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CHAPTER I 

INTRODUCTION 

Every historical period has been filled with perplexing 

contradictions and opposing forces, but the present era of 

educational reform is striking in its extremes and its revo

lutionary change. Charles Dickens might have been speaking 

of today when he wrote in A Tale of Two Cities: 

It was the best of times, it was the worst of times, 
it was the age of wisdom, it was the age of f oo].ishness, 
it was the epoch of belief, it was the epoch of 

credulity, 
it was the season of Light, it was the season of 

Darkness, 
it was the spring of hope, it was the winter of 

despair. . . . 1 

Today more than at any other time in our nation's his

tory, such extremes exist. The question of what the various 

educational institutions, and particularly the high schools, 

are doing to prepare their students for a fuller, more use

ful, and more meaningful life in this age of revolutionary 

change becomes increasingly the most relevant issue. Venn 

referred continually to the importance of training students 

for a vocation. He stressed the fact that with today's 

Charles Dickens, A Tale of Two Cities (New York 
Dodd, Mead and Company, 1942), p. 3. 



accelerating and changing technology, man with his education 

and his work are in a new relationship in which education 

becomes the bridge between man and his work.^ 

The central concern of this study has been the frame

work of the vocational office education program in today's 

secondary school and how it contributes to the improvement 

of students for entry-level employment. President Nixon 

supported this idea when he stated: 

I believe that we should set a goal for ourselves, 
that every youngster entering the public high school 
shall have the opportunity to learn at least one 
marketable skill by the time he graduates. For too 
many young men the end of education has meant the 
beginning of unemployment. A more aggressive na
tional program for vocational training can guarantee 
that a high school diploma is an acceptable passport 
directly into the job market.3 

To reach this goal, the vocational office education pro

gram must be relevant to the world of work, to the changing 

office occupational requirements, and to the heart of entry-

level office employment necessities. The objectives of 

vocational office education must be understood by the stu

dent, the instructor, and the business office. This study 

has assimilated and consolidated the material necessary 

for understanding the vocational office education program 

2 
Grant Venn, Man, Education and Work (Washington, D.C.: 

American Council of Education, 19 67), p. 1. 

3 
Richard M. Nixon, "A Vision on Education," Educational 

Opinion, Spring, 1969, 5. 



and the fundamental requirements of the vocational office 

education coordinator. 

The structures within which professional teachers work, 

the roles they perform, and the goals toward which they work 

demand they stay abreast of what is happening; therefore, 

teachers of business subjects need to explore the area of 

vocational office education to insure that their roles as 

business teachers are contributing adequately to the voca

tional office education program. It is obvious that the 

role of a teacher is expanding and will demand the utmost 

in competency with the depth and breadth of preparation, 

the assurance, and the enthusiasm that makes for a truly 
4 

good teacher. 

The Lubbock Independent School District has recognized 

the need for vocational training and has developed over a 

period of the last several years a vocational office educa

tion program on the secondary level. This study was de

signed to trace the background of this program and to 

disseminate information concerning the present framework 

and operation of the program to other secondary level busi

ness teachers, so they might become better prepared in their 

roles as teachers. 

4 
Dwight W. Allen and Robert V. Oakford, Flexibility for 

Vocational Education Through Computer Scheduling (Washington, 
D.C.: U.S. Government Printing Office, 1968), p. 1. 



statement of the Problem 

The problem of this study was to review the Texas state 

standards governing vocational office education programs and 

to describe how these state standards have been implemented 

in the development and operation of the vocational office ed

ucation programs in the Lubbock Independent School District. 

Purpose and Scope of the Study 

The purposes of the study were: 

1. To identify and describe the development and role 

of business education, the emergence of vocational education 

to the area of vocational office education, and how this 

movement led to the development of a vocational program in 

the Lubbock Independent School District. 

2. To identify and describe the framework of vocational 

office education, and how this program was implemented in the 

Lubbock Independent School District. 

3. To identify and describe the requirements involved 

in the position of vocational office education teacher-

coordinator including that of the teacher-coordinator in 

the Lubbock Independent School District. 

4. To provide a collected source of materials readily 

available in this area of vocational office education. 

The scope of this study pertained to a description and 

comparison of three of the four state programs for 



vocational office education and specifically how these pro

grams were implemented by the Lubbock Independent School 

District. 

Importance of the Study 

There has been a lack of correlated material or an 

accessible source of information covering the area of voca

tional office education in the Lubbock Independent School 

District. No attempt has been made by the Lubbock Indepen

dent School District to identify and assemble information 

and materials as arranged in this study. This study has 

provided a readily available source for business education 

teachers on the secondary level. 

Definition of Terms 

For the purposes of this study, the following defini

tions apply: 

1. Business Education.—In this study, the following 

definition of business education was used. Nichols stated; 

Commercial education is a type of training which, 
while playing its part in the achievement of the 
general aims of education on any given level, has 
for a primary objective the preparation of people to 
enter upon a business education career, or having 
entered upon a career, to render more efficient ser
vice therein and to advance from their present levels 
of employment to higher levels.^ 

5 
Frederick G. Nichols, Commercial Education in the High 

School (New York: Appleton-Century Company, 1967) , p. 51. 



2. Vocational Education.—Vocational education, one 

division of business education, is the type of training and 

educational experience that enables one to carry on success

fully a socially useful occupation. It enables one to earn 

a livelihood for himself and those dependent upon him, to 

serve society well through his vocation, to maintain the 

highest relationship toward his fellow workers and society, 

and to find in that vocation his own best development. 

3. Vocational Office Education.—Vocational office 

education is a program for high school students to prepare 

them to enter gainful wage-earning employment in an office 

occupation upon completion of the program. 

4. Vocational Office Education Teacher-Coordinator.— 

A coordinator is a classroom teacher to her students in 

school, a teacher to her principal, a supervisor to her 

students while they are on-the-job training, and a public 

relations adversary between the school and the business 

world. 

5. Entry-level Employment—Entry-level employment is 

a term meaning the acquisition of the necessary knowledge, 

skills, and attitudes for a beginning worker. 

Limitations of the Study 

This descriptive study was designed to review the state 

standards of vocational office education, collect data, and 



clarify operational procedures of vocational office educa

tion programs operated in the secondary schools. 

This study was limited to a review of the standards as 

published by the Texas Education Agency and to the opera

tional procedures of three vocational office education 

programs and tasks of five coordinators during the school 

year 1973-74 of the Lubbock Independent School District, 

Lubbock, Texas. 

Organization of the Remainder of the Study 

The remainder of this study pertained to the develop

ment of business and vocational education and the emergence 

of vocational office education, the framework of vocational 

office education, and the supervisory requirements of the 

vocational office education teacher-coordinator. The back

ground of this study was general in nature, but it specif

ically described the vocational office education program 

in the Lubbock Independent School District. 



CHAPTER II 

BACKGROUND FOR THE STUDY 

Review of the Literature 

After the purposes of this study were determined, an 

examination was conducted to determine what information, 

sources, and studies were available in the area of this in

vestigation. Several studies on vocational office education 

were discovered from a review of the literature, but these 

dealt primarily with the follow-up or evâ -uation aspect of 

vocational office education. Research revealed locally only 

three graduate studies, which were somewhat related to this 

study, but they also emphasized the follow-up and evaluation 

area of vocational office education. Many articles discuss

ing vocational education were available, but not as many as 

were available in the area of vocational office education. 

The above literature is reviewed in the following paragraphs 

Studies Coneering Vocational 
Office Education 

Howell conducted a survey study of the cooperative 

office occupation programs in selected secondary schools in 

Illinois in 1963. This study was primarily concerned with 

the improvement of office occupation programs. The study 

8 



secured information in the areas of objectives, problems, 

and suggested improvements in the cooperative occupation pro

grams. The data were gathered through individuals and group 

interviews. The major value of this type of program indi

cated by the groups was actual work experience. The major 

problems of this type of program indicated by the groups were 

being at school only a half day and the lack of time to take 

skill courses. 

In 1958, a selected group of Kansas' High Schools were 

surveyed by Fitzgerald to investigate cooperative work ex

perience programs. Fitzgerald found that thirteen of the 

schools surveyed offered cooperative work experience programs 

The majority of the schools required a 20-hour student week 

program and the enrollment varied from 10 to 25 students. 

One year of typing was a required course prerequisite and 

the teaching emphasis was greatest in letter production and 

filing. Both the advisory committee members and coordinators 

2 secured work stations for the students. 

A study to evaluate the occupational training in nine 

Minneapolis comprehensive high schools and to determine the 

Doris L. Howell, "A Study of Cooperative Office Occupa
tion Programs in Selected Secondary Schools in Illinois," 
Journal of Business Education (October, 1955), 34. 

2 
Joan F. Fitzgerald, "A Study of Cooperative Office 

Practice Work Experience Programs in a Selected Group of 
Kansas High Schools," National Business Education Quarterly 
(October, 1958), 25-27. 
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present occupational status of its graduates was conducted 

by Gross in 1963. She found that graduates were economi

cally self-sustaining, had a low unemployment rate in 1959 

and an even lower rate in 1961, and the majority of respon

dents endorsed continuation of the program."̂  

Results of a study made by Siebert to determine the 

effectiveness of vocational office training programs in 

meeting the needs of its student trainees at Elbert County 

High School, Elberton, Georgia, for the years 1959, 1960, 

and 19 61 indicated that: 

1. Sixty-five percent of the respondents still worked 
for their original training employer. 

2. Students felt they had received adequate instruc
tion in the use of sixteen office machines, but 
employers felt trainees needed additional on-the-
job office machine training.^ 

A study was sponsored by the Michigan State Board for 

Vocational Education under the direction of Peter B. Haines 

of Michigan State University. Haines conducted a series of 

follow-up studies relative to those students who had re

ceived cooperative vocational training. In his studies, he 

3 
Alyce M. Gross, "An Evaluation of the Occupational 

Training Programs in Nine Minneapolis Comprehensive High 
Schools," National Business Education Quarterly, Vol. 33 
(Fall, 1964), 22. 

4 
Anne Price Siebert, "A Study of the Vocational Office 

Training Programs of Elbert County High Schools, Elberton, 
Georgia, for the Years 1959, 1960, and 1961," National Busi
ness Education Quarterly, Vol. 33 (Fall, 1964), 49. 
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surveyed several thousand Michigan high school graduates 

who had received training in high school for distributive, 

office, or trade and industrial occupations. His studies 

revealed: 

1. The unemployment rate was low. Unemployment among 
office trainees was lowest. 

2. The portion of office trainees working in office 
occupations was 90 percent. 

3. Ten months after graduation 52 percent of the office 
trainees remained with their cooperative firms. 

4. An additional 20 percent of the office trainees had 
worked after graduation for their cooperative em
ployers, but were not presently employed by their 
cooperative trainers.^ 

In 1965, a study was conducted by Foulk on the attitudes 

of secondary business education teachers in Utah toward co

operative office education programs. From a return of 177 

questionnaires, Foulk found that the majority of teachers 

thought previous teaching experience was necessary for coop

erative teachers, believed the program should have been on 

a voluntary basis, and indicated a definite need for this 

kind of program. 

5 Peter G. Haines, Lawrence M. Ozzello, and Horace 
Griffitts, How High School Cooperative Trainees Fare in the 
Labor Market (East Lansing: Michigan State University, 1965), 
p- 11. 

Julia A. Foulk, "Determining the Attitudes of Utah 
Business Education Teachers Toward Cooperative Office Educa
tion Classes for High School Students" (Unpublished Master's 
Thesis, Brigham Young University, May, 1965), pp. 51-52. 



12 

In 1968, Talley conducted a survey of vocational office 

education programs in West Texas secondary schools. In 1966-

67, a questionnaire was sent to 15 public high schools in 

Area Four of West Texas who had established cooperative 

office education programs. In her study, she was concerned 

with some characteristics of the vocational office education 

programs, with opinions of all interested persons concerning 

this program, how the businessmen rated this program, and 

whether students benefited from this type program. She was 

primarily concerned with follow-up and evaluation information 

from teachers, administrators, businessmen, and students who 

had participated in cooperative office education programs. 

Her survey revealed: 

1. Most schools had established their program by the 
state standards . . . 

2. Most administrators were in favor of the program 
• • • 

3. Businessmen indicated students were excellent or 
good at their work stations, . . . and that the 
relationship between the business world and the 
school was excellent. 

4. . . . a large percentage of former students were 
very favorable in their opinions toward the coop
erative office education programs . . . ̂  

Taylor conducted a follow-up study of the first voca

tional office education programs in Texas in 1969. The 

^Billye Inez Talley, "A Survey of Vocational Office 
Education Programs in West Texas Secondary Schools in 1966-
67" (Unpublished Master's Report, Texas Tech University, 
June,1968), pp. 1-39. 
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purpose of the study was to determine the effectiveness of 

the first ten vocational office education programs in Texas 

by contacting the participants of those programs to deter

mine if they were able to secure and retain a job. She 

secured information from graduates of four months to ten 

years. Her findings revealed that a majority of both coop

erative and laboratory graduates were employed full-time in 

seven principal occupations with 40 percent of the coopera

tive graduates working for their cooperative employers. 

Approximately one-third of all graduates were continuing 

their education. Cooperative students tended to remain in 
g 

the city where they had attended high school. 

Hopson reported on an analysis of the vocational office 

education programs in the Midland Public Schools in 1972. 

Her study was to determine whether the vocational office 

education programs of Midland and Lee High Schools had ful

filled the objectives as set forth by the Vocational Educa

tion Act of 1963. Her analysis was based primarily upon 

meaningful statistics and scales of evaluation for measuring 

the immediate and long-range values of the vocational office 

education programs of Midland and Lee High Schools of both 

the students and the businesses involved. A follow-up record 
o 
Linda Featherston Taylor, "A Follow-Up Study of the 

First Vocational Office Education Programs in Texas" (Un
published Master's Report, Texas Tech University, August, 
1969), pp. 1-75. 
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was kept for each vocational graduate for five years after 

graduation. Coordinators answered a questionnaire based on 

information submitted in their yearly follow-up reports. 

The data collected for the study were limited to four years 

since vocational office education had only been in existence 

that long in Midland Public Schools. Her findings were as 

follows: 

1. There was a definite, immediate need as well as a 
projected need for a vocational office education 
program in Midland . . . 

2. More students were using this program to gain a 
technical background as a college-bound student 
rather than as a tool for initial employment in 
an office occupation . . . ̂  

Miscellaneous Literature 

Moore and Miller stated that business education has a 

definite role in the fast and coming development and imple

mentation of career education in our schools. Career educa

tion has been rooted in several earlier educational and 

social movements of which the Vocational Act of 1963 and its 

1968 Amendments have contributed to its evolution. 

Q 

Carolyn Yvonne Hopson, "An Analysis of the Vocational 
Office Education Programs in the Midland Public Schools" 
(Unpublished Master's Report, Texas Tech University, May, 
1972) , pp. 1-38. 

Allen B. Moore, and David H. Miller, "Career Educa
tion Antecedents and Practice," Business Education World 
(September-October, 1973), 13. 
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Parsh gave an insight into the increasing need for a 

good, up-to-date business education program. He stated that 

critics of business education are attacking the business cur

riculum and claiming it is obsolete and not realistic enough 

to provide the training necessary for workers in the modern 

business world. He stated that in order to meet the chal

lenges of these critics, business educators will have to make 

changes and create courses and a curriculum to prepare stu

dents for the modern business world. In rebuttal to the 

critics, he pointed out the increasing number of students 

enrolled in high school business courses and indicated busi

ness education was here to stay. He indicated that it is 

important today for a student to leave high school with 

adequate vocational skills either in office occupations or in 

the distributive education areas. 

The Vocational Act of 19 63 has stipulated that secondary 

school vocational office education should possess these essen

tial characteristics or goals: 

1. The program is directly related to employment oppor
tunities and has course work set up and maintained 
with advice from the occupational groups concerned. 

2. A written statement of current career objectives 
for each student is on file. 

3. The facilities and equipment used in instruction 
are comparable to those found in the particular 
occupations. 

Clair Parsh, "The Future of Business Education," Bal-
ance Sheet (December, 1969), 162-177. 
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4. The instructor duplicates, as nearly as possible, 
desirable working conditions and at the same time 
provides effective learning situations. 

5. Training is carried to the point of developing 
marketable skills, abilities, understandings, 
attitudes, work habits, and appreciation. 

6. A vocationally competent and experienced teacher 
coordinator is employed for instruction. 

7. Continuous research and follow-up are an integral 
part of the program. 

8. All State and Federal laws pertaining to employ
ment practices are complied with, including those 
relating to learners.1^ 

Ice stated that the Vocational Act of 19 63 paved the way 

for stronger concentrations of vocational education. Then, 

came the Vocational Education Amendment of 1968 which re

inforced the first Act. In response to Public Law 90-556 

(Vocational Education Amendments of 1968), the Advisory 

Council for Technical Vocational Education in Texas was 

formed in 1969. Since 1969, Texas has resolved that educa

tion's first priority should be to provide the individual 

13 with the basic tools for living and for making a living. 

Krebs indicated that the Vocational Education Act of 

1963 could be only a mirage unless sound development of edu

cational programs would be derived from this Act. He stated 

12 . . . 
Texas Business Education Association, Vocational 

Office Education, Service Bulletin No. 5 (Austin: Texas 
Business Education Association, 1970), pp. 2-3. 

13 
Alton D. Ice, "Vocational Students Find a Purpose," 

The Texas Outlook (January, 1972), 30. 
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that the Act was designed to correct the failure of society, 

to provide adequate vocational education by making it pos

sible to broaden existing programs, and to develop new pro

grams to serve all persons. He indicated that some areas 

in school are not willing to relax the college bound pro

grams to make room for the vocational programs; yet, he 

stated that overall only 20 percent of our students will 

complete the four-year college program after high school. 

The 80 percent not completing college are left with college 

preparation courses from high school. He further stated 

that it is for the vocational education leaders to see that 

the vision of vocational education becomes a reality and 

14 not a mirage. 

Bell indicated the term "office practice" was an ad

vanced vocational course near the end of a student's program 

of studies in business education. Such a course provides 

actual on-the-job training or an office apprenticeship. 

Teachers of this course should have knowledge of basic busi

ness education courses as they are usually incorporated into 

this training program. This is one reason why vocational of

fice education teachers or coordinators need several years of 

classroom experience in the basic business subjects. An 

office practice teacher or vocational office education 

14 
Alfred H. Krebs, "The Vocational Education Act of 

1963—Vision or Mirage?" Agricultural Education Magazine 
(September, 1969), 52-53. 
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coordinator needs preparation in such areas as: secretarial 

skills (typing, shorthand, and transcription), office ma

chines, filing, clerical duties (telephone techniques and 

mail services), and office experience or work experience. 

Clayton has called for an end to the division between 

vocational and nonvocational programs so that business and 

office education might proceed with attacking more serious 

problems. Clayton claimed that almost all of the problems 

associated with reimbursed, vocational teachers were appli

cable to nonreimbursed, nonvocational teachers, who were 

mainly involved in basic business and introductory office 

training. He stated that only when both groups of teachers 

cooperate could satisfactory preparation of business and 

office education students for the world of work be accom

plished. It was a two-way street that had to be traveled 

16 
by both groups. 

Development of Business and Vocational Education 

Business Education 

Informal business training is as old as business itself. 

Formal or definitely planned training for business began 

15 
R. Dermott Bell, "Standards of Preparation for Office 

Practice Teachers," National Business Education Yearbook No. 
_5 (Washington, D.C.: National Business Education Associa
tion, 1967), pp. 205-210. 

16 
Dean Clayton, "Business and Office Education Looks at 
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much later. Evidence of legal arrangements for apprentice

ship was contained in the famous Code of Hammurabi, devel

oped over four thousand years ago, which provided that a 

17 master craftsman adopt a young man and teach him his trade. 

Apprenticeships existed among the Ancient Egyptians and 

Greeks. Several references may be found to apprenticeships 

in the Old Testament. 

The apprenticeship system of training has predated the 

Middle ages; however, it reached its pinnacle as a method of 

job training during that period. It was a chief means of 

preparing middle-class youth for a commercial career. This 

method of learning was largely one of imitating the master. 

This system worked well as ah individual or home method 

of teaching, as long as production was on a small scale. As 

home production gave way to factory production, the effec

tiveness of the apprenticeship system gradually decreased. 

Apprentices became mere hands working for an employer. 

This apprenticeship system never really fully developed 

in the United States. This system remained very forceful in 

certain trades in England and Central Europe until after 

World War I.-*"̂  

an Inhouse Problem," American Vocational Journal (December, 
1971), 46-48. 

17̂  >^^Herbert A. Tonne, Principles of Business Education 
(New York: Gregg Publishing Division, McGraw-Hill Book 
Company, Inc., 19 64), p. 17. 

•̂ Îbid. , p. 21. 
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Actually, organized business education developed rather 

late in comparison to industrial education. The trading 

and selling of goods seemed comparatively easy; the main 

problem was production. It seemed that once a commodity was 

made, selling it was a fairly easy task. As the production 

scale began to increase, problems of transporting the goods 

to the consuming public became evident. With the problems 

of production and transportation, also came the problem of 

getting the consumer to buy a particular product. This 

problem led to a new area of business referred to as "sales 

promotion." 

As several phases of business developed, more types of 

jobs were created. These jobs involved many people who 

needed different types of training. The result of this 

development was the initiation of formal business education. 

In America, the Academies, which replaced the Latin 

grammar schools about the time of the American Revolution, 

showed evidence of the first formal business education train-

19 ing with the exception of apprenticeship. Penmanship and 

a form of record-keeping were a part of the curriculum. How

ever, it was actually the growth and perfection of the type

writer in the early 1870's that truly instigated business 

education. Aiding in the development of business education 

19 
Ibid., p. 22. 
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was the development of shorthand instruction. In 1837, 

Isaac Pitman developed a shorthand system that became widely 

T 20 popular. 

With the perfection of the typewriter and its wide use 

in business offices, shorthand also increased in importance. 

Training was necessary to develop proficient and useable 

skills in these two areas; therefore, business schools were 

formed to instruct men and eventually women in these two 

skills. 

With the growth of the size of businesses, bookkeeping 

became a necessary skill to control business. Large indus

trial and financial businesses resulted in a steady demand 

for competently trained bookkeepers. As the government be

came more concerned with the inner workings of railroads 

and banking houses, the area of accountancy developed; and 

it became more and more difficult for the accountant to 

learn his art on the job. This development, like the perfec

tion of the typewriter and shorthand instruction, also en

couraged formal business education. 

Vocational Education 

Through the years business education has gone through 

cycles of decreased and increased popularity, has seen some 

deletions and additions to its curriculum, and has survived 

^°Ibid., p. 23. 
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the space-age sputnik influence on education. Today, there 

is controversy among business educators as to whether busi

ness education courses in public schools should be oriented 

to the area of consumer economics or to the area of voca

tional preparation. 

The vocational aspects of business education were ac

tually established by the passing of the Smith-Hughes Act 

21 in 1917. This Act provided for the establishment of a 

commercial education service in the Federal Board of Voca

tional Education, and it also provided funds for all kinds 

22 

of on-the-job training on a part-time basis in schools. 

During the first part of this century, vocational edu

cation made very little progress. The Panel of Consultants 

on Vocational Education, which was appointed by President 

Kennedy in the early 1960's, recognized the needs of indus

try and what was happening to vocational education. When 

this panel reported to the nation in 1962, it called for a 

major infusion of federal funds into vocational education to 

make it possible to provide education and training of all 

ages in every community. The panel's report became the 
23 

basis for the Vocational Act of 1963. 

•̂"•Ibid. , p. 33. 

^^Ibid., pp. 33-34. 

23 
U.S. Department of Health, Education, and Welfare, 

Office of Education, Education for a Changing World of Work: 
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The Vocational Act of 1963 (Public Law 88-210) focused 

on services to people and meeting the needs of individuals 

in contrast to prior acts which provided only for the train-

m g of personnel m a few occupational categories. The 

Act suggested, in effect, that if a training need existed, 

funds were available to take care of the need. 

Two acts, enacted in 1963 and 1965, which permitted the 

use of funds for the advancement of vocational programs in 

junior colleges and technical institutes were the Higher 

Education Facilities Act of 1963 and the Higher Education 

Act of 1965.^^ 

The Manpower Development and Training Act of 1962 

(MDTA) authorized the Secretary of Labor to appraise the 

manpower requirements and resources of the nation, and, work

ing with the Secretary of Health, Education, and Welfare and 

state agencies, to provide training programs for the unem-

2 6 
ployed and underemployed. In 19 64, the Economic Opportu
nity Act of 1964 attempted to combat poverty in the United 

Panel of Consultants on Vocational Education (OE-80015) 
(Washington, D.C.: Government Printing Office, 1963), pp-
13-15. 

24 
U.S. Congress, House of Representatives, Vocational 

Educational Act of 1963 (HR 4955, 88th Congress, 1st Session, 
Washington, D.C.: Government Printing Office, 1963), p. 2. 

25 
J. Chester Swanson, Development of Federal Legislation 

for Vocational Education (Chicago: American Technical So-
ciety, 1966), pp. 118-119. 

^^Ibid., p. 113. 
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States by developing employable skills and providing expe

riences and conditions to motivate those less fortunate 

persons in our society. 

The last major act in the area of vocational education 

was the Vocational Amendments Act of 1968 which legislated 

expansion in federal assistance for vocational education 
28 

programs. 

Emergence of Vocational Office Education 

The present vocational office education programs in 

Texas were a direct outgrowth of the Vocational Act of 19 63, 

but the accompanying appropriations bill was not passed until 

late in the summer of 1964. This appropriations bill was 

signed by President Johnson on September 19, 1964, and the 

Texas State Plan was formally approved on the following first 

29 business day, Monday, September 21, 1964. 

In the fall of 1964, six vocational office education 

pilot programs were started in Texas. In January of 19 65, 

four more programs were added. By 1966, there were 55 units 

27 'ibid. 

28 
Jerry Wendell Church, "Federal Legislation Affecting 

Vocational Education 1961-1968" (Unpublished Master's Thesis, 
Texas Tech University, August, 1969), pp. 29-34. 

29 
Texas Education Agency, Facts About Vocational Office 

Education (Mimeographed, Austin, Texas, August, 1967), p. 1. 
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of vocational office education. The number of programs had 

grown to 124 programs by 1967. There has been a steady and 

substantial growth each year. In 1973, the programs totaled 

68 6, and State officials have projected the growth to a 

total of 1200 units before it has reached its peak.^^ 

Development and Emergence of Business Education/ 
Vocational Education, and Vocational Office 

Education in the Lubbock 
Independent School 

District 

Business Education 

Business education courses have been a part of the cur

riculum of the Lubbock Independent School District since the 

1920's. In a review of some transcripts and personal inter

views with former and present teachers of the two oldest 

high schools, Lubbock High School and Dunbar High School, 

the two courses. Typewriting and General Business, appeared 

as the first two courses in the area of business educa-

31-32 tion. The following courses appeared as a part of the 

curriculum in the late 1920's and 1930's: Commercial Geog-

33 raphy. Business Arithmetic, Bookkeeping, and Salesmanship. 

Stenography first appeared on the records in the 1940's and 

30 
Editorial, Avalanche Journal, February 3, 1974, pp. 6-7 

31 
Mae Phea, private interview held in Lubbock, Texas, 

May 16, 1974. 
32 
Mary McDaniel, private interview held m Lubbock, 

Texas, April 16, 1974. 
33 
Allie Rae Parker, private interview held in Lubbock, 

Texas,May 14, 1974. 
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Clerical Practice in 1951.̂ "̂  With the opening of Monterey 

High School in 1955, all business education courses from the 

two prior schools were instigated as a part of this school's 

curriculum. With the addition of Coronado High School in 

1965 and Estacado High School in 1967, all business educa

tion courses were again duplicated. In 1965, Lubbock High 

School began the first vocational office education program 

35 m the Lubbock Independent School District. A course 

titled "An Introduction to Data Processing" was begun in 

197 0 in the high schools, along with Pre-Employment Office 

Education at Estacado High School. ~ A Typing II course 

38 was added by Estacado High School in 1973. 

Vocational Education 

The first courses offered in the two oldest high schools, 

Lubbock High School and Dunbar High School, which might have 

been classified as vocational courses were Auto Mechanics, 

Machine Shop, Agriculture, and Home Economics. These classes 

Ethel Short, private interview held in Lubbock, Texas, 
May 13, 1974. 

35 
Nelda Jobe, private interview held m Lubbock, Texas, 

May 11, 1974. 
3 c 
Charlotte Northington, private interview held in 

Lubbock, Texas, April 22, 1974. 
37 
Dorothy Park, private interview held in Lubbock, Texas, 

April 23, 1974. 
38 
Barbara Clarkson, private interview held in Lubbock, 

Texas, May 17, 1974. 
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were conducted at school and on-the-job training or actual 

work experience on the labor market was not included. In 

1950, the first Vocational Advisor for the Diversified Occu

pational Jobs (DO) Programs was employed at Lubbock High 

School. The students enrolled in this program attended 

school in the morning and were employed in all types of jobs 

the remainder of the day.^ From this general occupational 

job program have developed many specific vocational job pro

grams, such as: Distributive Education, Industrial Cooper

ative Training, Cooperative Health Education, and Vocational 

Office Education to mention a few. Operating in the Lubbock 

Independent Schools today are vocational courses taught 

within the school setting, and those, as mentioned above, 

which use a setting outside the school for gaining actual 

work experience. The following is a list of the high schools 

and the vocational education subjects offered in each school: 

Coronado: Production Agriculture, Cooperative Office 
Education, Distributive Education, Coopera
tive Health Education, Industrial Coopera
tive Training. 

Dunbar: Automotive Technology, Cosmetology, Coopera
tive Office Education. 

Estacado: Cooperative Agriculture, Cooperative Office 
Education, Distributive Education, Autobody 
Technology, Electrical Trades Technology, 
Mill Cabinet Technology, General Metals 
Technology. 

39 
Hampton Anderson, private interview held m Lubbock, 

Texas, April 10, 1974. 
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Lubbock: Production Agriculture, Cooperative Home 
Economics Education, Cooperative Office 
Education, Distributive Education, Auto
motive Technology, Building Construction 
Technology, Cosmetology, Machine Shop 
Technology. 

Monterey: Cooperative Health Education, Cooperative 
Office Education, Distributive Education, 
Electronics Technology, Production 
Agriculture.4 0 

Vocational Office Education 

With the enacted legislation by Congress in 1963 which 

provided for the establishment of vocational office educa

tion, this program became immediately active. The Lubbock 

Independent School District added vocational office education 

to its curriculum in 1965. The first vocational office educa

tion program was begun at Lubbock High School under the devel

opment and guidance of the teacher-coordinator. In 1966, 

Coronado High School offered this program, and both Monterey 

High School and Estacado High School added vocational office 

education to its curriculum in 1968. In 1972, it was in

cluded as a part of the curriculum of Dunbar High School. 

The five high schools had a total enrollment of 175 students 

41 in the vocational office education programs for 1973-74. 

In summary, business education has evolved from a one-

to-one apprenticeship type of training—to penmanship and 

"Vocational Education—Gateway to Jobs," Lubbock In
dependent Schools (unpublished brochure). 

41 
Editorial, Avalanche Journal, February 3, 1974, 

pp. 6-7. 
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record-keeping instruction in the Latin Grammar Schools and 

Academies—to the instruction of typewriting and shorthand 

during the Industrial Revolution—to the present vocational 

training programs backed and supported by the Federal and 

State acts. The Lubbock Independent School District has had 

a parallel development in its business education area. The 

emphasis is now being placed in the area of vocational train

ing with the activating of the courses of pre-employment 

office education and vocational office education in the high 

schools to which this study has been directed. 



CHAPTER III 

METHODS AND PROCEDURES FOR COLLECTING 

DESCRIPTIVE DATA 

The type of research used to conduct this study is 

commonly referred to as descriptive research. Turney's 

approach to descriptive research was used. 

Methods 

Descriptive data collected in this study were obtained 

by the use of a questionnaire submitted to the teacher-

coordinators of vocational office education programs in the 

Lubbock Independent School District. The questionnaire was 

prepared from the Texas state standards for vocational office 

education programs. In addition, interviews were conducted 

with vocational counselors, business teachers, and teacher-

coordinators in the Lubbock Independent School District. 

Also, library research was conducted at Texas Tech Univer

sity, and appropriate bulletins, pamphlets, and manuals on 

vocational education and vocational office education were 

utilized. 

Procedures 

Procedures used to collect data for this study were: 

A designed questionnaire (see Appendix A) based on the 

30 
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Texas state standards for vocational office education was 

submitted to the five teacher-coordinators in the Lubbock 

Independent School District. An interview was conducted 

with each teacher-coordinator of vocational office education 

in the Lubbock Independent School District for the securing 

of additional information in respect to teacher-coordinators' 

requirements and responsibilities to vocational office educa

tion programs. A review of library research, pamphlets, and 

bulletins was conducted for background material on vocational 

education and vocational office education. 



CHAPTER IV 

FRAMEWORK FOR VOCATIONAL OFFICE EDUCATION 

PROGRAMS 

Today, a national objective of great importance is the 

upgrading and expansion of occupational education for all 

students. A report of the National Commission on the Reform 

of Secondary Education made several recommendations focusing 

on occupational education, career education, and alternative 

school programs. The commission indicated that one of the 

most serious social and educational problems of today is not 

necessarily the high school dropout but the college dropout. 

This person has been very carefully prepared for 12 years 

to go to college. He has no realization of the world of 

work, and he has no job skills. He has no concept of what 

2 

it means to be looking for a job. This student, as well 

as the non-college bound student, could have benefited from 

an increased career or occupational component in education. 

One division of the vocational programs in high schools 

is vocational office education with which this study was 

B. Frank Brown, The Reform of Secondary Education (New 
York: McGraw-Hill Book Company, 1973), pp. 49-97. 

^Ibid., pp. 53-54. 

32 
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primarily concerned. Vocational office education programs 

are established and operate in accordance with state stan

dards prescribed by the Texas Education Agency. 

Current Vocational Office Education Programs 
and Standards in Texas 

The vocational office education program for high school 

students has as its basic objective to prepare students to 

enter gainful wage-earning employment in an office occupa-

tion once completing this program. Another objective is to 

design the program to provide the knowledge, skills, and at

titudes needed for entry-level employment. In order to 

accomplish these two objectives, the course must be designed 

to meet the needs of the individual students enrolled in the 

program. 

Types of Vocational Office 
Education Programs 

Four types of programs are offered in Texas in the area 

of vocational office education, which are: (1) Cooperative 

Part-time Training, (2) Pre-employment Laboratory Training, 

(3) Combination Two-year Program, and (4) Data Processing 

Program. 

3 
Texas Education Agency, Vocational Office Information 

Program Standards, Revised March, 1971, p. 1. 

"^Ibid. 

^Ibid. 
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The cooperative part-time training program is an on-the-

job training program for high school seniors who have taken 

one or more commercial subjects and are interested in office 

work as a vocation. The student must be employed as an 

office trainee for a minimum of fifteen hours a week and 

continue his school instruction simultaneously.^ 

The pre-employment laboratory training program of voca

tional office education is a program to provide technical 

instruction and practical classroom work experiences for 

high school students preparing to enter employment in an 
7 

office occupation. This course is usually offered on a 

junior level, if the combination program is operating, and 

is designed to be a preparatory course for the senior coop

erative course of vocational office education. Students 

completing pre-employment office education do not have to 

follow it with the senior course, but it is advised for con

tinued preparation and actual on-the-job experience. How

ever, if this is the only vocational office education 

program offered in a school, this course is considered a 

senior level laboratory course. 

The combination two-year program in vocational office 

education is a combination of the cooperative and 

^Ibid. 

^Ibid. 
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pre-employment laboratory programs being offered in two sep

arate courses for junior and senior level students.^ 

The data processing program is designed to provide tech

nical instruction and practical experience for students pre

paring to enter occupations in the area of vocational data 

processing upon completing high school.^ These students may 

be either on the junior or senior level, must meet certain 

qualifications, and must receive technical training and 

practical experience in specially equipped laboratories in a 

classroom at school. 

State Standards for Vocational 
Office Education Programs 

A description of the various state standards of the 

first three programs of vocational office education, coop

erative, pre-employment, and the combination two-year pro

gram, is presented in the following paragraphs. 

The state standards in the area of procedure requires 

that the cooperative program operate by placing students 

in actual wage-earning situations while they are enrolled in 

school. They attend classes for half a day and work in stu

dent positions in the community the remaining part of the 

day. In the pre-employment laboratory course, students 

learn technical and simulated experiences within the 

^Ibid., p. 12. 
9 
Ibid., p. 14. 
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classroom setting. The combination two-year program offers 

both of the above experiences. 

As the primary course prerequisite, the state standards 

prescribe that students entering the cooperative program 

should complete one or more basic business education courses, 

It is preferred, but is not required (if offered), to com

plete the pre-employment laboratory program. In the pre-

employment laboratory program, students should complete one 

or more basic business education courses. The combination 

program would be the same as the above two programs. A 

requisite before entering any of the programs is Typewriting 

I. The other courses which should be completed by students 

would be Shorthand, Clerical Practice, and Bookkeeping, 

either before enrolling in the program or concurrently with 

4.U 10 

the program. 

The facilities for the three vocational office educa

tion programs, as described by the state standards, are as 

follows: 

The school shall provide a combination classroom 
and vocational office education laboratory of approx
imately 12 00 square feet to accommodate twenty stu
dents at a time and the instructional equipment 
needed in these programs. The classroom shall contain 
library space, bookcases, magazine racks, filing cabi
nets, chalkboards and bulletins board facilities, and 
a desk for the teacher-coordinator. A classroom ref
erence library of instructional materials, such as 
reference books, manuals, course materials. 

•̂ Îbid., p. 27. 
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instructional units, and occupational analyses, should 
be provided for every occupation for which training is 
being provided.H 

In the area of equipment, supplies, and instructional 

materials, the state standards specify the cooperative pro

gram must provide the machines and equipment required for 

additional development of the knowledge and skills required 

for employment in offices. The machines and equipment 

should be comparable to the equipment in offices of the com

munity. The instructional materials for this program con

sist of some group instruction but mostly individualized 

instruction to meet the students' different occupational 

objectives in accordance with their particular duties as 

employees in the business world. The pre-employment program 

basically requires the same equipment, supplies, and mate

rials, but the classroom is a simulated work-experience 

laboratory with exposition in all areas of business skills. 

The combination program requires the same materials as the 

first two programs. 

Students who enroll in the cooperative, pre-employment, 

and combination programs are eligible for membership in the 

Office Education Association which is a youth leadership 

organization. The students who enroll in these programs 

should be given the opportunity for active membership in 

this organization on a local chapter basis. This 

•̂'•Ibid., p. 2. 
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organization correlates with the instructional part of the 

program in the areas of leadership, competition, and social 

activities. This organization is considered a cocurricular 

activity for the three above programs. "'"̂  

The state standards for an approvable occupation vary 

somewhat for the cooperative program and the pre-employment 

program. For the cooperative program, they are as follows: 

To be approved for cooperative office training, an 
occupation must: (1) require a minimum of 17 5 hours 
of classroom instruction and 525 hours of supervised 
on-the-job training during the school year to obtain 
occupational proficiency, and (2) be classified as 
an office occupation in one of the following clusters 
as stated in the U.S. Office Education Taxonomy: 

Accounting and Computing Occupations 
Business Data Processing Systems Occupations 
Filing, Office Machines, and General Office 

Clerical Occupations 
Information Communication Occupations 
Materials Support Occupations—Transporting, 

Storing, and Recording 
Personnel, Training, and Related Occupations 
Supervisory and Administrative Management 

Occupations 
Typing and Related Occupations 
Miscellaneous Office Occupations-'-'̂  

For the pre-employment program, the state standards for 

an approvable occupation are: 

To be approved for pre-employment laboratory train
ing, an office occupation must: (1) require a minimum 
of 3 50 hours of classroom instruction and simulated 
work experience during the school year to obtain occu
pational proficiency, and (2) be classified as an 

•̂ Îbid. , pp. 3, 8. 

•̂ -̂ Ibid. , pp. 3-4. 
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office occupation in the clusters mentioned as number 
two in the cooperative training program approvable 
occupations.14 

The state standards for the combination two-year pro

gram in the area of approvable occupations would be a combi

nation of the above two programs' requirements. 

The following is an excerpt from the listing of approv

able occupations for the three programs of vocational office 

education, which includes: 

Bookkeepers and cashiers 
Bookkeeping machine operators 
General office clerks 
Insurance clerks 
Payroll clerks 
Timekeepers 
Receptionists 
Stenographers 
Secretaries 
File clerksl5 

The cooperative training program and combination two-

year program of vocational office education do not approve 

occupations in agriculture, health occupations, homemaking, 

distributive, industrial, or technical education in accor

dance with the state standards. The pre-employment labora

tory program does not train its students in any of the above 

occupations, as designated in the state standards. 

The selection of student enrollees, as specified in the 

state standards, in the cooperative and pre-employment 

14 
Ibid., p. 9. 

15 
Ibid., pp, 4, 9. 
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programs are similar. These courses are designed for senior 

students who have an occupational intent in the office occu

pation area upon completion of these programs. Acceptance 

for membership shall be on the basis of the student's train

ing objective, aptitude, interest, need, physical and mental 

competence, and any other qualifications essential to suc

cessful employment in the occupation chosen by the student. 

In the cooperative program, a student must be sixteen years 

old since he/she will be a wage-earning student; the pre-

employment laboratory student does not have an age require

ment since he/she will be given only classroom simulated 

work experience. In the combination two-year program, stu

dents fifteen years of age or older who are regularly en

rolled in the eleventh grade are eligible to enroll in the 

laboratory course. Students sixteen years of age or older 

who are regularly enrolled in grade twelve are eligible for 

the cooperative program when the two-year program is oper

ating in a school system. All other qualifications for the 

selection of students are the same as in the individual co

operative training program and the individual pre-employment 

laboratory program. In all three programs, the students who 

are enrolled in these programs must have completed one or 

more basic business education courses. 

16 
Ibid., pp. 5, 10, 12. 
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The general plan of operation—employment from the 

state standards affects the cooperative program and the 

senior students of the combination two-year program 

accordingly: 

Students are to be employed a minimum of fifteen 
hours per week (Monday through Friday) in an approved 
training station in an approvable occupation as out
lined previously. Students should be employed at the 
time of entrance into the program, or within two weeks 
of entering the program. All employment must be in 
conformity with Federal, State and local laws and reg
ulations in a manner not resulting in exploitation of 
such student-learners for private gain.17 

In denoting a student's schedule, the state specifies 

that a student enrolled in the cooperative program and the 

senior level courses of the combination two-year program 

must attend one class period of related instruction of not 

less than 55 minutes each day. These students must also 

enroll in two or three additional classes leading to grad

uation. During the other one-half of the day, these stu

dents will be employed for a minimum of three hours each 

18 school day in their chosen office occupations. It is not 

advisable for these students to be employed for more than 

20 hours during a school week. Saturday employment of stu

dents is optional with students and employers, but Saturday 

employment is not eligible as supervised work experience 

and is not eligible for the 15 hours per week minimum. 

•̂ Îbid. , pp. 5, 10. 

18 
Ibid., pp. 5, 12. 
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Students who are enrolled in the pre-employment program and 

the junior level course of the combination two-year program 

must enroll for the laboratory class of 110 minutes per day, 

five days per week. These students enroll in four addi

tional classes leading to graduation for the remaining part 

of the school day. These students in the laboratory course, 

either on the junior or senior level, are full-time 

19 students. 

According to the state standards, high school credits 

for the cooperative program are awarded on the basis of the 

following: 

The student may earn two credits toward State high 
school graduation requirements upon satisfactorily 
completing 175 clock hours of related classroom in
struction and 525 hours of supervised work experience 
during the school year. There is no provision for 
the granting of any lesser amount of credit for less 
than one full year in the program.20 

According to the state standards, high school credits 

for the pre-employment laboratory program are awarded on 

the basis of the following: 

The student may earn two credits toward State high 
school graduation requirements upon satisfactorily 
completing 350 clock hours of classroom instruction 
and actual or simulated work experience during the 
school year. There is no provision for the granting 
of any lesser amount of credit for less than one full 
year in the program.21 

•"•̂ Ibid. , pp. 10, 12. 

20ibid., p. 6. 

^^Ibid., p. 11. 
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According to the state standards, high school credits 

for the combination two-year program are awarded on the 

basis of the following: 

Students may earn two credits toward State high 
school graduation requirements for satisfactory com
pletion of each year of the two-year program. There 
is no provision for the granting of any lesser amount 
for partial completion of either year's program.22 

Due to the limitations of this study, the data process

ing program was not considered a part of this study. 

Vocational Office Education Programs and 
Standards as Implemented in the Lubbock 

Independent School District 

The first ŝ ection of this chapter has described the 

Texas state standards for the operation of vocational office 

education programs. The remainder of the chapter pertained 

to the employment of these state standards in the Lubbock 

Independent School District's vocational office education 

Programs. 

The Lubbock Independent School District has implemented 

office education programs in all of its five high schools. 

A questionnaire, concerning the state standards, was sub

mitted to the teacher-coordinators of Lubbock Independent 

School District's vocational office education programs, and 

interviews were conducted with each teacher-coordinator. 

The data obtained from the questionnaire (see Appendix A) 

and the interviews yielded the following findings. 

^^Ibid., p. 13. 
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In the area of objectives, the coordinators indicated 

the following objectives for their programs: 

1. To improve and coordinate office skills learned 
in business subjects, such as typewriting, short
hand, bookkeeping, and clerical practice. 

2. To provide individuals with skills and abilities 
to meet entry-level employment in office work. 

3. To develop work habits that are desirable in the 
office. 

4. To prepare students for the world of work: in 
skills, attitude, personality, grooming, respon
sibility, and etc. 

5. To learn how to look for, apply for, and keep a 
general office job. 

6. To teach students the importance of being able to 
work with others and to get along with others. 

The questionnaire revealed that four of the high 

schools, Coronado, Dunbar, Estacado, and Lubbock, employed 

the combination two-year program with one class of cooper

ative training for senior level students and one class of 

pre-employment laboratory training for junior level students. 

Monterey High School was the only school which employed the 

full unit of the cooperative part-time training program, ex

clusively for senior level students. 

The four schools which employed the combination two-

year program followed the recommended state procedures for 

a two-year program, and the one high school operating under 

the cooperative part-time training program also followed the 

suggested state procedures for this program. Only senior 
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level students enrolled in the cooperative courses were 

placed in business trainee positions in the community. 

The coordinators all stated on the questionnaire that 

the one course prerequisite for vocational office education 

was one year of typewriting. They also stated that if the 

pre-employment laboratory course was operating in their 

school, they preferred their senior students to have com

pleted this course. They stated that any other business 

education skill courses such as, shorthand, bookkeeping, 

and clerical practice were effective prerequisites. One 

additional prerequisite mentioned by the coordinators in 

the questionnaire was a good English background. 

The facilities for the vocational office education pro

grams in the high schools were declared adequate and in 

line with most of the state standards. All but one coordi

nator shared her classroom with other business education 

teachers in the schools. Each coordinator had a private 

office and telephone for counseling of students and corre

spondence with employers. The rooms were equipped with 

chalkboards, bulletin boards, filing cabinets, and book 

shelves. 

In the area of equipment, supplies, and instructional 

materials, the coordinators indicated the equipment in their 

rooms was adequate in terms of the needs of their students' 

employment. One coordinator stated that her budget did not 
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always enable her to add the necessary equipment needed to 

train her students. Another coordinator indicated that her 

budget was adequate for the adding of necessary equipment 

because most employers started the students on general 

office clerical jobs. The coordinators were asked to list 

several machines available in their rooms for the training 

of their students. Equipment reported to be common in all 

rooms included: (1) electric typewriters, (2) transcribing 

machines, (3) adding machines (ten-key and full-key), (4) 

electronic calculators (printing and display), (5) mimeo

graph and duplicator machines, (6) posting machines, (7) off

set machines, (8) Thermofax, and (9) Mimeoscope. 

An interview with each coordinator indicated that all 

of the five high schools had established an active Youth 

Leadership Organization in the areas of leadership, compe

tition, and social activities. They revealed this organi

zation was a very unifying force for their individual program 

and the entire five schools' vocational office education 

programs. 

The coordinators noted that the state standards were 

followed in the areas of approvable occupations, occupations 

not approvable, general plan of operation—employment, stu

dent schedules, and high school credits. 

The area of student selection denoted that in the past 

some individual school differences had prevailed; however. 
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the coordinators indicated that with the instigation of a 

vocational counselor in each high school, this area was now 

handled by the counselor in accordance with the state 

standards. 

In summary, the state standards specified by the Texas 

Education Agency for the operation of vocational office 

education programs have been described. In addition, the 

implementation of the state standards by the Lubbock Inde

pendent School District have been specified. 



CHAPTER V 

REQUIREMENTS FOR VOCATIONAL OFFICE EDUCATION 

TEACHER-COORDINATORS 

The success of vocational office education programs is 

largely in the hands of the teacher-coordinators. Effective 

teacher-coordinators are extremely important to the success 

of vocational office education programs. They are often 

referred to as the "backbone" of the programs. A teacher-

coordinator as previously defined in this paper is a class

room teacher to her students in school, a teacher to her 

principal, a supervisor to her students while they are on-

the-job training, and a public relations adversary between 

the school and the business world. Reports from Kaufman, 

Loyd, Helling, Huffman, Wallace, Lesh, and the University 

of Minnesota guide revealed that the effective teacher-

coordinator: 

1. Shows initiative in promoting and administering a 
cooperative program of high quality. 

2. Does considerable counseling with cooperative 
vocational students and communicates well with 
the school counselor. 

3. Has good public relations with students, school 
personnel, parents, and the community. 

4. Provides suitable students for specific employers 
and regularly visits students on-the-job. 

48 
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5. Relates to students in a personal way, demonstra
ting creativity, a student-centered teaching 
approach, insight, personal flexibility, critical 
self-evaluation, and willingness to listen. 

6. Is dynamic, and willing to expend effort and 
energy beyond the minimum required. 

7. Communicates a positive, accepting, and caring 
attitude toward all students. 

8. Possesses the stamina and good health necessary to 
meet a rigorous schedule.1 

Besides these eight statements, there appears to be little 

doubt that the personal qualifications, subject matter 

knowledge, and teaching skills of teacher-coordinators are 

important to the performance and the success of the programs. 

Certain requirements for the teacher-coordinator are estab

lished in the Texas state standards. These requirements are 

in the areas of: qualifications and certification of teacher-

coordinators, teacher's schedule, training plans, training 

stations, coordination with employers, local advisory com

mittee, coordinator's visits, and instruction and curriculum 

methods and development. 

Requirements for Vocational Office Education 
Teacher-Coordinators in Texas 

The qualifications and certification of a teacher-

coordinator of a vocational office education program are 

stated in the state standards as follows: 

Edwin G- York and Roy L. Butler, What State Leaders 
Should Know About Cooperative Vocational Education, U.S. 
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1. Shall have a bachelor's degree from an accredited 
college or university with a minimum of 45 semes
ter hours of credit in business and office 
education. 

2. A minimum of one year of appropriate wage-earning 
experience in office occupations and shall have 
taught business education subjects for a minimum 
of two years. 

3. Shall have successfully completed professional 
teacher education courses in approved institutions 
prior to beginning the second year of teaching or 
successfully completed the orientation course for 
beginning teachers and other professional programs 
conducted by the Texas Education Agency in annual 
summer workshops. 

4. A valid Texas teacher's certificate. 

In the area describing teacher's schedules, the state 

standards vary in the three vocational office education pro

grams, cooperative, pre-employment, and the combination two-

year program. According to the state standards, the 

cooperative training program teacher's schedule is as 

follows: 

Each teacher-coordinator of a full unit cooperative 
program will teach not less than two related studies 
classes of not less than 55 minutes (net time) per day. 
He may be assigned one study hall period each school 
day provided he is teaching no more than two classes 
in this program and further provided that this study 
hall assignment is not scheduled at a time that inter
feres with the teacher's coordination responsibil
ities. The cooperative program coordinator's 

Educational Resources Information Center, ERIC Document In
formation Services No. 38—VT 012907, July, 1971, p. 6. 

2 
Texas Education Agency, Vocational Office Education 

Program Standards, Revised March, 1971, p. 1. 
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in-school schedule of assignments should be completed 
no later than noon in order to insure adequate time 
for program planning, preparation, and coordination 
activities. 

There should not be less than 10 students in any one 
class section of the cooperative program, nor more than 
20 students. This is in order to gain maximum utiliza
tion from the limited classroom equipment, to equalize 
the coordinator's teaching load, and to provide greater 
opportunity for individualized instruction with each 
student.^ 

According to the state standards, the pre-employment 

laboratory program teacher's schedule is: 

The instructor of a full unit pre-employment labora
tory program will teach two classes of not less than 110 
minutes per day, five days per week. The normal break 
between the two class periods for other students in 110-
minute section is not to be taken. In addition, the 
instructor has one full class period assigned as a con
ference and planning period for each of the two class 
sections. This full planning period is necessary in 
order to provide the instructor with an opportunity to 
develop the individualized instruction materials needed 
and to plan other instructional activities.4 

According to the state standards, the combination two-

year program teacher's schedule is: 

The combination two-year program is frequently ini
tiated as only one unit, with the same teacher-
coordinator handling both phases of the program. In 
this case, he will be assigned one related instruction 
section of the cooperative program, with not less than 
10 nor more than 20 students. He will also be assigned 
one class section of the double-period laboratory sec
tion of the program with not less than 10 nor more than 
20 students. A morning planning and conference period 
will then complete his in-school activities, and he 
will have the afternoon available to coordinate the 
work activities of the cooperative students. 

3 
Ibid., p. 3. 

"^Ibid., p. 11. 
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Schools are encouraged to expand the program to a 
minimum of two units or more at the earliest opportu
nity, with one instructor handling the full-unit 
laboratory phase of the program for junior students 
and a teacher-coordinator handling the full-unit co
operative phase of the program for senior students. 
The two-unit program may be operated with only one 
classroom facility. In no ease should there be less 
than 10 nor more than 20 students in any one of the 
sections.5 

Training plan specifications, as prescribed in the 

state standards, basically affect only the cooperative pro

gram and the senior level course of the combination two-year 

program. A written training plan between the employer and 

the school on forms furnished by the Texas Education Agency 

is required for each student enrolled in these two programs. 

These students are not actually considered eligible students 

until their approved training plan is received in Austin by 

the Texas Education Agency. A coordinator must submit these 

training plans within two weeks after a student is placed on 

the job. As the pre-employment programs are designed as 

laboratory courses, a training plan at the beginning of the 

year on each student in the area of their occupational in

tent is required. 

As in the area of training plans, training stations as 

specified in the state standards, affect only the coopera

tive program and the senior level course of the combination 

^Ibid., p. 12. 
g 
Ibid., pp. 6, 11. 
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two-year program. These two courses place their students in 

office trainee positions; therefore, they must meet the fol

lowing state standards for a training station: 

A training station is the business establishment 
which employs a cooperative part-time student and 
provides him with supervised work experience in ac
cordance with a written training agreement. All 
establishments in the same type of work do not pro
vide the same quality of work experience. The 
following criteria should be followed in placing 
students in various business establishments: (1) the 
respectability and reputation of the employer, (2) 
competence of present employees, (3) standards of 
workmanship, (4) quantity and appropriateness of 
equipment, (5) volume of business, (6) policies of 
the company toward occupational training, including 
the agreement of the employer to employ students 
throughout the school year, and (7) the present 
employer-employee relationships.^ 

The laboratory courses do not come under this state standard 

as they do not place students in training positions in the 

business community. 

A plan of coordination with employers and the people 

in the business community is a responsibility indicated by 

the state standards for teacher-coordinators of all the 

vocational office education programs. The teacher-

coordinator of the student enrollees in the cooperative pro

gram and in the senior level course of the combination two-

year program must strive for close coordination and 

correlation of the instructional part of the school program 

with the duties of the students in their part-time employment 

7 
Ibid., pp. 5, 12. 
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This coordination is accomplished by teacher-coordinator 

conferences with the immediate work supervisor of each stu

dent. The laboratory course instructor or coordinator must 

also structure the simulated experiences in the laboratory 

to those comparable to the working world and supply the 

equipment and materials comparable to the office equipment 

and materials of the business community. This coordination 

is accomplished through a local advisory committee estab-
g 

lished in accordance with the state standards. 

The state standards reflect that the three vocational 

office education programs, cooperative, pre-employment, 

and the combination two-year program, are to have a local 

advisory committee. The success of the cooperative program 

and the senior level course of the combination program de

pends on the teacher-coordinator maintaining a close rela

tionship between the school and the business community. 

The success of the laboratory courses programs depends on 

the teacher-coordinator or instructor remaining constantly 

current in the knowledge of employment requirements in each 

of the various office occupations in the community. For 

this close relationship and current knowledge, the instruc

tor or coordinator is largely dependent on the local advi

sory committee. The state standards specify the following 

characteristics for the local advisory committee: 

q 

Ibid., pp. 6, 9. 
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The advisory committee should be composed of employ
ers and employees representing the office occupations 
for which training is being offered, and should be 
appointed by the superintendent of schools with the 
assistance of the local teacher-coordinator. The ad
visory committee has no administrative functions but 
its members can be of valuable assistance in deter
mining training needs; advising on the instruction 
required; helping to develop instructional materials; 
in securing equipment; placing students and graduates; 
and in promoting, publicizing, reviewing, and evalu
ating the program. These activities are essential 
in assuring that students will be training in accor
dance with the needs of the labor market and that 
occupational information provided will be current.^ 

It is suggested in the state standards that visits be 

made at least twice per month by the teacher-coordinator of 

student trainees who are enrolled in the cooperative program 

and the senior level course of the combination two-year pro

gram to the place of business where their students are 

employed. The following suggestions from the state stan

dards should be considered in teacher-coordinator visits: 

1. Alert the employer or supervisor directly in charge 
of student's work activities prior to the visit. 

2. Be sure the conference with the supervisor is not 
in the presence of the student employee. 

3. Follow-up consultation with the student should take 
place at the first convenient time. 

4. Instigation of remedial work in certain areas 
should begin immediately. 

5. Use coordination visits as a chance to keep in 
touch with the nature and quality of the student's 
work. 

9 
Ibid., pp. 3, 9. 
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6. Use coordination visits to coordinate instruction 
with actual business practice.10 

In teaching students of the three vocational office 

education programs, cooperative, pre-employment, and the 

combination two-year program, within one class, it is im

possible to teach the technical informtation involving dif

ferent occupations in a traditional group instruction manner, 

The state standards suggested that the teacher-coordinator 

would rely heavily on individualized instruction of super

vised study plans in the areas which each student was work

ing or duties each student might encounter in a trainee 

position when placed in the business community. These super

vised study plans would necessitate the coordinator prepar

ing individual assignment sheets and even daily assignment 

sheets. In order for a teacher-coordinator to prepare ade

quate and current study sheets in all facets of the business 

world, he/she would need current study guides, vocational 

textbooks, technical reference library materials, occupa

tional journals, equipment and supply catalogs, and audio

visual equipment. Current development for instructional 

planning by teacher-coordinators of vocational office educa

tion programs would be a combination of group presentations 

and individualized materials in the areas of business occu

pations within their own business community. 

Ibid., pp. 1-13. 

Ibid., pp. 6, 10. 
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Due to the limitations of this study, the requirements 

of the teacher-coordinator for the program of data process

ing were not described as a part of this study. 

Requirements for Vocational Office Education 
Teacher-Coordinators as Implemented in the 

Lubbock Independent School District 

The first section of this chapter described require

ments, as established by the state standards, for vocational 

office education teacher-coordinators. The remainder of 

this chapter pertained to the implementing of these require

ments by the Lubbock Independent School District's teacher-

coordinators of vocational office education programs, as 

established by the Texas state standards. 

As previously determined, the Lubbock Independent 

School District has a vocational office education program 

operating in all of its five high schools. The data ob

tained from the questionnaire (see Appendix A) and the 

interviews yielded the following findings as to teacher-

coordinator requirements, as described in the state 

standards. 

In the area of qualifications and certification of 

teacher-coordinators of vocational office education programs, 

the five coordinators were all state certified coordinators 

having met the four standards prescribed by the Texas Educa

tion Agency. All five teacher-coordinators held a Bachelor's 
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Degree from an accredited college and four of the five 

teacher-coordinators held Master's Degrees, the one remain

ing was pursuing a graduate degree. The coordinators had 

from a minimum of two years actual work experience to fif

teen years work experience. The coordinators had teaching 

experience ranging from five years to twenty-three years. 

All the five coordinators had successfully completed annual 

summer workshops conducted by the Texas Education Agency, 

and they all held a valid Texas teacher's certificate. 

The teacher's schedule for the four high schools, 

Coronado, Dunbar, Estacado, and Lubbock, operating under the 

combination two-year program complied with the state stan

dards. These four coordinators taught three periods a day 

with the remaining half day designated for coordination 

duties. The coordinator of Monterey High School, who oper

ated under the full unit cooperative part-time training 

program, also had complied with the state standards in her 

schedule. She taught two periods a day with the remaining 

half day designated for coordination duties. None of the 

five coordinators of the Lubbock Independent School District 

were assigned a study hall. Regardless of the type of pro

gram operating in the school, the classes had no less than 

10 nor more than 20 students. 

Training plans, as specified in the state standards, 

were completed for each student enrolled in the vocational 
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office education programs. The training plans for the senior 

students of the combination two-year program and the cooper

ative program were completed within two weeks in accordance 

with the duties and responsibilities of their part-time job, 

as established in the state standards. The pre-employment 

program also required training plans from the teacher-

coordinators for each of these students based on the areas 

of student occupational intent. In the Lubbock Independent 

School District, the teacher-coordinators referred these 

training plans, once completed, to the Director of Voca

tional Education for the Lubbock Independent School District, 

whose responsibility it was to submit these training plans 

to the Area Consultant of Vocational Office Education. 

The five teacher-coordinators, following the state stan

dards specification for training stations, placed students 

in the various businesses throughout the city of Lubbock. 

The questionnaires revealed some of the following training 

stations for the Lubbock Independent School District: 

(1) J. C. Penney (student prepared invoices and worked on 

electronic calculator), (2) Lawrence Melcher, Attorney (stu

dent typed legal documents), (3) Dunlap's (student maintained 

payroll books), (4) Lubbock National Bank (students sent out 

statements and filed checks), (5) Medlock Company (student 

took dictation, was a receptionist, and kept books), (6) 

Varsity Book Store (student performed general clerical work 
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and secretarial duties), (7) Reese Air Force Base (student 

performed clerical work), (8) Methodist Hospital (students 

were personnel, mail, and file clerks), (9) Chapman and Sons 

Real Estate (student was a switchboard operator and typed 

form letters), (10) First National Bank (student worked on 

flexowriter), (11) Retail Merchant Association (student was 

a credit reporter), (12) Children's Clinic (student was an 

accounts receivable clerk), (13) Professional Lab (student 

was a receptionist), (14) Central School Administrative 

Offices (student did filing, typing, and operated the switch

board), and (15) Stenoeall (student did typing and filing). 

The teacher-coordinators indicated the following ways 

they were able to meet the suggested specifications from 

the state standards for coordination with employers: 

(1) They had prepared a very thorough information sheet 

for the vocational office education program to help introduce 

prospective employers to their program. 

(2) The coordinated training plans were completed with 

both the teacher-coordinator and employer reaching agreement 

for the responsibilities and duties of the student employees. 

(3) Coordinators asked employers to give suggestions 

and ideas for an orientation program to the world of work, 

which several of the teacher-coordinators had employed in 

their programs. 
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(4) All the five teacher-coordinators sent periodic 

newsletters to all their employers on "what was happening 

in vocational office education in their schools." 

(5) The coordinators planned and sponsored an employ

er's appreciation banquet annually. 

(6) Several teacher-coordinators held a reception dur

ing the year in their classrooms and invited employers and 

interested people of vocational office education programs 

from the community. 

(7) Television, radio, and newspaper coverage of voca

tional office education students, employers, and the pro

grams were used throughout the school year. 

(8) The teacher-coordinators used a Job Rating Sheet, 

received from the employers of their students, as an eval

uation to help determine a portion (one-third to one-fourth) 

of the student's grade for each reporting period. These Job 

Rating Sheets were also used for consultations with students 

and helped the coordinators strengthen any weaknesses of the 

students either in the personal or skill categories. 

(9) All coordinators held conferences with the employer 

or immediate supervisor of each student employee when they 

made coordination visits. 

All the five teacher-coordinators indicated on the 

questionnaire that the Local Advisory Committee had greatly 

assisted each of them and their programs. Some of their 
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comments about the Local Advisory Committee included: (1) 

gave good suggestions, (2) advised on student problems, 

(3) assisted in advertising the vocational office education 

programs, (4) assisted with job placement, (5) assisted co

ordinators to stay informed of local business trends, and 

(6) met with students to hear what they wanted from the 

world of work. 

The first advisory committee in Lubbock was appointed 

in 1965 by the superintendent of schools. During the 1973-

74 school year, the committee for the Lubbock Vocational 

Office Education Programs consisted of employers represent

ing the office occupations for which training was offered 

and one representative from Texas Tech University. All 

teacher-coordinators were considered ex-officio members of 

12 the committee. 

There were three scheduled meetings of the advisory com

mittee. The first meeting, in October, was to make plans 

for the year and to discuss any pertinent business. In 

January, the committee met with two student representatives 

from each high school to discuss questions from all office 

education students. This meeting was followed by a luncheon 

attended by the committee members, teacher-coordinators, a 

representative from the central school office, and a member 

12 
Editorial, Avalanche Journal, February 3, 1974, pp. 6-7. 
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of the Board of Education. The spring meeting was an evalu-
1 "̂  ation meeting. 

Though the state standards suggested twice per month 

coordination visits by the teacher-coordinators to the 

place of business of their student trainees, the teacher-

coordinators of Lubbock Independent School District had 

agreed on a once every three-week visit rotation schedule. 

The coordinators indicated that this schedule had been 

favored by the employers of their students. Of course, if 

some students were having problems, more frequent visits 

would be made. The rotation was scheduled so a coordinator 

would not visit a student on the same day or same time each 

three weeks. The teacher-coordinators revealed that they 

always made it a point to talk with the immediate work super

visor or employer of the students on each visit. A consulta

tion with each student at school the next day always followed 

a visit. 

From the interviews conducted with the five teacher-

coordinators, they revealed that in the area of instruction 

and curriculum development their instructional units fell 

into the following categories: (1) group, (2) individual

ized rotation, and (3) battery. The coordinators developed 

instructional units in the aforementioned which were de

signed to teach or improve skills on equipment available in 

Ibid. 
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the classroom which was applicable to their students; used 

some prepared office practice sets, textbooks, and workbooks 

to familiarize students with simulated forms and blanks; 

applied use of audio-visual aids and equipment to complement 

the units; included various field trip activities to widen 

the student's perspective of the business world; invited 

community people from different phases of business as lec

turers and demonstrators to the students on business, equip

ment and machines, grooming, attitudes and personality, 

travel, interviewing, and job securing. 

The following were examples of types of activities per

formed by students in vocational office education classes 

of the Lubbock Independent School District in the three 

categories of group, rotation, and battery instruction. 

Group unit instruction was explained as an activity 

or assignment that the entire class did together at one 

time, such as: (1) Grooming Unit, (2) Self-Understanding 

Unit, (3) Personal Development Unit, and (4) Problems on 

the Job Unit (this was an activity which occurred about 

once every two weeks and the students gathered in a circle 

and discussed their problems or situations in the office and 

tried to help each other cope or solve these situations or 

problems.) 

Rotation unit instruction was explained as activities 

or assignments which were assigned and completed on an 



65 

individualized basis. These units covered many areas and 

each student spent a specified number of days on each unit 

until all students had covered all the specified areas. 

Approximately 100 days of the school year was spent on 

these rotation units. Examples of units completed by stu

dents of vocational office education in Lubbock Independent 

School District on the rotation basis were: (1) Office 

Manager Unit, (2) Receptionist Unit, (3) Printing Calculator 

Unit, (4) Ten-Key and Full-Key Adding Machines Units, (5) 

Display Electronic Calculator Unit, (6) Printing Electronic 

Calculator Unit, (7) Transcribing Machine Units, (8) Type

writing Office Practice Sets Units, (9) Posting Machine 

Unit, (10) Bookkeeping Review Unit, and (11) Stenography 

Review Unit. 

Battery Unit instruction was explained as activities 

or assignments which were a combination of group and indi

vidualized rotation. These were group activities in that 

everyone was doing the unit at the same time, but individ

ualized activities in the aspect that each person was com

pleting the activity on his own. Examples of areas covered 

in battery units were: (1) Machines (Off-set, Mimeoscope, 

Mimeograph, and Gestetner), (2) Typing Review Unit, (3) 

Letter Writing Unit, (4) Telephone Unit, (5) Itinerary Unit, 

and (6) Letter Production Unit. 



66 

Another major responsibility performed by the teacher-

coordinator of vocational office education programs in the 

Lubbock Independent School District was the collecting and 

processing of data concerning students and program operation 

To do this task, the coordinators had to complete, develop, 

or design specific forms. These forms were classified as 

state or area prepared forms and local forms developed 

either on the school system level, individual school level, 

or individual coordinator level. A list of these forms and 

their purposes, as implemented by the vocational office edu

cation teacher-coordinators in the Lubbock Independent 

School District, are listed in Appendix B. 

In summary, the requirements specified by the Texas 

Education Agency for teacher-coordinators of vocational 

office education programs have been described. In addition, 

the interpretation and implementation of the requirements 

for teacher-coordinators in the Lubbock Independent School 

District's vocational office education programs have been 

described. 



CHAPTER VI 

SUMMARY, CONCLUSIONS, AND IMPLICATIONS FOR 

FURTHER RESEARCH 

Summary 

This study was designed to assist business teachers at 

the secondary level to become better prepared to meet their 

roles as business teachers in the area of vocational office 

education. The problem of this study was to review the 

Texas state standards governing vocational office education 

programs and to describe how these state standards have been 

implemented in the development and operation of the voca

tional office education programs in the Lubbock Independent 

School District. The purposes of this study were: to iden

tify and describe the development and role of business educa

tion, the emergence of vocational education to the area of 

vocational office education, and how this movement led to 

the development of a vocational program in the Lubbock Inde

pendent School District; to identify and describe the frame

work of vocational office education, and how this program 

was implemented in the Lubbock Independent School District; 

to identify the requirements involved in the position of 

vocational office education teacher-coordinator including 

that of the teacher-coordinator in the Lubbock Independent 

67 
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School District; and to provide a collected source of mate

rials readily available in this area of vocational office 

education. The study was divided into three areas: the 

development and emergence of business education and voca

tional education; a comparison and contrast of three of the 

four types of vocational office education programs; and a 

description of the requirements of teacher-coordinators of 

vocational office education programs. 

In the area of business and vocational education, the 

development of business education was described from past 

to present showing the emergence of vocational education 

and vocational office education. This area also included 

the development of business education and the emergence of 

vocational education and vocational office education in the 

Lubbock Independent School District. 

The second major area was a comparison and contrast of 

three types of vocational office education programs, coopera

tive part-time training, pre-employment laboratory training, 

and the combination two-year program, as prescribed by the 

Texas state standards for the operation of vocational office 

education. Specifically, this area of the study pertained 

to the collection of data from the questionnaires and inter

views as to the types of programs implemented in the Lubbock 

Independent School District and the school system's applica

tion and interpretation of the Texas state standards for the 

operation of vocational office education programs. 
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The third major area of this study described the re

quirements for vocational office education teacher-

coordinators, as established by the Texas state standards. 

Specifically, this area pertained to the collection of data 

from the questionnaires and interviews and a description of 

how the Lubbock Independent School District implemented this 

program in accordance with the Texas state standards. 

Conclusions 

Based on the findings of this study, the following con

clusions have been drawn: 

1. The major causes of the complete change in busi

ness education and the emergence of vocational office educa

tion was the result of the Industrial Revolution, mass 

production of goods, and the perfection of the skills, 

typewriting and shorthand. 

2. As vocational education expanded, the division 

known as vocational office education became inevitable. 

This area is considered a relatively new field with the pos

sibilities for expansion depending on legislative and commu

nity support. 

3. The major emphasis on vocational office education 

programs has been on follow-up evaluation information to 

determine if the programs were accomplishing their major 

objectives. 
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4. The definition of vocational office education has 

evolved as "a program for high school students to prepare 

them to enter gainful wage-earning employment in an office 

occupation upon completion of the program." 

5. The Texas state standards were adequate in explana

tion of terminology, but the standards were not adequate as 

operational guidelines for establishing and operating voca

tional office education programs on the local level. 

6. The Lubbock Independent School District had com

plied with the Texas state standards for vocational office 

education programs. 

7. The teacher-coordinators of vocational office edu

cation in the Lubbock Independent School District were en

thusiastic concerning their programs. 

8. The teacher-coordinators of vocational office edu

cation in the Lubbock Independent School District reacted 

positively to the local advisory committee. 

9. Many of the tasks performed by the teacher-

coordinators of vocational office education in the Lubbock 

Independent School District were not specifically described 

in the Texas state standards. 

10. The Lubbock Independent School District's voca

tional office education programs had adequate administrative 

and community support. 
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11. The five vocational office education programs 

operating in the Lubbock Independent School District lacked 

internal coordination. 

Implications for Further Research 

The following implications for further research have 

been derived from this study: 

1. Parts of this study should be replicated in the 

area of comparing and contrasting the types of vocational 

office education programs, as prescribed by the Texas state 

standards for the operation of vocational office education 

programs, in cities similar or larger than the size of 

Lubbock. 

2. Further studies should be conducted to reflect the 

local interpretation of the Texas state standards in the 

establishment and operation of vocational office education 

programs. 

3. A study should be conducted to identify the tasks 

of teacher-coordinators of various school systems so even

tually a handbook of operation can be developed for teacher-

coordinators throughout the state. 

4. An additional study should be conducted to deter

mine the feasibility of establishing a consultant for the 

combined programs of business education and vocational 

office education in the Lubbock Independent School District. 



BIBLIOGRAPHY 

Books 

Allen, Dwight W., and Oakford, Robert V. Flexibility for 
Vocational Education Through Computer Scheduling. 
Washington, D.C.: U.S. Government Printing Office, 
1968. 

Brown, B. Frank. The Reform of Secondary Education. New 
York: McGraw-Hill Book Company, 1973. 

Curry, John. The Writing of a Proposal for a Thesis or 
Dissertation. Fort Worth: American Continental 
Publishing Company, 1969. 

Dickens, Charles. A Tale of Two Cities. New York: Dodd, 
Mead and Company, 1942. 

Haines, Peter G.; Ozzello, Lawrence; and Griffitts, Horace. 
How High School Cooperative Trainees Fare in the Labor 
Market. East Lansing: Michigan State University, 
1965. 

Herrick, Chessman A. The Meaning and Practice of Commercial 
Education. New York: The Macmillan Company, 1940. 

Lyon, Everett S. Education For Business. Chicago: Univer
sity of Chicago Press, 1951. 

Nichols, Frederick G. Commercial Education in the High 
School. New York: Appleton-Century Company, 1967. 

Swanson, J. Chester. Development of Federal Legislation for 
Vocational Education. Chicago: American Technical 
Society, 1966. 

Tonne, Herbert A. Principles of Business Education. New 
York: Gregg Publishing Division, McGraw-Hill Book 
Company, Inc., 1964. 

Tuckman, Bruce W. Conducting Educational Research. New 
York: Harcourt Brace Jovanovich, Inc., 197 2. 

72 



73 

Turney, Billy, and Robb, George. Research in Education: 
An Introduction. Hinsdale: The Dryden Press Inc., 
1971. ^ 

Venn, Grant. Man, Education, and Work. Washington, D.C 
American Council on Education, 1967. 

Report 

York, Edwin G., and Butler, Roy L. What State Leaders 
Should Know About Cooperative Vocational Education. 
U.S. Educational Resources Information Center, ERIC 
Document Information Services No. 38-VT 012907, July, 
1971, p. 6. 

Yearbook 

Bell, R. Dermott. "Standards of Preparation for Office 
Practice Teachers." National Business Education Year
book No. 5. Washington, D.C: National Business 
Education Association, 1967. 

Journals 

Clayton, Dean. "Business and Office Education Looks at an 
In-house Problem." American Vocational Journal 
(December, 1971), 46-48. 

Fitzgerald, Joan F. "A Study of Cooperative Office Practice 
Work Experience Programs in a Selected Group of Kansas 
High Schools." National Business Education Quarterly 
(October, 1958), 25-27. 

Gross, Alyce M. "An Evaluation of the Occupational Training 
Program in Nine Minneapolis Comprehensive High Schools." 
National Business Education Quarterly (Fall, 1964), 22. 

Howell, Doris L. "A Study of the Cooperative Office Occupa
tions Programs in Selected Secondary Schools in 
Illinois." Journal of Business Education (October, 
1955), 34. 

Ice, Alton D. "Vocational Students Find A Purpose." The 
Texas Outlook (January, 1972), 30. 



74 

Krebs, Alfred H. "The Vocational Act of 1963—Vision or 
^^5^?^""' Agricultural Education Magazine (September, 
1969), 52-5T: 

Moore, Allen B., and Miller, David H. Career Education 
Antecedents and Practice." Business Education World 
(September-October, 1973), 13"! 

Nixon, Richard M. "A View on Education." Educational 
Opinion (Spring, 1969), 5. 

Parsh, Clair. "The Future of Business Education." Balance 
Sheet (December, 1969), 162-177. 

Shields, H. G. "Real Business Education Is Economic Educa
tion." Journal of Business Education, IV (June, 1968), 
27-33. "̂  

Siebert, Annie Price. "A Study of the Vocational Office 
Training Programs of Elbert County High School, 
Elberton, Georgia, for the years 1959, 1960 and 1961." 
National Business Education Quarterly (Fall, 1964), 49. 

Newspaper 

Avalanche Journal. Editorial, February 3, 197 4. 

Brochures and Pamphlets 

Texas Business Education Association. Vocational Office 
Education, Service Bulletin No. 5. Austin, Texas: 
Texas Business Education Association, 1970. 

Texas Education Agency. Facts About Vocational Office Edu
cation Agency. (Mimeographed), Austin, Texas, August, 
1967. 

Texas Education Agency. Vocational Office Education Program 
Standards. Revised March, 1971. 

U.S. Congress. House of Representatives. Vocational Educa
tion Act of 1963. H.R. 4955, 88th Congress, 1st Ses
sion. Washington, D.C: U.S. Government Printing 
Office, 1963. 

U.S. Department of Health, Education, and Welfare, Office of 
Education. Education for a Changing World of Work: 
Report of the Panel on Vocational Education. OE-80015. 
Washington, D.C.: Government Printing Office, 1963. 



75 

Unpublished Materials 

Church, Jerry Wendell. "Federal Legislation Affecting Voca
tional Education 1961-1968." Unpublished Master's 
Thesis, Texas Tech University, August, 1969. 

Foulk, Julian A. "Determining the Attitudes of Utah Busi
ness Education Classes for High School Students." Un
published Master's Thesis, Brigham Young University, 
1965. 

Hopson, Carolyn Yvonne. "An Analysis of the Vocational 
-Office Education Programs in the Midland Public Schools." 
Unpublished Master's Report, Texas Tech University, May, 
1972. 

Talley, Billye Inez. "A Survey of Vocational Office Educa
tion Programs in West Texas Secondary Schools in 1966-
67." Unpublished Master's Report, Texas Tech University, 
1968. 

Taylor, Linda Featherston. "A Follow-Up Study of the First 
Vocational Office Education Programs in Texas." Un
published Master's Report, Texas Tech University, 1969. 

"Vocational Education—Gateway to Jobs." Lubbock Indepen
dent Schools, unpublished brochure. 

Interviews 

Anderson, Hampton, private interview held in Lubbock, Texas, 
April 10, 1974. 

Clarkson, Barbara, private interview held in Lubbock, Texas, 
May 17, 1974. 

Jobe, Nelda, private interview held in Lubbock, Texas, 
May 11, 1974. 

McDaniel, Mary, private interview held in Lubbock, Texas, 
April 16, 1974. 

Northington, Charlotte, private interview held in Lubbock, 
Texas, April 22, 1974. 

Padgett, Elizabeth, private interview held in Lubbock, Texas, 
May 7, 1974. 



76 

Park, Dorothy, private interview held in Lubbock, Texas, 
April 23, 1974. 

Parker, Allie Rae, private interview held in Lubbock, Texas, 
May 14, 1974. 

Parrish, Sue, private interview held in Lubbock, Texas, 
April 16, 1974. 

Phea, Mae, private interview held in Lubbock, Texas, 
May 16, 1974. 

Ponder, Shirley, private interview held in Lubbock, Texas, 
April 17, 1974. 

Short, Ethel, private interview held in Lubbock, Texas, 
May 13, 1974. 



APPENDICES 

A. QUESTIONNAIRE FOR VOCATIONAL OFFICE EDUCATION 
TEACHER-COORDINATOR 78 

B. LIST OF FORMS AND THEIR PURPOSES AS USED IN 
VOCATIONAL OFFICE EDUCATION IN THE LUBBOCK 
INDEPENDENT SCHOOL DISTRICT 8 0 

77 



78 

APPENDIX A: QUESTIONNAIRE FOR VOCATIONAL 

OFFICE EDUCATION TEACHER COORDINATOR 

1. Objectives—(Briefly state your program objectives) 

2. Type of Program—(Circle appropriate one or ones) 

a. Cooperative Part-time Training 
b. Pre-employment Laboratory Training 
c. Combination Two-year Program 
d. Data Processing Program 

3. Course Prerequisites for VOE Students 

4. Facilities (yes or no) 

1. Share classroom with other teachers. 

2. Separate office for the coordinator. 

3. Have a telephone. 

4. Have book shelves for references, magazines, 
and manuals. 

5. Does your equipment in classroom meet the needs of 
your students' employment needs? (yes or no) 

6. Does your budget enable you to add equipment as job 
requirements necessitates? (yes or no) 

7. Please list a few of the machines and instruments used 
in classroom as a part of your training program for 
your students. 



8. Do you feel the Local Advisory Committee is a help or 
not a help to you and your program and why? 

79 

9. Please list several examples of training stations and 
types of work your students perform. 

10. State number of hours per week most of your students 
work. 

11. Do you have classroom teaching duties for only half 
a day? (yes or no) 

12. Is your classroom instruction mostly group or individ
ualized? If you could give examples, I would appre
ciate it. 

13. Please give the number of years teaching experience 
of coordinator , and the number of years work 
experience of coordinator . 

14. Please state the number of students in VOE for 
197 3-74. 

15. If you would be willing to share any instrument or 
form on any phase of your program, I will document 
it as yours and reproduce it as an inclusion in the 
appendices in my thesis. 
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APPENDIX B: LIST OF FORMS AND THEIR PURPOSES AS 

USED IN VOCATIONAL OFFICE EDUCATION IN THE 

LUBBOCK INDEPENDENT SCHOOL DISTRICT 

INFORMATION FOR ENROLLMENT--COOPERATIVE OFFICE EDUCATION 
This form is used by a student interested in enroll
ing as a member of cooperative office education. The 
form is completed and sent to the vocational counselor 
in the high school. This is a local system level form. 

VOCATIONAL COURSE APPLICATION 
This form is used by the teacher-coordinator of voca
tional office education and the vocational counselor 
to check the background of prospective, students for 
vocational office education in areas of grades, 
demerits, and absences. It is an individual school 
form. 

GENERAL INFORMATION FOR VOE APPLICANTS 
This form is used by teacher-coordinators of vocational 
office education and pre-employment office education 
for prospective students of these courses. This form 
will stay in the files of the teacher-coordinator. It 
list grades, attendance, test scores, health informa
tion, and student's discipline record. It is an indi
vidual coordinator prepared form. 

TEACHER EVALUATION FOR VOE APPLICANTS 
This form is sent to the teachers of prospective stu
dents for vocational office education. The teachers 
evaluate the students in various areas, such as: co
operation with teacher, capacity to do work, initia
tive, attitude toward classmates, and personal 
appearance. It is an individual coordinator prepared 
form. 

STUDENT INTERVIEW FORM 
This form is sent to prospective students of voca
tional office education notifying them for an interview 
with the teacher-coordinator. It is an individual co
ordinator prepared form. 
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PERSONAL DATA SHEET 
This form is used system wide. It is a complete per
sonal record of students who have been accepted for 
vocational office education for the next school year. 

NOTIFICATION OF STUDENT INTERVIEW 
This form is used to inform vocational office education 
students in the spring for job interviews. It is an 
individual coordinator prepared form. 

INTERVIEW PREPARATION SHEET 
This information sheet helps prepare students for job 
.interviews. It is a local level prepared material. 

CARD OF INTRODUCTION 
This form is used by vocational office education stu
dents when going for a job interview. It is presented 
by the students at the beginning of the interview. It 
contains the name of the business, name of student, 
name of school, position for which applying, and co
ordinator's name. It is an individual coordinator 
prepared form. 

APPLICATION FOR EMPLOYMENT 
This form is used to familiarize students of vocational 
office education with job application forms. It is a 
Texas Employment Agency prepared form. 

STUDENT LEARNER WAGE PERMIT 
This form is completed on all employed students of voca
tional office education by teacher-coordinators. It is 
a U.S. Department of Labor form. 

TRAINING STATION EMPLOYER'S QUESTIONNAIRE 
This form is submitted to the employers of vocational 
office education students to help the teacher-
coordinator complete the training plan for each student 
It is a local level prepared form. 

COOPERATIVE TRAINING PLAN 
This form is completed by teacher-coordinators on all 
vocational office education students as to the occupa
tional duties and requirements of each employed stu
dent and how the student will train in the classroom 
to prepare for her job. It is a state level prepared 
form. 
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PRE-EMPLOYMENT TRAINING PLAN 
This form is completed by teacher-coordinators on all 
enrolled students of pre-employment office education. 
It indicates the areas of occupational intent of these 
students and the means for training them in these 
areas. It is a state level prepared form. 

ORGANIZATIONAL REPORT 
This form is completed after school begins in the fall 
indicating the age, grade, sex, ethnic group, employ
ment information, names of students, teacher's schedule, 
and names of advisory committee members. It is a state 
level prepared form. 

CHANGES IN MEMBERSHIP FOR VOE 
A local system form completed periodically by teacher-
coordinators and submitted to the Director of Voca
tional Education for the Lubbock Independent School 
as to change in student membership. 

JOB RATING SHEET 
This form is sent to employers of all employed part-
time students of vocational office education. The 
employer completes and returns the form to the 
teacher-coordinator. A portion of the student's grade 
each reporting period is determined by this form. It 
is a local system prepared form. 

DAILY SCHEDULE FOR VOCATIONAL OFFICE EDUCATION TEACHERS 
This form is completed by teacher-coordinators and 
submitted to the Area Consultant for Vocational Office 
Education by October 1. It is an area level prepared 
form. 

VISITATION REPORT FORM 
An individual teacher-coordinator prepared form used 
on coordination visits for comments made by employer 
or immediated work supervisor on student employees. 

MONTHLY TRAVEL REPORT FOR TEACHERS AND COORDINATORS 
A State level report prepared by teacher-coordinators 
each month on their travels in performing specific 
duties connected with the job of a teacher-coordinator. 

OUT-OF-TOWN TRIP AUTHORIZATION 
A form completed by students of vocational office edu
cation participating in Office Education Association 
conferences or contests. The teacher-coordinator must 
see these forms are completed and on file. It is a 
local system prepared form. 



83 

STUDENT PARTICIPATION IN AREA AND STATE MEETING FORM 
This form is completed by teacher-coordinators in 
triplicate before taking students to area or state 
meetings. It is a local system prepared form. 

FOLLOW-UP EVALUATION FORM 
A form completed by teacher-coordinators on classes com
pleting vocational office education. It is similar to 
the organization report completed at the beginning of 
the year. It is a state level prepared form. 

STUDENT EXIT FORM 
A form prepared by the local school system to be com
pleted by each senior student of vocational office edu
cation near the end of school. This form is to help 
the teacher-coordinator and vocational counselor in 
contacting graduates of the program for a period of 
five years after graduation. 

FOLLOW-UP QUESTIONNAIRE 
A form prepared by teacher-coordinators and vocational 
counselors and mailed to graduates of vocational office 
education for a period of five years after graduation. 

SUMMARY OF FOLLOW-UP ON VOCATIONAL STUDENTS 
A form prepared by local school system and completed by 
teacher coordinators and vocational counselors as to 
the form of occupation of their graduates for five 
years after graduation. 

FIVE-YEAR FOLLOW-UP SUMMARY 
A report prepared by the local school system as a cumula
tive report on graduates of vocational office education 
for a period of five years after graduation. 




