - ability to spell most commonly used words 

1. 
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14. Opinions about abi1ities of beginning clerical and 
stenographie workers - NON-COMMERCIAL SKILLS 

ORDER OF MOST NEGLECT 

Number of times item 
appears in each position Total Rank Rank 

POSITION A 13 C D E F G H l cores Sc e SalO rder 
al1eglble hand-

writing 5 4 6 3 3 6 2 2 3 34 5.55 6 
bl abill ty to 
read with 
understanding 6 8 9 4 3 3 4 2 3 42 5.97 5 
cl ab il 1 ty to 
read and under-
stand spoken 
French 5 4 3 5 6 5 2 4 1 35 5.51 7 
dl abili~ to 
read, write, 
and speak 
French 8 7 4 2 3 4 1 1 4 34 6.11 4 
el ablllty to 
hand1e numbers 
with speed and 
accuracy 2 4 3 10 6 0 5 6 1 37 5.10 9 
fi c1earness and 
correctness in 
verbal 
expression 3 Il 13 4 4 2 3 1 0 41 6.56 3 
~ ablllty to 
hand1e te1e-
hone cal1s and 
take accurate 
messages 6 8 2 2 7 4 5 3 3 40 5.47 8 
hl abili ty to 
compose gram-
matical1y 
correct and 
c1ear1y expres-
sed 1etters 7 13 8 4 2 2 0 0 2 38 7.02 2 
il abili ty to 
spe11 most 
commonly 
used words 19 Il 4 3 o 2 0 5 2 46 7.06 1 

. '.~. 

1. 
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14. Opinions about abi1ities of beginning clerical and 
stenographie workers - PERSONALITY TRAITS 

ORDER OF IMPORTANCE 
N umber 0 f' 't in t1IDes 2 em appears eac h 't' OS2 20n 

1 2 3 4 5 6 7 ~ 9 10 III 112 113 114 115 * # ~ 
a 35 Il 2 0 0 2 0 0 0 1 0 1 0 0 0 52 14.13 1 

b 6 6 3 3 3 4 7 1 1 2 2 1 2 3 3 47 9.38 9 

c 4 0 3 2 3 3 3 5 5 4 2 1 2 4 0 41 8.29 13 

d 6 6 9 2 4 2 3 3 2 2 3 0 2 1 0 45 10.64 6 

e Il 2 4 5 2 2 3 4 2 1 2 1 0 1 0 40 11.05 5 

f 5 10 6 7 3 2 3 4 4 2 3 0 0 0 0 49 11.10 4 

g 16 3 9 3 3 4 1 1 3 2 2 2 0 0 0 49 Il.87 2 

h 2 2 1 4 3 3 5 2 3 8 1 1 2 5 4 46 7.39 14 

i 2 2 2 2 7 2 5 4 4 0 2 5 0 2 1 40 8.62 12 

j 3 5 4 5 3 4 1 1 4 3 3 3 3 0 0 42 9.50 8 

k 5 0 2 2 1 0 2 2 2 2 6 2 5 1 5 37 6.91 15 

1 5 3 4 5 6 2 4 2 1 0 0 1 0 0 0 33 Il.45 3 

m 2 3 4 4 0 5 3 3 1 1 0 1 2 1 3 33 9.12 10 

n 3 2 3 3 5 3 0 1 2 3 1 1 2 1 0 30 9.66 7 

0 4 1 4 2 2 3 2 2 3 1 2 0 4 2 0 32 9.03 Il 

*Total Scores #Rank Scale ,tRank Order 

a - sense of responsibility b - good grooming 
c - courtesy d - initiative 
e - honesty f - co-operative attitude 
g - interest in work h - wi11ingness to perform 
i - abi1ity to take correction unp1easant tasks 

and criticism in the . ab'l't t t alo J - 2 2 Y 0 ge Dg 
k - right spirit with other people 

perserverance 
m - emotional stabi1ity 1 - dependabi1ity 
n - regular attendance 0 - punctuality 
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14. Opinions about abilities of beginning clerical and 
stenographie workers - PERSONALITY TRAITS 

ORDER OF MOST NEGLECT 
N umber of times item appears ~ eac h 't' JOSl. l.on 

A B C D E F G H l J K L NI N 0 * # 

a 19 7 7 0 3 0 0 1 0 0 0 0 0 0 0 37 13.91 

b 3 5 3 2 5 3 2 0 1 1 2 2 3 0 1 33 9.69 

c 0 2 0 0 1 8 3 1 2 1 1 0 3 2 5 29 6.79 

d 4 7 8 4 2 2 2 2 2 1 2 0 0 1 0 37 Il.29 

e l 1 1 1 1 0 0 1 5 1 2 3 2 5 2 26 5.92 

f 0 2 5 1 4 1 2 3 3 4 2 0 2 1 0 30 8.80 

g 8 4 5 5 0 1 2 4 1 5 0 1 1 0 0 37 10.94 

h 3 3 5 3 2 1 3 1 2 2 1 1 0 l 0 28 10.42 

i 6 6 2 6 1 4 2 2 2 1 0 0 2 0 0 34 Il.26 

j l 1 3 l 2 1 3 2 l 2 5 2 0 0 l 25 8.32 

k 5 2 3 3 3 0 l 3 l 0 2 l 0 1 1 26 10.30 

1 2 5 l 1 1 2 2 1 0 3 0 0 1 0 0 19 10.68 

m 2 2 2 0 l 3 l 0 l 2 2 0 1 1 0 18 9.33 

n 1 2 l 2 5 2 1 5 0 0 0 2 0 1 0 22 9.72 

0 3 4 0 1 1 1 4 2 3 1 0 1 1 0 1 24 9.20 

*Total Scores #Rank Scale fRank Order 

a - sense of responsibility 
c - courtesy 
e - honesty 
g - interest in work 

b - good grooming 
d - initiative 
f - co-operative attitude 
h - willingness to perforn. 

unpleasant tasks 
i - ability to take correction j - ability to get along 

and criticism in the with other people 
right spirit 

k - perseverance 
m - emotional stability 
o - punctuali ty 

1 - dependability 
n - regular attendance 

f-
1 

9 

14 

2 

15 

12 

4 

6· 

3 

13 

7 

5 

10 

8 

Il 
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20. Subject areas most advantageous for boys -
ORDER OF nœORTANCE 

Number of tilles item 
, h 't' appears ln eac ])OSl lon 

POSITION 1 2 3 4 5 6 7 8 9 

a typing 0 2 4 0 0 2 3 2 0 

b shorthand 1 0 2 0 0 0 0 0 0 

c basic bookkeeping 9 6 6 5 5 1 3 1 1 

d business Eng1ish -
8 composition of letters 17 7 12 4 2 1 1 3 

e filing 1 4 0 4 4 4 2 3 2 

f postal and shipping 
information 1 1 2 1 2 2 3 7 2 

g business machines 0 2 12 8 5 7 3 1 0 

h basic Accounting 16 18 9 2 4 2 1 2 1 

i business organization 
and administration 12 4 2 6 12 5 3 3 2 

j costing 2 7 4 4 5 5 6 3 3 

k business and 
commercial law 0 4 1 6 4 4 6 6 4 

1 banking and exchange 0 0 2 1 4 4 3 5 4 

m economics (inc1uding 
industrial and 
economic geography 1 3 1 4 1 4 5 5 6 

n retailing 0 1 1 1 1 1 2 1 1 

o salesmanship 2 2 7 4 5 0 1 1 3 

p taxes; their 
functions and methods 
of collecting them 0 1 0 1 2 1 2 1 3 

q financing and making 
investments 1 0 1 0 2 1 0 1 2 

r insurance 2 1 0 0 2 1 2 1 3 

10 

3 

0 

2 

3 

1 

2 

0 

2 

0 

7 

4 

5 

0 

3 

3 

3 

0 

•.• Continued 

. .~ 
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20. Subject areas most advantageous for boys -
ORDER OF DlPORTANCE 

Number of times item 
appears , h 't' l!l eac pOSl lon 

POSITION Il 12 13 14 15 16 17 18 Total 
Scores 

aCt. 0 1 1 2 1 0 1 1 23 

bh 0 0 1 1 1 2 1 3 12 

c{ 0 0 C 0 0 0 0 0 39 

cl! 1 0 0 0 0 0 0 0 56 

e- l 0 2 0 1 2 1 0 34 

f 0 1 0 1 1 1 0 0 26 

g: 2 2 0 1 0 0 1 0 46 

h 0 0 0 0 0 0 0 0 55 
" 

i· 0 0 0 0 0 0 0 0 51 

j, 0 0 0 0 0 0 0 0 39 

t 1 

~': 0 0 0 0 0 0 0 0 42 

1 2 0 0 0 0 0 1 0 30 

m .. 
" r 

1 0 0 0 0 0 0 0 36 

ni') 1 0 2 1 1 1 2 0 17 

o ~: 0 1 0 2 2 0 0 2 35 

' .. 
pl;' 
~i 3 0 1 1 2 1 0 0 22 

') 

q' 2 2 1 0 0 2 1 0 19 
\ 

:i 
2 3 1 0 0 2 2 1 23 'II 

r")j 

.~ 

Rank Rank 
Scala Order 

10.39 13 

6.33 18 

15.20 3 

15.66 2 

Il.47 10 

11.42 Il 

13.23 6 

16.25 1 

14.62 4 

14.07 5 

12.45 7 

11.33 12 

12.19 8 

9.17 17 

11.97 9 

10.18 14 

9.31 15 

9.26 16 



CHAPTER VIII 

CmmENTS ON RESULTS, AND SUBSEQUENT 
RECOMMENDATIONS FOR THE CURRICULUM 

Remarks on the way Questionnaire was Answered 

Most of the questions vrere uncomplicated and the 

results obtained probably reflected fairly accurately 

the present situation as the Personnel managers find it o 

The rank order questions involved a little more care and 

thought to be weIl answered, and therefore possibly lent 

themselves to more inaccuracies. A fe,,{ respondents did 

not attempt to do these thoroughly. ~Bny placed only 

three, five, or up to ten in rank order. This resulted 

in soma of the choices receiving more scores than the 

others. This was compensated for by dividing the tallies 

for each ans''Ier by the total number of scores i t recei ved. 

There seemed to be a noticeable tendency to give 

higher rank to items which appeared higher on the list, 

and lower rank to those lovrer dO\m on the list. 

The question on Personality traits was, on the whole, 

not weIl answered. This may have been due to the design 

and phrasing of the question, or to the rather abstract 

nature of the material in question. One respondent said 

that the personality traits mentioned were aIl desirable 

ones, and he would hope to find themall in his empIoyees. 

Another respondent said that the first personality 

trait on the list, (a sense of responsibility) covered 

aIl the rest, and that if the beginning employee possessed 

a sense of responsibility the other traits would 

- 77 -
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automs.tically follow. Another commeIl;t - "\Vi th regard 

to personality traits, l do nat feel thet one can 

place 'honesty' in relation ta ather characteristics. 

l hope ta find this quali ty in all our employees, but 

l really do not think it can be rated as more or less 

desirable than initiative, courtesy, or any of the other 

qualities mentioned." 

: 

il 
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COMMENTS ON RESULTS 

Questions (1) and (2) 

Most of the Personnel Managers who responded to the 

questionnaire were from fairly large companies, employing 

well over tV/enty-five employees, and having an annual 

hi ring rate of 5-25 workers. Apparently no very small 

offices with less than five employees were included in 

the survey, no doubt due to the fact that the very small 

offices would not have Personnel Managers. 

Questions (3) and (4) 

Over half the firms reported that they always 

demand that their beginning workers have high school 

diploma~ and the rest indicated that they sometimes do, 

an answer which should be well publicized to discourage 

teen-age drop outs from high school. 

Nineteen percent of the respondents reported that 

they always consult the applicant's schools for records 

and recommendations, while 75 percent do sometimes. As 

one of the things frequently recommended by writers on 

Business Education is better liaison between school 

and bU8~e8s, this would seem to be an excellent place 

for co-operation to begin. 

Questions (5) and (6) 

At one time the personal interview, which bases its 

value on the judgment of the interviewer was the main 

criterion used when employing new personnel. This means 

... \~ 
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of testing isstill employed by the vast majority of 

Personnel Managers (81' percent), but an equal value is 

placed on performance testing, and a surprisingly 

large number of firms are noV/ using psychological tests 

for mental abilities, emotional stability, etc. This 

may be because the business offices feel they invest 

so much in the training and indoctrination of an 

employee these days that they des ire to screen them 

carefully at the outset. 

Implications for the Business Education Curriculum 

Since performance tests given usually take the 

form of speed tests in both shorthand and typing, it 

seems necessary to spend some time training the students 

in the ability to excel at these tests. Although the 

standard speed test for typing i8 considered by a great 
-

many experts to be a very poor indication of a person's 

abili ty as a typist (production of "mailable" copy is 

considered more important); if the students must have 

this ability to get a job, then business educators must 

see that they get it. This also applies to the rather 

artificial dictation given for shorthand speed tests 

these very seldom simulate the actual conditions of 

office dictation. Business educators have been aV/are 

for some time of the artificial qualities of these 

performance tests, and possibly an effort should be 

. ',~ 
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made to investigate thoroughly the types of tests given 

by firms, and try to educate Persunnel Managers to use 

more realistic ones. In the meantime, teachers should 

endeavor to obtain actual samples of job application 

tests given et business, industrial or government 

employment centers. 

According to the answers to question (6), the 

standards most frequently demanded of beginning workers 

are: typing - 50-60 w.p.m., shorthand - 80-100 w.p.m. 

Since these correspond very VIeIl with the standards for 

passing the Grade 11 shorthand and typing examinations, 

it may be agreed that the curriculum is correct in 

setting these standards. 

Questions (7) and (8) 

Most (87 percent) of the respondents expect to 

train neVl employees in specifie or technical language 

required in their business. None expected to provide 

any training in shorthand or typing, but 41 percent 

expected to have to train in office procedures. In 

verbal interviews with sorne of the personnel managers, 

the opinion was expressed that beginning employees are 

lacking in a knowledge of office procedures. One 

specifically mentioned that there Vias a lack of knowledge 

of business organization and administration - that is, 

hoVi a business 1s operated . 

. '.~. 
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Implications for the Business Education Curriculum 

As described in the review of literature1 , users 

of the "work experience" are very enthusiastic about 

it. "Work experience has been a big help in smoothing 

the transition from the school room to the first jOb.,,2 

From the overwhelming evidence of its value, it 

Beems important to me.ke the recommendation that work

experience of some sort be incorporated into the 

Business Education program of the province of Quebec. 

However, this will have value only if the sponsoring 

businesses realize their important function as teaching 

mediums. A selling job must be done to urge the business 

community to co-operate in this regard. 

Questions (9) and (10) 

Eighty-eight percent of the Personnel Managers 

indicated thût they hired expericnced clerical and steno

graphie help rather than beginning workers whenever possible. 

Seventy-eight percent said that the standards of performance 

of the experienced workers were better than beginning 

workers; fifteen percent said many times better. 

If, as the survey shows, experienced workers are much 

better than beginning workers, what is missing? Are 

the students in the Business Education courses of lower 

caliber than they used to be; are the teachers less 

efficient; does the fault lie in the curriculum; 

Isee supra - p. 28 
2Shilt , :Bernard A. - "Education for the Business World - A 
Story :rold Through Radio" The Balance Sheet Vol. XLIV 
#1, September, 1962 p. 14 

• ',1' 
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or is it just a case of "There is no substitute for 

experience." 

Porterl blames the low quality of Business Education 

graduates on the elementar,y schools; she says that 

students are unprepared in the basic skills Vlhen they 

enter the Business Education courses. She also is 

concerned about the low caliber of students who are 

presented to the Business Education teacher for 

training. This belief or feeling that the Business 

Education courses are used as a "dumping ground" for 

1 o vI-ab il i ty students is one that is held by many 

Business Education teachers. Archer2 feels that 

because more students are attempting to get into college 

these days, the Business Education courses will 

continue to get the 1ow-ability students, and that, 

therefore, Vie must adjust our goals and our curriculum 

to fit the student's capabilities. 

However, Tonne3 feels that a more careful counselling 

by the guidance department is important, to get the right 

~ of student into the Business Education course - the 

ones who show high clerical interests and abilities. 

According to Tonne, using the Business Education courses 

as a "dumping ground" for the poorer students is a mistake. 

1Francyne K. Porter - "Why Do Business Students Need So 
Much Retraining?" Business Education V/orld, Vol. 42 
#4, December 1961 p. 14 

2Fred C. Archer - "Pupil Selection in Office Practice" 
The Business Teacher, September-October issue, 1961 p. 14 
3Tonne - op. cit. - p. 520 
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Implications for the Business Education Curriculum 

Guidance counsellors should be more selective in 

choosing candidates for the Business Education course. 

Question Il 

According to the survey, filing takes first place 

as the job most frequently given to beginning workers, 

wi th straight copy typing, handling mailing procedures, 

typing business forms, and taking shorthand dictation 

following. It is the opinion of the vœiter that the 

present curriculum, if properly folloY/ed, allows 

sufficient practice in these areas. The Office Practice 

textboo~ devotes two full chapters to filing systems 

and procedures, and a chapter to mailing information. 

The typing textbook2 provides a large amount of practice 

material for both straight copy typing and business forms. 

Implications for the Business Education Curriculum 

In view of i ts importance, filing should be gi ven 

a prominent place in the Office Practice course, and 

many assignments in filing practice should be completed 

by each studen t. A working acquain tance wi th an actual 

filing system in operation is desirable. 

Question 12 

Adding machines Viere listed as the business machines 

lSparling, Allan E. - Complete Course in Office Practice 
McGraw-Hill Co. of Canada Ltd., Toronto Seventh edition 
1961 

2Lessenberry, D.D.-et al 20th Century Typewritin€i! W.J. 
Gage Limited, Toronto 
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beginning workers would most likely be asked to use 

(85 percent), with duplicating machines second (62 

percent). A smaller number, (16 percent and 21 percent) 

Vlould ask beginners to use comptometers and bookkeeping 

machines. Some of the other machines mentioned by 

24 percent Viere: photostat, calculators, key punch 

machines, and Pay Roll machines. 

Implications for the Business Education Curriculum 

Standard equipment in every Business Education 

classroom should be an adding machine, and at least one 

type of duplicating machine. A good deal of time for 

practice on these machines should be allowed. If the 

school is large enough, several different types and 

models of machines could be made available to the 

students, with a system of rotating assignments, so 

students would have some practice on each. 

Question 14 .a 
Commercial Skills - Order of Importance, 
and Order of Most Negiect . 

The respondents placed first in order of importance 

the production of mailable letters, w:i.th abili ty to take 

shorthand at 60-80 VI.p.m. second and ability to 

type at 50-60 VI.p.m., 9J.ong Vlitb the ability to type 

accurately, especially numbers, tying for third place. 

It is interesting to note that mailability was also 

.... ~ 
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placed first in the order of most neglect, with the 

ability to type accurately, especially numbers, placed 

second. Shorthand at 80-100 w.p.m. is voted as third 

most neglected, yet, as noted previously, the 60-80 

w.p.m. speed was voted as more important. 

Implications for the Business Education Curriculum 

The emphasis on mailability of letters has been 

urged by Business Educators for some time, and more 

attention should be placed on this in the classroom, 

as well as emphasis on accuracy. It is possible that 

some Business Education teachers are not insistent 

enough about refusing any assignments done that are 

not 100 percent accurate. 

Non-Commercial Skills: 

In this section, the ability to spell ranked first, 

both in order of importance, and order of most neglect. 

Ability to road with understanding was voted second in 

importance, but only fifth in order of neglect. Ability 

to hondle telephone calls Vias voted third in importance, 

and this ability Vias especially mentioned as being 

important in one of the personal interviews undertaken. 

However, this was not high on the order of neglect. 

Respondents claimed that grammar and clearness of 

expression were neglected, but this was not placed 

high on the order of importance. 

'. '.~. 
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A surprise to the writer, in vie,'l of recent poli tical 

happenings in the province of Quebec "las that the abili ty 

to use French was not rated very highly on either the order 

of importance, or order of neglecto 

Implications for the Business Education Curriculum 

The Business Education curriculum at the present time 

does not provide for any training in spelling, Business 

Arithmetic, Business English, or Penmanship, unless these 

are included in the Office Practice course at the dis-

cretion of the teacher. From the results of the survey'" 

i t seems obvious that this is an area "Ihich needs more 

attention. How thes~ subjects could be included in the 

curriculum ,'li thout disrupting the timetable is a problem, 

but perhaps the y should be incorporated, either into the 

English program, or into the Office Practice course. 

Another suggestion is that remedial work be done ''li th 

students before they begin their training in the Commercial 

skills. 

In spite of the fact that the ability to use French 

did not seem to be of major concern to the businessmen 

consulted, the writer feels that the present trend in 

poli tical feeling in the province ''lill cause this to be an 

increasingly important subject; and that an ability to 

cOmmunicate, at least verbally, "Till soon be essential. 

A knO\'lledge of commonly used business terms and everyday 

business laneuage in French ''lould be an excellent thing 

to teach Commercial students, in addition to their regular 

French grammar course. 
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Personality Traits 

As indicated in the remarks at the beginning of this 

section, the rating on personality traits was not particu

larly \'1ell done, and the results, therefore, may not be 

too significant. Hm'lever, i t is interesting to note that 

'sense of responsibility' was placed first, both in order 

of importance, and order of neglect. 'Interest in work' 

was rated second in importance, and 'dependability' third. 

'Initiatiye' ''las second in order of neglect, and 'ability 

to take correction in the right spirit', third. 

Perhaps, as one respondent remarked, a sense of 

responsibility covera all the other traits. 

Implications for the Business Education Curriculum 

The promotion of desirable character traits can scar.cely 

be included as a section of the curriculum, and it is diffi

cult to lay down any instructions on hm ... to teach this. 

~Iethods of achieving character training in the classroom 

vary from teacher to teacher, and from classroom to class

room, and therefore no exact procedures can be set up. 

Tonnel says that opportunity must be given to the students 

to carry on their work in such a satisfactory environment 

that the desirable traits are automatically engendered. 

Good grooming, "'hich is liated among the personali ty 

trai ts, and which qui te a fe,., business men reported as 

neglected, is one area in which excellent training can, and 

should be given. 

According to the many enthusiastic writers on the 

lTonne, Herbert A. - op. cit. - p. 73 
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subjectI , work experience is one definite way to 

develop Vlholesome work attitudes. 

guestions (15) and (16) 

Only one respondent felt that automation will 

make no difference in the qualifications required of 

beginning workers; 68 percent conservatively indicated 

that they felt that automation will make some difference, 

but not a lot; 29 percent felt that it vdll make a 

great deal of difference. 

Opinions VIere rather divided as to whether some 

training in data processing, key punch operation, etc. 

V/ould be advantageoua, but 40 percent voted in favor of 

it, 38 percent said it possibly would be advantageous, 

while 21 percent said it would not be advantageous. 

Implications for the Business Education Curriculum 

Ae covered in the section on review of literature2, 

how to include instruction on automated processes is 

still a subject of much controversy, and much experi

mentation is being done. A prominent United States 

business man, Joseph H. Morro~, feels that training 

in data procees techniques are best done by the equip

ment manufacturers, and that the schoole should stick 

Isee supra - p. 36 

2see supra - p. 39 

3Joseph H. TJorroVl - liA Busines81uan Looks at Business 
Education in the High Schools" The Balance Sheet Vol. XLX, 
#3, November, 1963 p. 14 
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to trying to improve the basic skills. However, many 

Business educators are pointing out that it is possible 

to teach sorne of the principles of data processing 

without actually teaching techniques for operating 

the equipment, and further, that some knowledge of the 

automated processes is essential to the Business 

Education student. Kallausl says, "Doubtless some of 

our Business Education courses and textbooks will 

require modification. The business teacher has an 

obligation to acquaint his students with all the 

important forces that shape the business world. One of 

these is automation." 

Darst2 says "What can \'le teach about a subject as 

vast and technical as electronic data processing? HoVl 

can we teach machines that few schools can afford to 

have? The answer is that some of the principles of 

how tabulating and computer equipment works can be 

taught very easily wi thout actually having the machines." 

Textbooks, instruction manuals, and work kits for 

the students are on the market now3, and in the opinion 

1Norman F. Kallaus - "Automation and Business Education -
Problems, Progress, Predictions" Business Education 
World, Vol. 42, #10, June 1962 p. 31 -

2Marion. Darst - "Lesson Idea for Teaching Electronic Data 
Processing Princip1es" Business Education Vlorld, Vol. 43, 
#2, October, 1962 p. 15 . 

3An excellent manual called "Automation: Office Practice" 
by S.J. Y/anous and E.E. Wanous, pUblished by South-Western 
Publishing Co., wi th accompanying "Automatic Office 
Practice Set" has recently come to the attention of the 
vœiter. It is expected that other publishing houses are 
putting out similar material. 
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of the writer, basic instruction in the automated 

processes should be included in the Office Practice 

oourse of the province of Quebec. 

Question (17) 

Thirteen percent of the respondents felt that 

automation would entirely cut out the need for hiring 

low-abili ty employees; 74 percent fel t i t would have 

some effect, and 12 percent felt it V/ould have no 

effect. According to Bulletin #1276 of the United 

States Department of Labor1 , fewer employees of low 

caliber are required in the automated office, but as 

a business man expressed in an interview "you C8l1 

always use a feVl people around to run errands - like 

getting a cup of coffee for the boss." This would 

seem to place the emphasis on performance of services 

rather than on clerical work. 

Implications for the Business Education Curriculum 

The implication here is more for the guidance 

counsellor th8l1 for the curriculum. Since 'fewer low-

abili ty employees \'/ill be needed in the future, i t 

would be more realistic to place this type of student 

in sorne other type of vocational course, rather than the 

Business Education course. 

lsee supra - p. 38 
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Question 18 

Three percent of the respondents felt that 

dictating machines would entirely replace shorthand; 

68 percent thought that they \'Iould do so increasingly; 

28 percent thought that they \'Iould note Some of the 

businessmen intervieVied were quite emphatic in replying 

"no!" to this question. Karaiml carried out a survey of 

167 shorth8l1d teachers across United States, which 

showed that 94 percent of them felt that the demand 

for shorth8l1d-trained personnel is increasing. Most 

teachers felt that training in both shorthand and 

dictating machines has its place in business and the 

schools. Zoubek2 made a survey of employment agencies 

on this subject. They all reported a great demand 

for stenographers and secretaries who write shorthand -

more requests for them than they Viere able to fille "No 

one will quarrel Vlith the fact th2.t dictating machines 

have a definite place in the business office. To say 

that they will replace the stenographer and secretary, 

however, is to ignore the facts." 

lWilliam J. Karaim - "Is Shorthand a Dying Subject?" 
Business Education WorM, Vol. 42, #4, December 1961 p. 23 

" "'Charles E. Zoubek - "Shorthand On The \Vay Out-Hardly!" 
Business Teacher November 1960 p. 12 
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Implic2tions for the Business Education Curriculum 

Shorthand should be retained as a subject on the 

Business ~ducation curriculum, but dictating machines 

should b,~ a part of the standard equipment of the 

Business Education classroom, and each pupil should 

have an opportunity to gain some experience in the use 

of theselachines. This skill is not difficult to learn, 

nor time-cùnsuming, end for those pupils in the Business 

Education courses l'Iho have not the ability to cope with 

shorthand, it is a learning which should be emphasized. 

Questions (19) and (20) 

In th0 Protestant high schools of the province of 

Quebec ve!";} fevi boys take the Business Education course. 

Although the curriculum provides for Boolœeeping as an 

alternativ& to Shorthand, the course of study as a 

whole is ail:led at providing training for girls ':;ho wish 

to become :rtenographers or office clerks. ~'his is not 

true in On t:.œio, and certainly not in United States; a 

wider varir:ty of subjects and greater adaptability of 

course matorial to future (even university) training 

makes thiB possible. 

Howevflr, as pointed out in the introductionl , more 

pupils (including boys) are staying in school to a 

later age. Many of them will be entering the business 

Isee supra - p. l 
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world directly from high school. Pred C. Arche rI , the 

author of several widely used Business Education text

books says "3,127,000 men eam. their living in clerical 

occupations Il , •••• and there is an "increasing shift 

of men toward white collar work. Men held 22 percent 

more white collar jobs in the de cade from 1950 to 1960. 

These gains included a 9 percent increase in managerial 

positions, a 12.2 percent increase in clerical positions, 

and a 13.0 percent increase in sales occupations." 

It is the opinion of the writer that certain 

segments of the Business Education curriculum could very 

easily be adapted to serve the needs of young men who 

are headed for clerical business careers, and who can 

make little or no use of certain subjects on the 

regular academic curriculum. It was to further 

investigate this proposal that the respondents were 

asked question 19. "Would you be more likely to hire 

a boy who had taken some Commercial training in high 

school?1I Thirty-four percent of the respondents said 

the y would; 43 percent conservatively said "perhaps"; 

while 21 percent said "no". Although this is not a 

lpred C. Archer - "Make Provision for the Boys, Too" 
Business Teacher, Vol. 40, #5, May-June, 1963 p. 7 
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complete endorsement of the idea, which is possibly a 

new one to many of them, it certainly shows a favorable 

attitude. 

In Question 20 the respondents were given a list 

of possible subject areas which might be considered for 

boys, and asked to give them a rank order. Basic 

Accounting, Business English, and Bookkeeping were 

voted into the first, second and third places, respectively, 

with Business Organization and Administration and Costing 

fourth and fifth. It is interesting to note that Typing 

and Shorthand were placed very low on the order of 

importance, with only twelve respondents giving Short-

hand a vote at all. 

Implioations for the Business Education Curriculum 

It is the proposal of the vœiter that another subject 

option should be added to the Business Education cur

riculum. This could be ealled Business Practice, and 

wOuld be given, along with Ilookkeeping and Typing. This 

wOuld eonsti tute tl1e .. Clerical option of the Business 

Education course, as opposed to the Stenographie option, 

whieh wOuld be ~horthand, Typing, and Office Praetice. 

The Business Practice subject should include most 

of the items indicated by the survey as being important, 

with particu1ar emphasis on business English and the 

composition of business letters, Business Organization 

and Administration, Business Machines, and Business Law • 

. '.~. 
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This course would be en excellent one in which to 

inc1ude Bome instruction on automated processee. 

There are many excellent texts availab1e which oover 

these subject areas, written for Canadien students. 

Questions (21) and (22) 

The value of work experience as a means of motivating 

Business Education pupi1s, improving work attitudes, and 

smoothing the transition from schoo1 to office has been 

previously discussed~ The published opinions expressed 

are nearly al1 favorable. 

In Question 21, the respondents were asked for their 

opinions about the value of work experience. Fifty per

cent fe1t definite1y that a program of office experience 

would be a good thing; 37 percent said "perhaps"; and 13 

percent voted against it. However, when asked if their 

company would 1ikely support such a program, the answers 

were: "yes" - 16 percent; "perhaps" - 57 percent; and 

"no" - 19 percent. 

It seems obvious that, however desirable the idea 

of incorporating work experience into the Business 

Education curriculum would be to the educators, they 

would need to have the full co-operation and understanding 

of the sponsoring firms. More information would have to 

be given to the business community about the benefits to 

be derived by them from the work experience program, as 

weIl as the responsibilities invo1ved. 

1see supra - p. 36 
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Implications for the Business Education Curriculum 

Tonnel , in his definitive book on Business Education 

Principles says ""Tork experience of some sort should be 

characteristic of the business training program." 

The most frequently used type of work experience seems 

to be a program of a t"lO-week period in the middle of tl1e 

final year of the Business Education course, during which 

time the pupil is allocated to a co-operating business 

firm for observation of ho'" an office functions, and 

carrying out some uncomplicated tasks. An important 

feature of this program l'lOuld be evaluating reports made 

by the co-operating firm, by the supervising teacher, and 

by the pupil involved. 

IHerbert A. Tonne - Principles of Business Education 
McGraw-Hill Book Company, Inc., New Yorlc, 1961 p. 524 
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CRAPTER IX 

SIDlMARY 

This study was instituted 

(1) to determine ho'" the aims, practices and standards 

of the Business Education curriculum of the Protestant High 

Schools of Quebec province compare with those of the rest 

of Canada and with the United States. 

(2) to determine \'lhether the present aims, practices 

and standards meet the employment needs and demands of the 

Montreal business community, and 

(3) to make recommendations for curriculum improve-

ment. 

To carry out these objectives, a study was made of 

available literature on the subject, along \dth a brief 

review of the historical background of Commercial education 

in the province of Quebec. 

A questionnaire ,.,as sent out to one hundred Personnel 

Managers on the island of Montreal in an endeavor to de

termine present employment needs, and possible future needs, 

and also to elicit opinions about the performance standards 

of beginning stenographie and clerical employees. 

The anS''1ers receivad (68 percent)· were tabulated, 

observations and comments made, and implications for the 

Business Education curriculum derived. 

Summary of Recommendations 

(1) The present standards for the development of 

Commercial skills should be maintained. 
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(2) Some provision should be made in the course for 

a great deal more training in spelling, business Arithmetic, 

business English. It might be possible to incorporate 

more of this into the Office Practice course. 

(3) Guidance counsellors should be more selective in 

choosing candidates for the Business Education course. 

Those with high clerical interests and abilities should 

be encouraged to take the course. La,.,. ability pupils 

should be given some other type of vocational training. 

(4) Basic instruction in the automated processes 

should be included in the Business Education course. 

(5) A Clerical Option of the Business Education 

course which would include a subject in Business Practice 

especially designed for the needs of boys should be made 

available. 

(6) The Business Education curriculum should be con

tinuously reviewed and revised ,.,.hen necessary to meet the 

rapidly changing con~itions of the business \"orld. The 

goals and objectives should be re-examined ,dth a view to 

gi ving them a "rider scope and application than is possible 

with the present purely vocational aime Consideration 

should be given to including such optional subjects as 

Elementary Economies, Economie Geography, and Commercial 

La"l. 

(7) V/ork experience of some sort should be incorpor

ated into the Business Education pro gram in order to make 

their school "/ork more meaningful for the students, and the 

business community should be urged to co-operate in this 

venture. 
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Recommendations for Further Research 

(1) A survey should be made of the opinions of 

Business Education teachers in Quebec about the present 

Business Education curriculum, and their suggestions for 

further adjustments of it. 

(2) A survey should be made of graduates from High 

School Business Education courses in their first and 

second years of employment to find out what training lacks 

they fel t \'Ihen they first started ''Iork, and also what 

changes in attitudes, skills and Imowledge have taken 

place after a period of employment (three months, six 

months, a year). 

(3) A survey should be made of the present Business 

Education teachers in Quebec to determine (a) what special 

training the y have for the teaching of Business Education 

subjects, (b) whether they have had actual business 'ex

perience and (c) \.,hether they have contact ,'li th business 

men through professional organizations. 

(4) A survey should be made of the tests given by 

firms to applicants for beginning clerical or stenographie 

positions. This information should be given to Business 

Educators so that they may better prepare their students 

to meet the tests. 

(5) A survey should be made of the experimental 

programs for the teaching of automated processes ,.,hich is 

being carried out in the United States and Toronto, with a 

vie\'1 to the possibili ty of being prepared to implement such 

a program in Quebec public schools in the future. 

r ! 
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9. APPENDIX 

COpy of Letter Sent to Personnel 1funagers 

Mr. G. Sirois, Personnel Manager, 
Sheraton Mount Royal Hotel Ltd., 
1455 Peel Street, 
Montreal, Quebec. 

Dear Mr. Sirois: 

INSTITUTE OF EDUCATION 
February 27, 1964. 

Your name has been given to me as one who would be 
willing to give a few minutes of valuable time to assist 
me in a research project which l am undertaleing (under 
the auspices of the Institute of Education, McGill 
Uni versi ty) • l lmow that Personnel Managers are busy 
people, but l also believe that they, along with most 
business people these days, are anxious to do anything 
they can to help in the improvement of Education, and 
Business Education in particular. 

The purpose of the Business Education curriculum in 
the high sc11001s is to tum out a graduate who will be 
readily employable by the business community. VIe are 
anxious to find out if our present curriculum is meeting 
the needs of the rapidly changing world of business, and, 
if not, hoVi Vil? can improve i t. The enclosed question
naire i8 beins sent to a number of Personnel Managers 
on the island of Montreal, as we feel they are in the 
best position to lmow the answers to the questions we 
are asleing. The results obtained will be used as the 
basis for a rosearch paper which will analyze these 
expressed necds of the Montreal business community, and 
malee reconunendûtions for curriculum improvement. 

Your co-operation in filling out ru1d retuming the 
questionnaire will be deeply appreci2tcd. 

ile 
Encl. 2 

. '.~, 

Yours sincerely, 

(l1rs.) Phyllis Upton, 
Business Education Teacher, 
Macdon2.ld High School. 
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Copy of the Questionnaire Sent to One Hundred 
Personnel Managers on the Island of Montreëi. 

This questionnaire is designed to investigate your 
opinions about beginning clerical and stenographie workers -
young people who have just completed the Commercial 
program in High School, or who have completed High School 
followed by some other Commercial training, but who have 
no experience, and are taking a full time job for the 
first time. 

Please answer all the questions, checking off, in 
each case, the most appropriate answer. 

(1) About how many clerical and stenoe;raphie workers are 
employed by lour company (in Montreal)? 

l
a less than 5 ••••• . 
b 5 - 25 ••••• 
c 25 - 100 ••••• 
d more than 100 ••••• 

(2) About how many beginning clerical and stenographie 
Vlorkers, (as defined ab ove ) would you likely hire in a year? 

!
aj less than 5 ••••• 
b 5 - 25 ••••• 
c 25 - 100 ••••• 
d more than 100 ••••• 

0) Do you demand that new employees have a full high 
school leaving? 

!aj never •• •• 
b someti!: ••••• 
c al ways , •• 

(4) Do you ever consult the applicant's schools for their 
records or recommendations of teachers? 

laj never ••••• 
b sometimes ••••• 
e always ••••• 

(5) What kind of tests do you give to applicants? 

laj none ••••• 

. ',~ 

\" 

b personal interview •••.• 
e performance tests (speed of typing, 

shorthand, etc.) ••••• 
(d) psyehologieal tests, (I.Q., ability 

tests, etc.) ••••• 
(e) other ..... 
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(6) What shorthand and typing standards do you demand 
of beginning stenographie employees? " 

(a) shorthand - 60-80 w.p.m ••••.• 
80-100 w.p.m •••••• 
over 100 w.p.m •••••• 
unspecified ••••• 

(b) typing - 40-50 w.p.m ••.••• 
50-60 w.p.m •••••• 
over 60 w.p.m •••••• 
unspecified ••••• 

(7) How do you expect beginning clerical and stenographie 
employees to acquire specific or technical language and 
knowledge reluired in your office? 

~
a expect them to have it on arrival ••••• 
b expect to train them efter hi ring ••••• 
e no special knowledge required ••••• 

(8) Do you expect to provide additional training for new 
employees in any of the Commercial skills? 

lal shorthand ••••• 
b typing ••••• 
c office procedures (such as filing, etc.) •••• 
d expect them to have this training 

on arrivaI ••••• 

(9) Do you prefer to hire experienced clerical and 
stenographie help rather than beginning workers? 

~
al never ••••• 
b always ••••• 
c v:henever possible ••••• 

(10) HoVi do the standards of performance of the experienced 
clerical and stenographie workers compare with beginning 
workers? 

laj poorer than beginning Vlorkers ••••• 
b about the saroe as beginning workers ••..• 
c better than beginning workers •••.• 
d many titnes better than beginning Vlorkers ••••• 

(11) What sort of jobs and office procedures are 
beginning workers in your company usually asked to handle? 
(Please place a number beside each of the items listed 
below, in order of importaJ1ce: that is, "1" beside the 
job beginning workers are most frequently asked to 
handle, "2" beside the second, etc.) 

". ""~ 

••••• ~al handling mailing procedures 
..... b filing 
••••• c taking letters in shorthand and 

transc:d bing 
••••• (d) use of dictaphone to transcribe letters 
••••• (e) typing of business forms (such as 

invoices, orders, etc.) 
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••••• (f) straight copy typing (such as 
mailing lists, envelopes, etc.) 

••••• (g) simple bookkeeping (cash records, 
posting, etc.) 

• • • .,. !hj hanclling banking procedures 
••••• i composing letters 
•••.• j other 

(12) Vfuat business machines (besides the typewriter) 
V/ould beginning employees in your company be likely to use? 

al none ••••• 
b adding machine ••••• 
c duplicating machines (spirit, Gestetner, etc.) ••• 
d comptometer ••••• 
e) bookkeeping machine ••••• 
f) others ••••• 

(13) Do you think that beginning clerical and stenographie 
workers are adequately trained for their jobs? 

la) never ••••• 
b) seldom ••••• 
c) usually ••••• 
d) always ••••• 

(14) In order to rate your opinions about the abilities of 
beginning clerical and stenographie workers, we have divided 
the abilities into three areas; Commercial skills, Non
commercial skills, and Personality traits. In each section, 
will you please indicate in Column "A" which you consider 
most iml10rtant by numbering them "1", "2", "3", etc. in 
order 0 importance. 

In Colu.mn "B" will you please indicate the areas in 
which you feel beginning workers are more poorly prepared, 
using the letters "A", "B", "C", etc., in order. 

A B Commercial Skills 
- ability to take shorthand dictation at 60-80 w.p.m. 

and transcribe accurately 
- ability to trure shorthand dictation at 80-100 

w.p.m. and transcribe accurately 
- ability to transcribe accurately from a dictating 

machine 
- ability to type at 50-60 w.p.m. 
- ability to type at 40-50 w.p.m. 
- ability to type accurately, especially numbers 
- ability to produce mailable letters (weIl arranged, 

with faw erasures.) 
- ability to type stencils, and operate a duplicating 

machine 
- knowledge of the bookkeeping fundamentals (such as 

debit and credit theory) 
- neatness and accuracy in ente ring figures in books 
- ability to operate simple adding and calculating 

machines 
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A B 
- knowledge of postal information 
- knowledge of banking procedures 
- knowledge of filing procedures and filing systems 

A B Non-Commercial Skil1s 
- legible handvœiting 
- ability to read with understanding 
- ability to read and understand spoken French 
- ability to read, write, and speak French 
- ability to handle numbers with speed and accuracy 
- clearness and correctness in verbal expression 
- abili ty to handle telephone cal1s and take 

accurate messages 
- ability to compose grammatically correct and 

clearly expressed letters 
- abi1ity to spe11 most common1y used words 

A B Personality Traits 
- sense of responsibility 
- good grooming 
- courtesy 
- initiative 
- honesty 
- co-operative attitude 
- interest in work 
- willingness to perform unpleasant tasks 
- ability to take correction and criticism in the 

right spirit 
- abi1ity to get along with other people 
- perseverance 
- dependability 
- emotional stabi1ity 
- regular attendance 
- punctuali ty 

(15) Do you think that automation is going to make a 
difference in the qualifications required by companies 
in the hirinl of new employees? 

!a a great deal of difference ••••• 
b some difference, but not a lot ••••• 
c no difference ••••• 

(16) Do you feel that some training in data processing, 
key punch operation, etc., at high school or business 
school leve1 would be advantageous to the beginning 
clerical and stenographie worker? 

!aj yes ••••• 
b possib1y ••••• 
c no ••••• 

(17) Do you think that automation is going to eut out the 
need for hiring low-abi1ity employees to carry out routine 
tasks? () t' 1 a en lre y ••••• 

. ',~ 

(b) somewhat ••••• 
(c) no •.••• 
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(18) Do you think that dictating machines will take the 
place of shorthand? 

{a} entirely ••••• 
(b) increasingly ••••• 
(c) no ••••• 

(19) Many boys go into the business world directly from 
high school. Would you be fuùre likely to hire a boy who 
had taken some Commercial training in high school? 

!aj yes ••••• 
b perhaps ••••• 
c no ••••• 

(20) A suggested list of subject areas is given below. 
Would you check off, in order of importance (l, 2, 3, etc.) 
the ten you would rate as being most advantageous for male 
applicants (high school graduates only) to your company • 
••••• typing 
••••• shorthand 
••••• basic bookkeeping 
••••• business English - composition of letters 
• •••• filing 
••••• postal and shipping information 
••••• business machines 
••••• basic Accounting 
••••• business organization and administration 
••••• costing 
••••• business and commercial law 
• • • •• banking and exchànge 
••••• economics (including industrial and economic geography) 
• •••• retailing 
••••• salesmanship 
•••.• taxes; their functions and methods of collecting them 
• • • •• financing and making investments 
• •••• insurance 
(21) Do you think a program of office experience (up to tv/o 
V/eeks observing and working in a business office) during 
the course of Business Education training would be a good thing? 

!aj definitely •..•• 
b perhaps ••••• 
c no ••••• 

(22) Would your company (under suitable conditions) be 
likely to su1Port such a program of office experience? 

!a yes ••••• 
b perhaps ••••• 
c no ••••• 

YOUR FURTHER COMMENTS ON ANY OF THESE TOPICS IS INVITED. 
WB ARE EXTREMELY INTERESTED IN ALL YOUR OPINIONS. 

, '.~ 
,,' 
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ADiiS OF THE PRESENT BUSllŒSS EDUCATION CURRICULUM IN THE 
PROTESTANT HIGH SCHOOLS OF THE PROVINCE OF QUEBEC 
Note: Pupil may take Typewriting, Office Practice, as 

we11 as Bookkeeping or Shorthand 

BOOKIŒEPING: 

Aims: 1. To teach the art of the systematic recording 
of the transactions of the business enterprise and of its 
assets, 1iabilities and capital, with emphasis on 
accuracy, c1arity and neatness. 

2. To teach the purpose, use and form of' business 
papers and books of account. 

3. To deve10p a c1ear understanding of the state
ments of Profit and Loss and the Balance Sheet. 

4. To develop familiarity with business pro
cedures and organization. 

5. To facilitate the interpretation of accounting 
data and financial statements and their application to 
the needs of business management. 

SHORTHAND: 

Aims: 1. To teach the principles of either Gregg or 
Pitman shorthand 

2. To develop the abili ty to read and \'/l'i te 
shorthand. 

3. To develop the attainment of a specd of 80 to 
100 v/ords par minute in taking dictation. 

4. To develop the ability to transcribe the 
material dictated, paying particular attention to: 

letter style 
letter placement 
punctuation 
spelling 
division of words 

5. The final aim is to graduate students who 
will be employable as junior stenographers. 

. ',.~. 
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AI MS OF THE PRESENT BUSINESS EDUCATION CURRICULUM (Continued) 

TYPEWRITING: 

This course furnishes a complete training for typists. 
Aims: 1. Emphasis is placed on the follol'ling: 

1. Mastery of the keyboard 
2. Letter styles and placement 
3. Minimum s:(leed of fifty (50) \'lords per minute 

for a period of ten (10) minutes (or more); accuracy 
should be at least 97 percent. 

4. Preparing stencils, financial statements, 
business forms, etc. 

5. Proper erasing, and use of carbon paper. 

OFFICE PRACTICE: 

Aims: 1. To provide the basic knowledge of and familiarize 
the student with the procedures used in business offices 
(such as filing, postal and shipping information, etc.) 

2. To provide the s'tudent with the business ski11s 
to enable him to perform clerical work efficiently. 

3. To develop in the student proper business 
attitudes and deportment. 

List of subjects covered in the Office Practice course: 

The Work of a Stenographer 
Telephoning and Receiving CalIers 
Construction and Appearance of Business Letters 
Writing Effective English 
Editorial Duties and Use of Reference Books 
Filing and Filing Systems 
Postal Information 
Telegraph, Cable, and Wireless Services 
Banking 
Goods Transportation and Customs Duties 
Office Machines 
Special Duties of a Private Secretary 
Legal Documents 
Business and Office Organization 
Applying for a Position 
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Summary of Ontario Curriculum for Business Education 

Commercial education in the Ontario secondar,y schools 
is usually organized to provide one or more of the following: 
1. The commercial work option in the general course 
2. The four-year commercial course 
3. The special one-year commercial course 
4. Evening classes in commercial subjects 

1. The commercial work option 
Although the commercial option develops basic skills 

useful in the business office, the emphasis in the 
instruction should be directed toward consumer education 
and education for personal use. 

The four-year sequence is usually 
Grade 9 Business Practice 
Grade 10 Typewriting 
Grade 11 Typewriting 
Grade 12 Bookkeeping or Economies 

2. The four-year commercial course 

arranged as follows: 
4 - 5 periods 
5 - 6 periods 
5 - 6 periods 
5 - 6 periods 

In composite and vocational schools the commercial 
course is offered from grades 9 to 12. 

In high schools the general course is frequently 
given in grade 9, and the commercial course begins in 
grade 10. A suggested time division, based on a 45-period 
week, is given below. 

With Vlithout 
Grade 10 Shorthand Shorthand 
Typewriting 5 7 
Penmanship 3 3 
Shorthand 5 
Bookkeeping ..2 6 

18 ï6 
Grade Il and 12 
Type\vriting and Office Practice 7 7 
BookkeepN 5 5 
Shorthand or other option) 7 7 
Busjness Correspondence 3 3 
Business Law ..1 

24 24 
Students who complete successfully the four-year com

mercial course, with shorthand, should be recommended for 
the Secondary School Graduation Diploma - General Business. 
Those who take an option in place of shorthand should be 
recommended for the Secondar,y School Graduation Diploma -
Commercial Clerical • 

. '.~ 
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Summary of Ontario Curriculum (Continued) 

3. The special one-year commercial course 
The Special Commercial Course, designed to fit the 

graduate for office employment, is an intensive one-year 
vocational course based upon an adequate general education. 

Pupils who have completed satisfactorily Grade Il of 
any approved secondar,y school course, with standing in at 
least three options, are eligible, upon completion of the 
special commercial course, for the Secondar,y School 
Graduation Diploma, Commercial - Special. 
Timetable for SEecial Commercial 

Subject Periods 
Shorthand 
Typewriting and Office Practice 
Bookkeeping 
Ari thmetic and Calculation 
Penmanship 
Correspondence and Spelling 
Economies and Law 
Physical Education 

10 
13 

6 
3 
2 
4 
4 
3 -45 

The Ontario curriculum includes, at the Grade 13 level 
three commercial subjects; Secretarial Practice, Accountancy 
Practice, and Mathematics of Investment. 

The outline of the Secretarial Practice course suggests 
that some work-experience be included as part of the program. 

Aims of the Commercial Courses 
The commercial courses are designed to pro vide a sound 

general education; approximately 35-40 percent of the total 
time is devoted to the obligator,y subjects of English, 
Social Studies and Physical Education. 

Approximately half of the total time is given to the 
study of commercial subjects and business mathematics. In 
these the aim is a vocational level of competency, so that 
graduates of the commercial courses may enter junior office 
positions with certain well-developed business skills. A 
study of business subjects, however, should also result in 
the development of clear and logical reasoning, in exact 
expression, both oral and written, in the improvement of 
work habits such as application and co-operation, and in the 
ability to establish harmonious relationships with other people. 

The remaining time is devoted to an option of particular 
interest or usefulness to the pupil, such as art, music, 
science, French, home economics, or industrial arts. 

Graduates of the General Business Course are expected 
to have specialized training in Bookkeeping, Typewriting and 
Office Practice, and Shorthand transcription. If an approved 
option has been substituted for Shorthand, the pupils 
qualify for the Commercial Clerical Diploma. 

"' '.~ 
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Some Interesting Comments of Business Men, Taken 
from Interviews and Qqestionnaires 

"One thing l have wondered about is hoVi much 

training the prospective typist or stenographer gets in 

carbon copy work, erasure of mistakes, and l'd throw in, 

for what it's worth, just plain neatness. Of course this 

does vary from one to the next, but l hava found that some 

of them will bring back letters that are correct as far as 

the typing is concerned, but there is a poor erasure 

halfway through the paper, and there are all sorts of 

carbon marks all Over it, and just generally tracked up 

a bit. l wouldn't send it out ... 

liA good filing clerk stands out like a sore thumb. 

It's a job that can really be murdered, and it always 

seems to me that the one letter you are really anxious 

to have is the one they can't find." 

"1 think that the market for employment in the last 

ten years or so has been one in which the job seekers 

are not hungry enough. There was a great crop of 

beginning workers whose problem was to decide which job 

to take rather than where can l get a job?', and that's 

reflected in their school work and training for a 

position." 

. '.~ 
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Some Interesting Comments of Business Men, 
Taken from Interviews, and Questionnaires. 

1. "Vie generally have to interview about eight candidates 
to get one that is acceptable." 

2. "1 cannot stress too much the importance of writing 
intelligent English - reports, letters, etc." 

3. "To number the Personali ty Traits in order of importance 
is practically impossible, in that many are equally 
important." 

4. "Fastest growing positions are in management, clerical 
and sales - 811 require high standards of education, 
the ability to think and work according to capacity. 
This meons that in the future they must be alert, we11-
trained, and above all flexible. Today too few high 
school graduates know what they \Vent or where they are 
heading. They need more orientation, and this is V/hat 
the school should provide from its resources and the 
communi ty around i t. n 

5. "If l might add a personal opinion in the matter of 
schooling l Dm fairly convinced that while much more is 
demanded of youngsters these days than was a few years 
ago in the extent of knowledge, a great deal of effort 
has been expended on making acquisition of knowledge 
easyj with the effect that when youngsters in general 
run into something difficult they are frequently at a 
loss and feel that the problem is unfair." 

6. "With regard ta personality traits, l do not feel that 
one COll place "honesty" in relation to other charact
eristics. l hope ta find this quality in aIl our 
employees, but l really do not think it can be rated 
as more or less desirable than initiative, courtesy, 
or any of the other qualities mentioned." 

7. "They seem to forget that there is a ladder to climb; 
to reech the top positions they have to go up this 
ladder step by step. This applies to young ladies as 
weIl as to young lads." 

8. "The personal interview is still the main criterion 
used when assessing an applicant." 

9. "Beginning v/orkers al ways seem to need training in 
office procedures .... 

la. "Communication with other people is important. They 
should be taught the importance of getting along together." 

Il. "Office experience (during their training) is a wonderful 
thing for the individual student, 1mt not for the company." 

12. "There is no substitute for experience." 
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13. "I would suggest, in a nut shell, that employers are 
looking for people with Junior Matriculation standing, 
who are willing to assume responsibili ty, are eager 
to learn ruld can get along with their fellow employees." 

14. "It takes Et good deal of screening and testing before 
finding any applic2l1t v/ho meets our standards. Il 

15. Re-Non Commercial skills - "Y ou have omitted one which 
is most important and least evident - the ability to 
think." 

16. "\'Je a.re interested in hiring well-ba.1anced individuals 
who are reasonably l'Iell-informed about the world in 
which they live and the people who inhabit it. AlI 
too often their technical knowledge only serves to 
shoVi up the shallo\'ffiess of their outlook." 

17. "Our major problems with Junior Clerks have been lack 
of responsibility, pOOl' croomjng, a pathetic Inck of 
unùersté.'nding of credits and debi ts. l'li th steno
grE!phers, we have been appalled at the slow typing, 
poor set-up of letters, 8lld terrible spell:Lng. In our 
Comp3l1y we use Arithmetic in almost all departments and 
we have difficulty finding secretaries who can do 
simple [J,ddi tion, subtraction [md multiplication. 'Ni th 
fractions 2l1d decim21s most of them are lost completely! 
Ibture:lly, in both these areas there êœe exceptions 
l'Ihich prove the rule end l'le \'/elcome therll wi th open arms. 
l cannot stress too heavily the importance Vie place on 
groomi.ng end general attitude, l'o'hich of course includes 
the abili ty to deal pleasantly Vii th superiors Elnd sub
ordinates, initiative, and a real interest in their 
v/ork l'Ihen \','e are considering girls for promotions. 

You may find my answers with regard to Automa.tion 
very defini te. VIe have reason to be s 0 posi ti ve 
because l'le know as the Computer grc1.dually takes over 
the more mechanical taslŒ, the duties of our staff will 
reCJ.uire a higher level of intelligence and education." 

18. "If Vie could say so without seeming too crusty, we 
V/ould add that our most froquent complaint about present 
day applicants is the seeming assumption that the l'Iorld 
ov/es them a living Vii thout their havinc really to 
work for it." 

19. "I thinIe it would be desirable if more commercial 
teachers ':/ould visi t busj,ness establishments ::md perhaps 
worIe pa.rt-time or during the summer to lceep a.breast 
of current reCJ.uirements." 

20. "I feel th2.t vocationsl terminal type courses l'lill have 
less ond less vE.lue unless they are re-oriented to 
data processing and other forms of automation." 


