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A SECRETARIAL PROGRAM CURRICULUM MONITORING MODEL POR .

POST-SECONDARY, MON-UNIVERSITY INSTITUTES IN ALBERTA

*
.

The prilry purpose of this study was.to duig/n a model which might

be used to monitor the effectivepess of the secretarial programs’

.curricula that are offered at the poqt-secéndnry, non-university insti-
L

tutes in the Province of Alberta. : - \
/

The population of this ltudyf congisted of 24 administrators and 65

N

instiructors: from the 10 public colleges, the four Alberta vOcatxoml

Centires, and the two Instxtueca of 'Ibchnoloqy \ﬂuch pattxcipatsd in the

study. . 14 v

'A questionnaire was designed to colloét data for this study. The

questignnaire was divided into three parts: Part A - Respondent's
N \

Profile; Part B - Institute and Student Clientele Profiles; énd Part C -

Program Curriculum. There were 26 guestions in all these parts. A pilot
study was conducted to determine the face and content validity of the

statements used in the questionnaire. The pilot study was completed

prior to the main study. The data from 89 of 90 usable questionnaires ‘e
/
that were returned were analyzed and placed in tabular form.

From the research data and the review of literature & model vﬁ .
designed that could be used to monitor the curric;ul\- of the on-going
secretarial programs in the post-secondary, non-university iﬂ-titum in
the ibtovineo of Alberta. The main purpose of the monitoring process is
to qat-.h.r and evaluate data over a period of time to holp in the nking

at odupatiom]. decisions that -Lght effect cbmqo in curricula of a
L

iw § (\

o o



progras. Thé main components of the model sre: the Monitoring Component
and four Curriculum Components: Philosophy, Program Objectives, Program
Eantant, and Instructional Methods and ;vglnatlan. ‘Attached to each
eniﬁannﬁt ars factors which may have a nagit;ve or positive sffect and
which may be taken into account when a monitori hg process is undertaken.
Data from the research instrusent revealed speacific factors that
might also be taken into consideration when ijmiﬁﬁl‘iné a secretarial

program curriculum.

o

Instructors have the primary responsibility for determining program
objectivey and program content. The majority of instructor8 téaching in

th- proggams at the time of this ;tudy had more than six year teaching
experience, and between three to 15 years of office exp4rience. However,

the work experience of the i‘"nﬂ;fuetat: is not i’léﬂnt- ‘Only 19.5% of the

=

respondenta had worked in an office in ths PASt two ysars or less.

Eighty peYcent have a baccalaursate degree or higher. There Jare a

' variety of entrance requirements into the secretarial pPrograms across the ‘
. pre ince as well as ;.vgfigt,y afypragri:r ab_jietiﬁ:. '
iﬂﬂl The length mé: organization of the acadsmic yg;r in pﬁrtieip:;;ing
institutes varies considerably.
Eleven courses \nr; identified as being Gﬂé\:liﬂfy to the majority

of the programs: Typing, First Level; Typing, Second Lavel; Typing,

L3

Third Level; English, Basic) ﬁngli:w&nmentim:; Machines; Bu-t.inin

Mathematics, mkicginép Eiafﬂi@dg!miefﬁiﬁtfi Officea Proomdures; and

Machine Transcription.

o



e content
the secretarial programs.

The respondents rated 1nd;v1§nal ;nstructar s percepgﬂnj and
materials and knowledge gained by .m:tructars vha attgrﬂ v::fhshcpa/

conferences”. gz of very high importance in determining cours
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- «
Introduction

Secretarial programs have been in operation :er: public sponsorea,
‘post-secondary, non-university imtitutim in the Province of Alberta
.tow: ovof a decade. Ths ljmn.:: ahjiet;ﬁ of these programs has been to
prepare the adult lgrm: with ﬂn Ikllll; ltnavladgi, and attitudes
necessary to secure employment in the business world.

When these programs were fi:it_ii;:lii-:ni;gd in these institutions,
many of those responsible for teaching or i-ﬁ.ni:tg:;.ﬂg these programs
came directly from the business world md used their experience from
husiness and training! to design curricula that reflacted the needs of
business of the tiim 8ince Eﬁin many éimgas and innovations have t;;lti;
Place in thc world of bulinas; and these changes ara n::.%:r ng at such an
accelerated rate that thay have not baen reflacted in changes in the cur-
ricula for -oérotn:ill programs when these changes are made. Because of
the changeés that have taken place in business, as well as the changes
that are bei;r;q ptcdi&.;_d; to take place, the i;ié‘fitgfiil program curricula

‘that was designed and put into place in the pﬁit—;:éﬁid:;; institutes
nearly a doéade 4go may not be as relevant or as effective in ssating
today's needs as it asmld be.

Although the lif:l:‘i;t.!flil program curricula may have changed Qﬁf .
time, and some of thess Ehi.ﬂg-i may be considered to represent 1@:::?:-

ment, other changes t:hlt may hn\i been mads iny ba considerad as



2
r.j:rucnting Z‘.qr...i?@ﬂa Business educators make avery é;ttgq:t. to make
curriculum change that is relevant, but often thii-ghmqul- are
replicated from one institution to another in the province, or they are
sometimes copied from institutions in ﬁﬂ'l!i’ provinces or from
institutions in the United States. ;

Evaluation of curricula is -ldi by one of two means: either through
in-house research which is conducted pericdically by ﬁ;greh Divisions;
Y

or by staff members of the institutions in the province that offer a

secretarial program. The disadvantage of these types of research is

that the results of these investigations are not made known to those who

are outside the particular instit n where the research was completed.

Alberta Advanced Education and Mar rer has placed the responsi-

bility for curriculum development on individual institutions in the

province. The role that this department has in designing and developing

curriculum for the ten public colleges where secretaial Programs are

taught is minimal: A major question that needs to

each of these individual institutions able to.dava

. curgicdln for secretarial programs”?

Nearly all business and industrial organizations maintaif

ricula for their secretarial programs. Program mitq:i.nﬁ is essential

-and 18 a continuous process rither than a discrete point-in-time event
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~ (New Directions, 1978, 1, vii). The purpose of mbnitoring a program is
to assess the effectivensss of the curriculum in its impact upon each
individual learnar.

-—.Although the complexities of gzni@ring programe in highar sducation
., must be recognized, for example, measuremsent problems, cost/benefit
analysis, projecting fgtun trends, standardization, it is niﬂrthjl;!i
an essential part of educational accountability. “Monitoring programs
provides a continous ;nn; of evaluating the effectiveness of programs
and provides the bases for improving them" (New Directions, 1978, 7,
ix). , .

-

A review wvas made of the card catalgues of the libraries of the

University of Alberta as well as the library of Albarta ,ldvam;d
Education :né Manpower . to d-t:;iim if a model had been designed that
‘gould be B;iﬂ to :én’i,t:a’: the effectivensss of secretarial program
curricula that are offered in th- institutes of the province. This

Teview revealed that such a model did not exist.

Probles
The major ;rablﬁ of this study was to design a model which might be
~ used to monitor the effectiveness of the secretarial programs curricula
that are offered at the post-secondary, non-university institutions in
the Province of A;h-rtn that deliver this kind of instruction to the

adult learnsr.
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In-addition to the ma jor purpose of the study, it had the f@llﬁiﬁg
!iigpé;‘ting' objectives: L- ‘ '

l. To identify vh;t, curricula were available in the ana-jyigf
secretarial Pfag:;:- in the post-secondary, non-university institutions®
in the Province of Alberta. * ‘

2. 'I%: determine what curricula changes in the lgﬁitir’ilffpf@g’l_
have taken place over éhe last ten ;;aafg and how ém:g changas ware .
initiated.

3. To detsrmine the Opinions of the academic instructional staff
who were :;ip::n;iblu for teaching courses in mecretarial programs on how

curriculum changes should evolve in order to ug-dgi:: or upgrads a par-

™ -

ticul;if Program.
4. To iﬂgggrg.i.ng the opinions of administrative staff of secretarial
Progfams on the methods that were used to determine i;bg effectiveness of

the secretarial programs in participating institutes.

E;E,:Lﬂe:aég of the Study

This study is significant gﬂg\aul from an analysis of the data
collectéd it may be pﬁ;:iﬁlé to determine the major companents of the
cﬁrr;eul; of the one-year secretarial programs that are offered ;in the
‘post-secondary, non-university institutions in the Province of Alberta.

A related significance is that this study may also show the ig:rii to
vhich curricula for the secretarial programs varies from one institution
to another in the province and the possible need for some att <i mpt. to )

+ atandardize curriculum, if in !lgt;xltlnﬁfiiS!ticlﬁ is sean n

o

*

w3
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desirable by the instruction and administrative staff of ﬂ-m:- iutitn—
tions where this program is offered. '

Because of institutional autonomy that exists in the post-secondary,
non-university, institutions that are a part of the instructional -
delivery systea of Alberta Advanced Education and !unpmr-r. the inter-
institutional lines of comminication Ear those t;ffnrmg I:Efitlrill pra—
grams havy been less than effective. Thess institutions by participating
in this research may establish lines of communication that are an
improvemsnt wver whﬂ; previocusly existed. This should add to the signi-
ficance of this study. -

Another significance of the study u the need for a model that can
be used to monitor the sffactivensss of ;i;zﬁlfiil éragﬂg that are
directed to adult lnrniri anrolled in pﬂjt—;:@nda;jr, nmiuﬁiﬁfi‘iﬁf'
intitutions. The model that is designed as a result of this study may
have implications for curriculum planners as they attespt to upgrads and

update curricula for secretarial programs.

Limitations of the Study

. 'A,' study af- this nature because of the :ﬂgﬁ-_h design imposes limi-

tationg.on the study. This research had the following limitations.
{j-tuay was limited to academic instructional and adminstrative

’ personnel who were amp loyed in the pajt--iam;d;ry; non-university, in:t;;?

tutions in the province where secretarisal praqriﬁ nr- taught at :h-

time of the study. '
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The study was limited to the programs of study for n::-t;g:ill pfﬁi
grams that were listed in the calendars for 1979/80, ,1932/'91 for col-
lages, and 1979-81 for institutgs of technology. The Albsrta Vocational
Training Centers do not have 13 forml e;;gnair;i

Myother limitation of this ‘rgii;rt:b wvas that it iﬁmlved ‘only pro-
grams of study that made-up the."curriculum® for the one-year certificate
program for the secretarial programs of participating institutions.

Bacause of the inﬁiﬁggt of academic instructional ggr{;uf;gl with
a ;i;ig varieaty of business and university ”!duf:lt;iﬂﬁ and azgeri;nea; the
study was Jimited to the accuracy of ‘responses that wers mxde tg partici-
|

pants to items on the research instrument.

The following research assumptions were directed at and applied to this
= 7‘ B s ¥
investigation: ’

It was assumed that both the administrative and in;trugti:ﬂii aca=

demic personnel whare -m;rtt;ri:l ptagfl-; of study were pinrt of the cur- -
riculum offered ware aware at, or had bean inmlﬁd in pm&:nl used to

Gevelop or design curriculum.
& . R

Abthough mﬁimlﬁ modedd have been Aesigned to monitor other cur-
ricula, ;i;é;li that can be used to monitor a special curriculum like ii
secretarial program did rot exist.

Another gii\ﬁtimth;t was né- was that all thoss selected to be
involved in Ehj- research would provide the researcher with responses that



were true and accurate when responding to items on the research

questionnaire. . . B

Operational Definition

The following operational definitions wers selected for this par-
ticular study and will apply to this study only: o

There are as many definiti«:nn given for the term "secretary” as
sthere are writers of business education textbooks. An analysis c:lf*t;lgié
definit ng show that what 1; presented are a::tu.ally the faipannibilitia:
cf duties that a :egrgtafy performs. To identify thg raspan:ibilitiai

ﬂnt-g -secredary performs, a review was :ée of thg C@gdian
L - #

Clas:ifi:atian and Dictionary of Occupations. This reference is normally

gged by Canada Manfower personnel to help themsidentify and codify work

that is ordinarily performed by inﬂivi?ls in a particular job. Volume

One of the c;gg;ﬂig:n, Classification and Dictionary a’fr Occupations gives
- " ‘ k]
“the duties and responsibilities of a secretary as follows:

Schediiles appointments, gives infar-atian m‘allari. takes
dictation and relieves employers of Qerical work . and minor
administrative and business details, performing any of the

fallauing duties: Reads and routes incoming mail, Locates

and attachés appropriate file to correspondence to be

answvered by employer. Takes dictation in shorthand or .on

stenotype machine, and transcribes on typewriter from notes —
or voice recordings. Composes and types correspondence.
Fliles carr-ipgmlgne- and other records: Answers talephone

nd gives information to caller, or routes call to



appropriate official, and places outgoing calls. Schedules
appointments for employer and reminds him when they are
due. Greets visitors, ascertaing nature of business and
conducts vistors to employer or to appropriate pearson.
Compiles and types statistical reports. Records minutes

of meetings. May keep confidential personnel records. May
arrange travel achedules and reservations. May be degig-
nated according to type of work performed; for example,
Appointments Secretary, Legal Secretary, Medical Secretary,
Social Secretary (Vol. 1, 1971, p. 172).

Post-secondary, non-university Institutions

Alberta‘'s post-secondary educational system isv cmprisgﬂi of four
distinct institutional sg::t;af:‘;}n provincially administerd inst;tua
tions, public colleges, private éé;lléggs, and universities. Each is>
designed to meet the diverse educational needs of adult learners in the
province (Depé:tmgnt of Advanceé Education and Manpower, An;mal Report,
1978-79, p.LBQ)i

For the purposes of this study, post-secondary, non-university
inst.’i.tutian;, vill refer to two of these four sectors; namely, the pro-

vincially administered institutions and the public colleges.

*®

Public Colleges

Alberta's ten public colleges place “considerable emphasis on
resp@n&ing to the changing needs of Albartani in the communities and
regions they sarve. To provide this service the colleges’ programs
ranged from academic upgrading to i:nivgfsity transfer, Hﬁile including
various career, matiéngl and community ?lE-ri-iiEE programs® (Department

of Advanced Ejucation and Manpower, Annual ﬁapért; 1978=79, p. 29).
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Each college declared to come under the Colleges Act is a separate

legal entities and are governed by a Board of Governors appointed by the
Department of Advanced Education and Manpower.
The ten public colleges in the province are:

Fairview College

Grande Prairie Regional College

Grant MacEwan Community College

Feyano College N
Lakeland College

Lethbridge Community College

Medicine Hat College -
Mount Royal College

Olds College

Red Deer College

Provincially Adainidtered Institutions

"Alhgr!;l,'i' provincially administerad institutions included four
ﬁgatiangl centres, located at Edmonton, Calgary, Groudrd and Lac la
’Eiéﬁg;: tvé tgs:hn.iéal institutions located at Calgary and Edmonton; a
vn_bgt of comminity vocational centres in northern Alberta; and the
Alberta Patr«;la\j Industry Training Centre in Edmonton® (Department of
Mvanced Education and Manpower, Annual Report, 1978-79, p- 19).

-+

For purposes of this study, the four Alberta Vocational Training Centres,

located at Calgary, Edmonton, Grouard and ® La Biche will be referred

to as post-secondary, mimﬁﬁitygmtitugims and will be included in
this study.
The Alberta Vocational Training Centres provide training in ;éﬂé-;ir;

upgrading, pr’:aiq:].éy-gﬂt training, para-professional tﬂini:jg, and
\q B

ivacatimgl retraining services to the under- and unamployed and socially, 7
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economically, physically, or geographically disadvantaged (Department of
Advanced Education and Manpower, Annual Report, 1978-79, p. 39) For the
purposes ‘of this study, the two technical institutions; namely, the
Northern Alberta Institute of Technology, in Edmonton, aﬁa the Southern
Alberta Institute of Technology, in Calgary will be referrsd to u post-
secondary, no_n-uni'rsity ingtitutions. ‘

"The two ‘technical institutes provide training that leads to
immediate, gainful, and continuous employment in business, industry,
governmental service or educational institutions® (Department of

Advanced Education and Manpower, Annual Report, 1978-79, p. 39).

Institutes

P'ot the purposes of this study, the term institutes will be a
generic ter-band will inclu;ie the public colleges, the Albarta Vﬁégtien;ll
Training Centres, and the institutes of technology all who are part of
the post-secondary, non-university instruct;i@nii delivery system of
Alberta Advanced Education and Manpower, and who receive operating and

capital funds from that department.

Moni tor

Pincher in his article "Program monitoring in higher education®’
\e-ph'asizu the need for an evaluation progess in higher sducation to
determine .progn‘q effectiveness (Mew Directions for Program Evilua.tién,
No. 3, 1978, p. 65). narexplains that monitoring is a mechanism for

ooatinulng eovaluwation of a program. Monitoring adde a time dwension w
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the process of evaluating outcomes. Fhis article "Measuring the
outcomes of higher sducation® ri@iﬁﬂfﬁrthit “"what is needed is
longitudifial data--repeated measures over time that will permit an
institx;tion to agaess comparative change in each outcome iga;ursdi (New
Direction for Institutional Research, No. 1, 1974, p. 46).

Monitoring is the means for continuous updating and upgrading of a

program ,°£ studies.

Curriculua

There are a number of definitions fg curriculum that

appear in the professional literature that was writt® , by authors who are

recognized as curriculum theorists. The definition givebh by Taba in har

book, Curriculum Development, Theory and Practice was found acceptable
for this study. Taba defines curriculum in this BANNGE:

curricula are composed of certain elemsnts. A curriculua
usually contains a statement of aims and of specific
objectives; it indicates some selection and organization of
content; it implies or manifests certain patterms of learning
and teaching, whether because the objectives demahd them or
because the content organization requires them. Finally, it
includes a program of evaluation of the cutcomes (Taba, 1962,
p. 10).

There are two forms of the plural of the term curriculum. These are
curricula or curriculums. Curricula was the plural form selected for

. this tos._axch .
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Program of Studies

According to Giachino and Gallington (1977) in their book, Course

program of studies represents the total offering of a school system (p.
13): To clarify this dgfinitigj these authors expand upon it by saying:

it includes not only the school subjects, but all the ,
extracurricular activities in which pupils may participate,
thus, the program of studies may comprise ssveral curriculums
such as college preparatory, general, commercial, industrial,
agricultiral, and homemaking. (p. 13)

Saylor (1966) supports that position given by Giachino and
Gallington whem he explains that curriculum and the pregraa of studies of
a school are synonymous (p. 5).

) a

For the Pufpﬁjé of this study, the terms curricula and program of

studies will be used synonymously.

Course of Studies X -

Neagley in his book, Handbook for Effective Curriculum Development,

(1967) explains that a course of studies is "a formal outline of the

jects, or area of study”" (p. 5).

Model

Saylor (1966) axpl,iini, that-a model is a plan, usuallky in chart
form, outlining a logical series of steps used in the process of ‘achiev-

ing a goal or objective (p. 6).
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For the purpo.e'of this study the model that is developed will give

in chart form for the theary of the process of curriculum planning,
evaluating, and updating a secretarial program--the theory of monitoring

a locrctaria\l progran.

Rducational Objectives

'Bducational objectives are statements of the purposes or goals of an
educational institution or an educational program. WNanassy (19777)
explains that "goals should be stated in bohavi%tal terms--that i}wﬂﬂt
students should be able to do and how they should act at the completion
of a given lesson or unit" (p. 465).

ldulcational objoctiv'.- state how the behavior of students should be

changed to achieve specific ob ccti;.- of education.

Population

'n;. population for this study included all those administrstors (it)
and instructional staff (65) who had responsibility for. either admini-
‘ltot‘ing-ot teaching secretarial programs in the 1mtlm- identified as
post-secondary, non-university, institutes for this study and where the
secretarial 'ﬁru vi. offered. -

This population was not stratified because of its small size which
vu an acado-ic staff” of approximstely 110 in the 16 institutes

inclndod in this study.



To assist the reseacher in selecting the correct instrument to use
and the procedures to be followsd in designing that instrument, a review
of the literature on instrumentation was made. In addition to these two
major purposes for conducting this literature E'B‘?i’!ﬂ';rﬂii! review had the
following additional purposes for the researcher: to learn hnv to
organize research instrument into categories, to 1!;:?1 how to sequence
questions in the categories that were selacted, to learn howv to phrase
statements that would appear on the instrument; and to learn how to
prepare a statement so that its aibiguity was minimized.

From the review of the literature on ;imnrés techaniques and on

ent design, the researcher made the decision that a questionnaire

be the most suitable instrument to collect data for this research. ®
{ selecting the questionnaire as a data collecting instrument, it was
realized that this method of collecting data has a number of major advan-
tages and a number of major disadvantages.

! The major advantages are: A questionnaire can he. readily repro-
d.uzgé; it can be giiiy niisd to gébefs a:fi the ressarch ;ﬁgﬂ:lg;;ian; the
data that is collected with this instrument is considered to be objec- b
tive; data from items are relatively easy to tabulate; especially if
there are check-off responses, and respondents can remain anonymous.

The ,-gjaf disadvantages are: A ;gniblé low rate of return; items
on the questionnaire can be subject to misinterpretation by the respon-
"~ dents; ﬂag respondents may amit or disregard any item ﬂ'ﬂy choose without.

giving an explanation; some ‘items may force the subject to select
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responses’ that are not an actual cholce; the amount of 1rrfar-gff;im that
can bs gathered is limited by ﬂu respondent's available time and
interest span and subjects who do return their questionnaires may not
prévide 4 respresentative sample ﬁf the total pbgmlxtiang

for the study in al]l phases of c:k:,i@ing the research queationnaire. The

purpose of this cooperation was to provide the researcher 'with guidance
and direction in the processes that are wsed to ;r’epgr’é a research

After the instrument was approved by the major advisor, it s
reviewed by a specialist in instrument design fros the Department of .
Educational Psychology, E‘aculty of Eﬂgatim;.— The tiﬁiv’gr’:ity :fubgru
This review was made: to determine if jtems on the questionnaire were
properly prepared; ‘to determine if the format of the instrument was cor-
rect; to determine if additional items were needed; and to determine if
the instrument had haﬂ'l content and face walidity.

The specialist pointed out to the researcher where difficulties

might be encountered in analyzing the data that would be collected on the:

instrument and recomsended changes to the Likert scales ﬂut wvare being

used with the different qucitimi:. Sﬂt[i!nti that might be ambiguous to

the re;pand:m: vare diieu:l-ﬂ ‘and revised to provide greatsr clarity of
meaning. The specialist further recommend t}AY there was no need to
nuaber thi questionnaires for fo 1 low-up pfaenduru and that question-
naires lhc:uld only be id:m;uiabla by institute and not by individual

repondents within each institute.

(
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The researcher found 'thil review to be most helpful and revised the
regearch instrument before it was used in the pilot study.
-~
Prior to being used in t_he major phas: o} the study, the question-
naire was pre-tested in a pilot study. The pilot study and its purpose

are described in the following section of this chapter.
Pilot Study
A pilot study was conducted and the pilot study population included

selected .individuals who were- involved in teaching and/or ad-inist.rating
secretarial programs at the institutes. The individuals who were invol-
ved in the pilot study were also included as members of the population of
the research. These individuals were selected to become involved in this
phase of the .tﬁdy hecau;o they were readily available to the researcher
nd\becau-e they were knowledgeable about the secretarial programs.

The reasons for conducting the pilot study were: to detc'r-ing if
the items on the questionnaire were free of ambiguity; to determine if .
the proper sequence of quection- was used; to determine the average
amount of time it took pilot study pntticipantx to co-plote the instru-
‘Eentran’d to' determine the face walidity and comtent validity of the
statements that appearsd on the questionnaire.

~

The suggestions and recommendations made by the pilot study partici- :

pants to the questionnaire were annlyzod and those that were considered

meaningful were incorporated into the final draft of the research instru-

ment before it was used in the major segment of the study.
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Methodology
The following gthadalag was used to collect data for the study and
to bring the study to its conclusion.

Selection of the Problem

The researcher selected this particular problem for the ressearch
because of an in:n'n;:t \Min curriculum davelopment as well as involvemant
in a research project for the Alberta Business Educators' Association.
This project for the Association was ﬁ&biijﬁ;d to try to find out what
standards were being used i;\ g@its:m&fj.iﬁtituti: in the subject
areas of shorthand and typewriting. The researcher became aware of the
diversified objectives, igaiuf-iint c;ritiri;. and textbooks being used
among the post-secondary, non-university institutes in the province for
their secretarial programs

As a tsacher of secretarial PfDFlﬁ :n;i having being employed by
four different post-secondary institutes in the province over the past
fifteen years, the Eiinféh-l,r became aware of the difficulties being

experienced by educators in trying to update secretarial curricula to

meat the needs of business with the constant changes taking placd in the

office.
'Bu researcher's involvement with Alberta Business lﬂud?x
‘}Hi{:éilti@ng the C.in@d;;n hségisﬁim i;g};nnj Ea,m;;timi ﬁ-iéh:r:, and
the A.Lh-:rl:; Business Education Council has also cmtiﬂ an awvarenass of
the educational potential among the igitrﬂzta:i working in the pﬁviﬁa,
A review of the research and related literature about curriculum
devélopment in the secretarial fieid revealed Etﬁlﬂ :uu:eh has been

conducted at the post-secondary level.

\ | ot



A computer search was made of the data base of the Bducation
Resource Information Center (ERIC) using the 1978 edition of the

Thesaurus of ERIC Descriptors. The ten &g:eziptar! used in the seardt

were: Community Colleges, Curriculum Development, Buginess Blucation,
College Curriculum, Curriculum Planning, Curriculum Research, Teacher
.Bducation Curriculum, Busines Subjects, Business Skills, and Curriculums
Centre Studies. The threes data bases used for the search weres: Research

In Education, Current Index of Journals in Bducation, and Canadian

Vocational and Technical Education. The computer search showed no

.studigg completed on post-secondary secretarial curriculum development.

The researcher further had a personal interview with a member of the
staff of the Department of Advanced Education and Manpower to determine
what role the department played in curriculum developsent and evaluation.
'l'hg researcher was told that Eﬂtziﬁii sach institution was autonomous, the
degnrt:&nt generally left curriculum development up to each individual
£mtitgtiaﬁi The researcher was given reports on the l;!if!ing’ program to
reviev which might be possible to uss as a model for the gu:ﬁnt study.

A manual review of current periocdicals, on business education and
office management and administration, Pféﬂﬁﬂgd!imfil articles that
dealt with the need and problems ut evaluation of programs and curriculum
as wall as the changing role of business and business and igegﬂ;ﬂri;l
education, .and the development of the office of the future.

Through discussion with the thesis supervisor, the rnin_grehir vas
~able to select and datermins the fesasibility of the :-mr:h g@éig And

prepars a thesis proposal that wowld saerve as a guide for the study.
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Selection of Respondents -

The researcher obtained a list of members from the Alberta Business
Education Association and from this list identified one -.nbot, from each
institute included in the study, who would serve as the initial contact
person at the participating in.atitutc._ These contact persons were se-
lected because of their interest in c;lrriculm development and because
‘they were known to the researcher. | . »

A letter (Appendix A) and personnel form {Appendix A) were prepared
and was sent to each contact pernon‘in each of the 16 institutes. The
letter explained the purpose of the study and requested the following
information: permission to include their institute in‘tho study; a com~
plete list of all personnel who either teach or administer the secre-
uri;l programs in their iutit.ut;o: and a curreat institute calendar

and/or course outlines for the secretarial programs that were offered.

Out of the 16 institutes contacted, 14 institutes. provided ten

L}
4

institute calendars and eight course outline booklets. The contact
persons at the two institutes that did not respond were contacted by
telephone. | From the telephone comminication alternate contact persons
were identified in these two iutituto- and the inforutibn that was
required vas secured. -

The decision was made at the beginning of the -tuq that all -ednt-
rof the tuohmq and administering faculty in the nctmrul proqrm

would be included in the population of this study.



Development of an Instrument

As discussed early in this chaptar a questionnaire was selactad as
the method toc be used to collect data faor this study.
The researcher reviewsd several questionnaires and decided that the
questionnaire would be divided into®three main sections: Part A -

Respondent's Profile, Part B - Institutes and Student Clientele

Profiles, and Part € - Program Curriculum. K-

 From a review of the 1979/80 or 1980/81 calendars and the course
outlines that were received, thi; quéét;am for each section pf the ques-
tionnaire were davélap:d’; Additional questions were daveloped from the
literature review. The questionnaire for this study is included in

Appendix B,”

Collecting and Processing Data

To collect data for this study a covering letter that would be part -
of tha package mailed to each participant was prepared. The letter
(Appendix A) explained the purpose of the study, the role of the partici-
pant in the study, and established a deadline date for ﬂ‘:- return gfzhg
completed i’n:f:ﬁﬂtg. Other components of the research package included
self-addressed, stamped m@lap; for each respondent to individually

return the questionnaire to the ‘researcher. Part of this package

- 4

included a special letter (Appendix A) to the contact person asking that

that parson distribute the covering letter Qﬂﬂfiéﬂ to each indjividual
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instructor or administrator of secretarial Programs within that institute
together with the questionnaire and :Ql:-;ﬂﬂr::n-d.—. it-g-a envelope.

‘ Onie hundred and thirteen questionnaires were mailed out in the 16
packages. One week after the du{éina date that vas established on the
Aagylrmg letter, telaphone Eﬁntit,;g -;; made with dg.l.if;qugnt institutes
and a two-week extension to tha originkl dj;dl:.ng vas made. A total of
75 or 66.4% of the @iitiﬁﬁmifﬁ: were returned by the deadline date.
The telephone calls yielded an additional 15 questionnaires for a total
return of 90/ 1513 or a 79.6% rate of return. Of the 90 instruments that
vere received from respendents, one had to be eliminated from the
‘research because a note that was penciled at the top of the returned
qmitimniﬁ iniicnt,-d that the respondent was Etni a school of commesrcs

in the priVItl sector and not t;h: public neta;. m:t.l.y At was

eliminated Efﬁ-ﬁf the study.

by the researcher. To analyzte the gﬁll:mcj é.i;i,. A program E:Qi the
Statistical Package for the Sx:::i:i; Sciences (SPSS} package was selected
to yield fraquancies and percentages and in some case cross-tabulations.
These frequencies and percentages were Placed in tlb;jlil; gm‘- for ease of
analysis, int«np’r’ct;t:iaﬁ and presentation.

From these data, the t-n:& findings ware drawn and ﬁanalnlim,

observations, and recommandations wars g&i;

o
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Organization of the Thesis

’,.

To report this research study, the thesis _il organized in the
following soquense:

Chapter I included an introduction, th.e problem statement, objec-
tives of the study, significance of the study, limitations of the study,
research allunptfg:;, operational definitions, the population, instru-
mentation, pilot study, an’d methodology.

The second chapter presents a review of literature which included a
review.of the history of business education and secretarial education in

the Province of Alberta, a review of curriculum theory, and a >cv1w of

Ncurrent literature on curriculum development and the office of the

fuiute.
The third chapter presents a review of literature on program and

curriculum evaluation, program monitoring, and educational

accountgbility.

The fourth chapter presents ‘the findings of the research
inltr\ncn;.. -

The fifth chaptu: presents the development of the curriculum
monitoring model and the Secretarial Program Curriculum Monitoring lbdeila

The sixth chapter presents a summary of the report, major findings,

and the recommendations of this study.
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'\h CHAPTER 1X

BURVEY OF RELATED LITERATURE

Int:gggg;;an :

iﬁ the previous chapter of this report, all the phases of the
research design that were used in>éanducting‘th§ research were inelnﬂédi

This chapter presents the review of related litafatgrgvin three sec-
tions. ‘The first section is infﬁi:tarieai fgviéi of the davelopment of

=

‘secretarial and business education in the secondary schools and the post-
igsﬁnﬂgry educational institutes in the P:avincg of Alberta from the
early nineteen hundreds to the present time (1981). The second i-§§i§q55gﬁ_§=
reviews the publications that were written by curriculum speciglists to )
identify contemporary curriculum model builders as well as to iden ify
the basic components of a curriculum model. The third section presents a
review of thé‘ﬁﬁ;;gnt pericdicals and a icanarié of the present and
possible future changes in the office and the imp itiﬁiﬁﬁi that these

changes will have on curriculum development.

gijtgriggliagvigq '

Today's business education programa in the secondary school and in

education courses and programs that were offered in public ;ac@ﬁdﬂ:f
schools and private or church sponsored colleges that were established

during the early nineteen hundreds.
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Private Colleges . '

first established primarily to provide high school training which was not
available in the rural communities a.ms to administer matriculation exams
for nniver:;:ity entrance requirements. By 1914, four colleges in Calgary,
fqu’: in Edmonton, and one each in Raymond, Red Deer, I,agc;r:bn and Camrose
had been established with affiligtiam with the University of Alberta (p.
189).

. The Aﬂvan;ed Education and Manpower brochure entitled "It's about
time . . . to start thinking about your future® states that Alberta
College in Edmonton, a church sponsored college, was founded in 1903 .zut a
business school. ﬁday this college continues to cperats as an |
independent a::lj.iege and has expanded program and course offerings over
the years tr: meet both business and academic training needs (p. 17).

This private college receives operating grants from the gavinﬁg wmnder
the provision of the Colleges Act (Preitz, 1979, p. 10). Mount Royal
College established in Calgary in 1911, was almo a private church
sponsored college and today is one of the largest public colleges in the |
province (Advanced Education & Manpower Brouchure, 1980,p. 16).

‘ The privaég zgilaggzﬁgrg the first schools devoted exclusively to
teaching business courses snd meeting the training needs ::f the business
community of the time.

Secondary Business Education

Dayman (1979) states in his report, "History of the Business

Education Program”, that bookkeeping was being taught in the public



education systems since the Province was founded in 1905 (p.1). *A
modified commercial program (not a subject) was firast offered by a public
institution in Calgary in 1907 and in Edmonton in 1911* (p. 1).

According to Moreland (1977) commercial education--later known as
business and secretarial education--was first introduced at the high
school level in 1908 in Calgary and in 1912 in Edmonton (p. 191). Other
centers such as Lathbridge and He::iiz:iﬁe Hat began to offer “"commercial
courses®™ in 1915. 1In identifying the courses that were taught in these
centres Moreland wrote:

By 1915 a two-year commercial course was fairly well estab-

lished. The courses offered in the first year were bookkeeping

‘and business forms, rdpid calculation, shorthand theory, and’

typawriting. Those offered in second year were arithmetic,

bookkeeping, commercial law, geography, penmanship, rapid
calculation, stenography practice, and spelling.

Lethbridge, Medicine Hat, Calgary, and Edmonton were the

the firat urban centres to offer the full two-year pro-

gramme in their commercial high schools (pp. 191-2).

Chalmers (1967) wrote that in 1910 a high school curriculum com-
mittee for business eduation was formed (p. 191). The next ten years saw
more revisions in this curriculum as the curriculum r;t;iiittees wers
expanded to include more groups and organizations that were represented
on the committees (p. 192). "The aztugi working subcomsmittees, however,
consisted wholly of professionals® (p.193). In 1912 high school programs
gluﬂlgﬂ six courses one of which was commercial; however, the courses

arge proportion

existed on paper but not in the schools. and there was a
of failures (p. 193).

In 1929, the Alberta legislative unanimously resolved that
the high sthool programme be referred to a curriculum
committee to consider the advisability of lightening
the course content and making the requirements for normal
school and for university matriculation uhiform (p. 194).



Chalmers (1967) in his book, Schools of the Foothills Province,

listed the objectives for Albarta High Schools in the 1920°'s as:

1. To prepare the individual for sfficient participation

in the duties of social, political, and family life.

2. "To prepars the student to b:aa:n an afficient economic

or producing unit in society.

3. To further his personal devalapgnt and personal happiness.

(p- 194)

" The revisions to the high school curriculum of the late 1930's
;}nclgdjd;; fcredit” pmgfg requiring core subjects amounting to one-
. -

third of the total and slectives amounting to two-thirds made up the high
school diploma. :'Bie new options included typewriting, which, while not
new up to that time, was now available to matriculation students (P!,
196). ¥

Commercial education continued to expand until 1930 when the
iﬂipti;ijian brought about an sconomic :1@ in -11:-::;1 of Albarta
ig;ui’mg education (Bujea, 1973, p. 105). The high e::it of -quip—nt
and facilities for b;jiﬂgx cé_ur;zif;ian made it impossible to maintain or
a@ii;ﬂ this program (Chalmers, 1967, pp. 194-5).

Chalmers stated that ﬂn curriculum committees failed because thay
did m:rt include local school levals in curriculum phnning which aven-
tually led to the role pf curriculum committees of 1955 as cm; of leadar-
ship (p. 202). The General Curriculum Committee with professional and
non-professional iﬁhrihip vas purely \advisory to the Department of

Education (pp. 200-201).

O B RS



“By 1950 the bookkeeping, shorthand, typswriting, and office
practice courses Egﬁg;a a three-year sequence in the high g::h;alg‘
(Bujeau, 1973, p. 106).

The Alberta Provincial Government in December, 1957 under an Order-
1n-t:gunei!1 established a Royal Céjisafge;n Education. In November,
1959, this Royal Commission under the chairmanship of Donald Cameron sub-

mitted the complets report entitled, Report of the Royal Commission on

E@.}:g@ﬂ.; This commission was given the mandate of "assessing the pre-
sent system of education as it has evolved and is being carried out in
the Province of Alberta, and in endeavoring to formulate recosmendations
for the future which, in the view of the Commission, will improve the
quglitf of sducation a,nd make it more ggfgetivg in meeting modern needs”
(p. xi). This report became known as the “"Cameron VRgg'att“, Ore of the
recommendations of this report was, "That bﬁsineu sducation be main-
tained and further developed in the publie st,;hagl curriculum® (p. ‘HG).
Business sducation courses and programs continued to g;;né in the
ge«:gndary high schools and the pa:tgneeanéify institutes within the
province as the needs of business and industry expanded. :Ebﬁgvg:;
McKinnon (1967) in his report to the Legislative Assembly emphasized that
the greatest s;p:ﬁ:ieﬂ took place during the time of the (‘;‘a,niéign
Technical and vﬂcgtiangliﬁaiﬂing Agresment (CTVIA) that was signed
between the Federal ‘!fbd Provincial Governments. This agreement besgan

April 1, 1961, and was terminated March 31, 1967. This agreement pro-

———

vided for a cost sharing progam for the expansion of vocational and
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technical educational facilities at the post-secondary and secondary
levels. (p. 1), A

Alberta's experience and eané:tm with mtml gdgcnf;iﬁ; snabled
this province to take ismediate advantage of this new source of fimd-
There was a large increg:g in vé-eatiaﬁ;l facilities in secondary m:hml:
with federal funds of approximately eighty million dollars committed to
cover 75% of the capital expenditure and provincial funds of approxi-
mately forty-seven and half million dollars reprg;:nt;,ng 25% for capital
axpenditures and 75% for agu;gani; and other expenditures.

Approximatsly 65% of the total expenditures went for the construc=

tion of high schools and 368 for the expansion or construction of post-

-ac:nné;ry teachnical institutes, colleges or adult education faci ities.
‘iihig led to the expansion of the composite high schools concept in

the province and also led to a similar expansion of post-secondary
educational facilites which gave ?;he business education programs a .eh;m;g
to acquire better facilities and equipment as well as to expand their
curriculum. Cu:rzculm development was a major concern of this period
and curriculum committeas were ntgbli;had to develop vocational and
technical programs (p. 5). .

The curriculum of business prograss was expanded to include ihu;inigl
machines, data pmén:ing and other training to meet the demands ‘ﬁg
:hijjini'!! and industry (McKinnon, 1967, p. 5).

To aﬁrcﬂg- t.hn shortage of specialized teachers in business and
‘ other technical and vocational specialized aresas, 'mﬂltﬁht cqnigni

were dirict-d -1; pgopla wafkmg in bu.!iﬂill lnd industry who wanted to
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change their careers and become teachers. The Federal Government pro-
vided funds under the CTVTA Program by establishing bursarias to help
experienced people obtain uniﬁar;itg t-gehaxktf;ining- The establishment
of the Division of Industrial and Vocational Education, later granted
departmental status, within the Faculty of Education at the Gnivifgigg of

Alberta, provided the leadership for the teacher training program (p. 8).

Post-Secondary Colleges and Institutes

“Today's, 1981, ten self-governing public colleges and the two insti- .
tutes of technoloqy, as well as the four Alberta Vocational Tfllﬂiﬂg

Centers (AVC's), xncluded in this study, evolved from the esstablished

»
private church affiliated colleges, from the agricultural colleges, or

frow economic needs within the érﬁvin;i to provide more technical or
iness traininq‘!L meet the demands of business and iﬂdusgry for more
highly trained personnel. The programs of these colleges, institutes,
and AW 's are coordinated u$dn: the policies administered by the H;niitif
of Advanced Education and Manpower. The map at the end of this section

shows the location of the institutions included in this study.

Colleges Comission

“The Alberta Colleges Comission was created in 1969 to coordinate
the post-secondary system @s a whole and to provide central eﬁntfal and
coordination of the p;blic coillqij in particular®” (Small, 1972, p. 40).
It was officially disbanded in 1973 and the Department of Advanced

Education assumed its responsibilities.



Department of Advanced Education and Manpower

The Department of Advanced Education was formally established on
June 2, 1972 as one of the two provincial departments of education when

The Advanced Rducation Ac_g (Bill 33) was proclaimed.

According to Preitz (1979):

This Act officially established the Department of Advanced
Education for the expressed purpose of administering and
coordinating those post secondary non-university institutions
previously controlled by the Department of Education and the
Department of Agriculture. These institutions included four
vocational centres; eight public ,colleges; three regional
colleges and two technical institutes (p. 3).

»

Three years later in 1975, The Manpover !-E;i,lé?i;si, was legislated

and transferred manpower responsibilities from the Dip;ﬂ;i;nt of Manpower

and Lapour to the renamed Department of Advanced Education and Manpowsr.

Institutes of Technology

Chalmers (1567) reports that the first post-secondary college
uu‘}yli-hod in Calgary in 1912 which included training in accounting,
business methods, and commercial subjects in its curriculum becames in
1916 the Alberta Provificial Institute of Technology and Art. r'ﬂm rols of
this college Ghanged during the first and sscond world vars as the
demands to train or rehabilitate soldiers were met. In 1950 condiderable

expansion began to be completed in 1958 (pp- 206=8). Thism institute was

renamed the Southern Alberta Institute of Technology in 1961 (Campbell,
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1971, pp. 100-1). 1In 1961, cducationl1. planners from the Department of
Education began to plan for a second institute of technology that would
be located in Edmonton. The position of these planners" was that a second -
institute was needed in the province to. meet the demands of business and
industry in the »noxr.hcm half of the province. iecausc these plans were

fully developed at the time when the two governments signed the CTVTA in _

-

'1961, Alberta was able to use the funds uﬁd.r this Act to the fullest

advant.ag. of the ptovinge- The institute in Edmonton was established in

1961 and given the name The Nor‘thcrn Alberta Institute of 'nechnology‘.
The more popular names for the two institutes of technology are

_"SAIT" and "NAIT" respectively.

Public Colleges

The Public Junior College Act was passed in 1958. Lethbridge was
the firast college to be established and by 1966 three other colleges had
. been added: Red Deer in 1964, Medicine Hat in 1965, and Grande Prairie
in 1966 (Mooreland, 1977, p. 194). % .
Mount Royal College was established in 1911 under the sponsorship of.
the Board of Colleges of the Methodist Church and in 1925 under the spon-
sorship of the Board of Colleges and Secondary 8chools United Church of
‘Clnadl. The original college had academic, commercial and oonservatory b
departments. This colloq@ became a Junior College in 1966 and the

mllcq.i Act passed in 1969 gave the college the present name of Mount

Royal College (Campbell, 1971, p.92).

- . . Lo . - St
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Olds College was established in 1913 as an agricultural collsge
under the name of Olds Agricultural and vécati;anil College. The name was
changed to Olds School of Agriculture and Home Bconomics in 1963 (p. 97).
In 1978 Olds College became a publicly @dministered college under the
purview of the Department of Advanced Education and Manpower (Department
of Advanced Education and Manpower Annual Report 1978-79, p. 51).

Lakeland @lleqe vas firl‘t utab‘li;hcd in 1913 as the Vermilion
School of Agriculture an;i one year later changed its name to Vermilion
School of Agriculture and Home Economics. In lééjtt;hg college was named
the Vermilion Agricultural and Vocational Collég!i (Ci;gl:i;ll. 1971,

P- 103). 1In 1978 this college bocau known as Lakeland College and
becams l publicly administered college with cﬂ.n in Vermilion, -
Lloydminister, Wainwright and St. Paul (Department of Advanced Zﬂue;t;ién
and Manpower Annual Report 1978-79, p. S1).

Fairview College was first established in 1951 as a provincially
adminstered school of agriculure and became a college in 1963 :(C—iﬁﬁll;
1971, p 84). In 1978 Pairview Odllege became a publicly administered
college as one of the colleges of the instructional delivery system of
the Department of Advanced 'lducatic;n and Manpowsr (Dapartment of éﬂf?iﬂ,(}iﬂ
Rducation and Manpower Annual Report 1978-79, p- 51).

Keyano College, in Port McMurray, was originally an Albsrta
Vocational Centre established in 1965 ("Its about time ... to start
thinking about your future®, 19@9, P: 15). The college became a publicly
administered college in 1978 (Departmant of Advanced Educaties Q-I :

*Manpower Annual Report 1978-79, p. 51).
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~ The public colleges "offer a wide variety of one-and two-year
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- career-oriented programs and in some instances the first and second years
of several university transfer programs® (Preitz, 1979, p. 6).
The ten public colleges that are supported by the province through

.operating and capital grants offer programs of study that include:
\ . .

Adult Upgrading Acadenmic

o Righ School Buivalent Pre-employment

C— Technical -Diploma
Vocational » Certificate .
Agriculture University Transfer
Trade Short Courses

Alberta Vocational Centres

The four Alberta Vocatiomal Centres located at Grouard, Edmonton,
Calgary, and Lac La Biche “provide short, flexible programs of acadsmic
upgrad.i;gq and para-professional and vocational training to adults wishing
to improve their employment opgprtunities ("It's about time ... to start

thinking about your future”, 1980, p. 22). These centers, whose main
*

objective is to provide educational opportunities to adult learners, ars

administered ;uroctly by the Department of Advanced Bducation and

Manpower.

The secondary schools are under the Jurisdiction of the Department
of Bducation. Curriculum dovilopont in secondary business education as
stated in the Business Education Newsletter takes place as follows:

The Curriculum Policies Board is responsible for formilating
and recommending proposals from grades 1-12 currigulum to the
Minister of Education for consideration in Alberta schools.
The board also recommends which process should be used for
developing curriculum. The Program Approvals Committee vas
established to streamline the program approvals procedure of



the Curriculum Policies Board. The Committee will consist of
the Director of Curriculum as chairperson, the chairperson of
each curriculum coordinating committee and appointed mesber
of the Curriculum Policies Board. At present, there ars six-
teen curriculum coordinating committees. One of these sixtpen
is the Business Education Curriculum Coordinating Committee.
(Vol. 8, No. 12, 1980, p. 1)

Summary

The colleges, institutes of t-v:hna;ag. and Alberta Vocational
ccnt'r.- are under the jurisdiction of the Department of Advanced
Education and Manpower. The post-secondary, non-university institutes
are auionomu: and each develops, evaluates and @mg;: curriculum

independently of the othar.
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THE PROVINCE OF ALBERTA .
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Curriculum Planning and Developwent '

]

To prepare a model to monitor the effectiveness of the secretarial
science programs' curricula, it was necessary first to determine what the
basi,c\@-pon/ehts Of, these curricula are and then to determine if there is
a commonality among these co-éonenul in the professional literature that
has been written on curriculum theory, curriculum design, and curriculum
development.

The aut'hors’ who have written on curriculum theory describe in their
writings the :basic components which belong in an .effectiv: curriculuw
plan or model. Qver, these authors in aescri'binq the basic components
of a curriculum are‘ ot always consistent in the teninoloqy ghat ils used
to describe th me cq-ponent, nor are these components presented in tﬂ'le
same order, nor are the components given the same importance by each
author.

Kelly (1979) beliieve'.that the theory of curriculum and the planning
and developnem;. of curriculum are two distinct areas for discussion. He
goes on to state cha.t while curriculum planning and development depend
upon a thorouqh understanding of curriculum theory, curricylum planning
and development if the practice of.curriculum theory (p. 2). ne' further
recognizes .'that if equcational change is.to keep pace with and match
changes in society, it must be deliberately managed rather than merely
left to happen” (p. 2). "The educational system is a social institution

- which should be expected to change along with other such institutions"®

(p. ). ‘ .
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Curriculum - Its Definition

Just as curriculum haas r;!janqéé and evolved over the last forty years
20 has the definition of the term curriculum (Wiles & Bondi, 1979, Pp-
5-7).

Smith, Stanley, and Shores (1957) dsfine ﬁ;rtiéulu: as "a sequence
of potential experiences set up in the school !fa: the purpose of dimci-
piining children and youth in group ways of thinking and acting® tp- 3).
In the 1950's curriculum was seen as a means of socializing the children
and youth of the day. “ -

Taba (1962) agreed with this definition of curriculum when she
defined c:ufriz:ulm as "a way of preparing young people to participate as
productive members of our culture® (p. 2).

Saylor and Alexander (1966) moved the definition away from the
socialization aspect to include the learning concept when they wrote
"curriculum encompasses all learning opportunities ‘provided by the
school® ([:- ;15); Neagley (1967) supports their definition when he
defined curriculum as "all the planned exp&ﬂéng provided by the school
to assist pupils in attaining the designated learning outcomes to the . '
best of their ability" (p. 2). ’

| Kelly (1979) takes the definition one step further ﬁgé he includes
in the definition of curriculum not only the planned curriculum but also
the "hidden curriculum” as”well (p. 4). He goes on to explain ﬁa;l; the
" hidden curriculum is "those things students learn at school which were
not included in the planning; for example, social roles, sex roles, atti-

tudes, and values towards aspects of living" (p. 4).
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Kelly (1979) in his discussion of the dgfiﬁiti@ of curriculum
explains that curriculum can mean the mllést segment of the curriculum
-=-a subject area of study--to the total program of an educational
institution. BHe concludes that today the term curriculums usually refers
to the intentionally pignnaﬂ activities (pp. 3-4).

Wiles and Bondi (1979) contend that today the focus in education "on
accountability has pushed the definition towards an emphasis on results
and ends” (p. 7). They quote a statement by Mauritz Johnson (1970-71,
p- 25) as follows:

Curriculum is concerned not with what students will do in

the learning situation, but with what they will learn as

a consequence of what they do. Curriculum is concerned
with results (p. 7).

L]

t is evident from the above discussion that the term curriculum can
cause much confusion among p;fafenianih as well as lavmen when planning
and developing curriculum plans..

Components of a.Curriculum Model

The authors of curriculum theory have analyred the planning of
curriculum as a process starting from the general aims, purposes, or
gincié_lgg of aducation. The componenta that 'g{g,:; part of thisx ;ifc;cg'::
are defined in dziffgrgnt steps to be followed in each plan or model.

In discussing a curriculua plan, Taba (1962), a leading curriculum
theorist, perceives seVen assamtial Qi:inaﬁb: that should be in'eludeﬂ, in
‘any curriculum plan which i’t;agléi"bg followed by curriculum designers in a
pra-::ibgﬂ sequence in order to achieve an effective curriculum plan.

According to Taba, the seven elements that should be followed are these:

¥
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2:
3:
4:
S:
6:

Diagnosis of needs

Formulation of objectives

Selection of content

Organization of content

Selection of learning experiences
Organization of learning experiences

Determination of what to evaluate and of the ways and

means of doing it (p. 12)

Taba's Model for Curriculum Design is shown on the next page.

L m, s e wem Codeg ook wf g, Bae



A MODEL FOR CURRICULUM DIESIGN

requiremenis of:

Possible Centers for Organizing Curriculum

p— —

r Afected by
Ceniers of orpanization: and afecting:

Iniegration of

ton
wiall

Methods of account.
ing for Jearning

taken from Taba, H. (1962), p. 438
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7 ¥
Wiles and Bondi (1979) believe that while Taba's list of seven major
steps in eufﬁgulg development has seen ane of the best known in the
field of curriculum development, modern lists of these steps see
curriculum as a more comprehensive process (p. 35). They state, for
example, Fﬁjfareisen'g r;rable:n—salving action chain:

1. Identification of the problem

2. Diagnosis of the problem

3, Search for alternative solutions

4. Selection of the best solution .
5. PRatification of the solution by the organization
6. Authorization of the solution

7. Use of the solution on a trial basis

B. Preparation for adoption of the solution

9. AMoption of the solution

10. Direction and guidance of staff

11. Evaluation of effectiveness (p. 35).

Saylor and Alexander (1966) state that curriculum -planning is a eom-
plex undertaking and that the following basic assumptions are made-about
curriculum:

l. Quality of the sducational program has priority in
American educational goals.
2. The curriculum itself must be dynamic and ever chang-
. ing as new developments and needs in our society arise.
3. The process of curriculum planning, must be continuous.
4. No master curriculum plan will serve all schools.
5. Many individuals participate in curriculum planning.
67" Procedures of ,curriculum planning vary from ‘system
to system, frm school to school, and from classrcom to
1 bfit they are logical, consistent, and
e in each situation (pp. 3-4).
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Nea ley and Evans (1967) explain that curriculum design is usually

wlll

ivided into three categories: 1. Subject-centered or discipline

[+

‘entered curriculum, 2. Child-centered curriculum, and 3. Community- .

centered curriculum. They further describe curriculum development as a

procesns which encompasses the fs:llavifi; procedures:

l. organization of the curriculum committees;
. 2. selection of cbjectives, aims, and goals of instruction

3. the degignation of appropriatas content;

4. the choosing of the best method of instructien;

5. the selection of the evaluation procedures;

6. the trial and evaluation of these materials, learn-
in experiences, and methods;

7. the development of appropriate guides, and

8. the provision of procedures for continuous study,
evaluation, and improvement of the curriculum (p.5)

Sajrlmf and Alaiaﬂder (1966) describe in their model four essential
elements in the Process of Curriculum Pﬁlan,ning; This model is shown on

the next p;gé;

e ,
‘?,
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Figure 1: A Model of the Process of Curriculum
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Summary. | From the curriculum models presented, the five major
components of a cuf:iaxlu::mégl and processes needed to establish t;he;e
components can be suiafizgﬂ as follows:

1. PHILOSOPHY - estahlishing of the :iiiiggagiif. aims, goals and
purposes . of the program. |

2. OBJECTIVES - setting program abdjactives.

3. CONTENT - selecting and organizing content.

4. TEACHING METHODOLOGIES ARD EVALUATION - determining instruc-
tional methodologies and the evaluation of instruction and learning.

5. CURRICULUM MONITORING - establishing means to monitor continu-
ously or to evaluate the program and/or the curriculum plan.

Each of the abmre parte of the tzufriéulu! model inmlve.m ‘:ndEIE

standing of the factors that influence the process of selection and

-
=

“evaluation as well as the influenge each component has on the others.

Major Components of a Curriculum Model and
~ Factors which affect these Components

t

The researcher felt that a e,l;n;er examination of the first four
‘major components, as well as some of the factors Hhi:h!gffec,t these
componénts, would help to understand the process of the total curriculum
model. iha fifth component, "Curriculum Evaluation and Curriculum
Monitoring,” because of its importance to this study, will be reviewed in

Chapter III.

Saylor and Alexander (1966) discuss the factors that should be

considered in formulating a curriculum plan. They show in ‘their model,

\?‘;‘

A



"Planning Curriculum Experiences,” on the top half of the model the
elements of a curriculum model and on the lower half the factors which
affect the elements and must be taken into consideration when d;siqnim a

curriculum plan. This model is shown on the next page.

Vi
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:_ilﬁliﬁra;i

'E'ns purposes of an educational plan or program are usually stated in
~ general statements called the philosophy which states the expected out-
comes or the reasons for a eduational plan or program. The ganeral
philosophical statements are usually defined furﬂlgf in the general
:t;tg;gmj called @1: or aims. All of the -ghilagaphiegl statements,
general goals and aims combined make up the philosophy of an educational
plan or program.
philosophical statements about the general goals or purposes of a program
be sf;il;;li:hed first and agreed upon by the planners of a curriculum
model.

Wilex and Bondi (1979) believe that the @il@mpﬁy of a program
guides the action in the development of the program (p. 68). They
believe that "educational philosophies serve numercus 7fum:t;ian:= o
clarify objectives and activities in schools, to guide strategies for
curriculum change, to suggest lsarning theories, and tn define the roles
of persons engaged in curriculum i:jpfav;-gnt;‘ (p. 68). |

Taba (1962) describes aducational 713’!1.1?@?1? as “"the selection and
inta:p:gi;itiﬁf; of facts and ideax about the needs and beliefs about
society .:.ndf the individuals the program will serve. Bducational philo- -
sophy is the synthesizing of all pertinent k@wlﬁg and ideas to deter-
mine the chief ends and wvalues of education” (pp. 194-195)

Seith, Stanley and Shores (1947) write that "education refers to the
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standards of society. Schooling is a specialized aspect of this social

process” (p. 1). )

g
From the philosophical statements, the more general goals of edu-

cation or a particular program ir:s derived. These general goals are not
concerned with a particular gehiﬁ?égnt within a set period of tims
(Wiles & Boni, 1§7§, p- 228).

Wiles and Bondi explain the difference among the terms phil@iaﬁiiﬁl
:Eat—;gnt, ganeral gml:, broad objectives and specific abj-:tivn as a

hii:lr:hy ihavn grlphicllly as follows:

|
-~ BROAD OBJECTIVES
- SPECIFIC OBJECTIVES (p. 230)

Kslly iug;-aft; this concept of a heirarchy when he wrote, 'lt is
the rationale of the total curriculum that -;it; have priority since it
iﬁ\i;ld seem that once that is established on a firm basis, the :urrienlug
of lndivldugl ;u.bji;—t- should fall into place” (p. 3).

- saylor -ﬁ’g Alexander (1966) define the aims of the school as "the
objectives the school propose a8 to achisve as ocutcomas of its educational

activities. 1In curriculum planning, we consider objectives, goals, and

aims to be synonymous®” (p. 123).

-
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Smith, Stanley and Shores (1957) stated that:

The abjectives of education are derived from the culture.

Since the culture consists of ideals, ideas, methods of

thinking, skills, attitudes, institutions, and other man-

made aspects of environment, vhatever ends the school

attempts to achieve will be ends recognized as desirable

in the cultural system to which the school belongs (p. 107).

'ﬂg beliefs, attitudes, and experiences of the ﬁur;:.culm planners
will have the most direct impact on the establishment of the gﬁilasaphf
of an educational program as well as the general goals of that program.
Those that are involved in curriculum planning and development have many
factors to consider when designing an education program. Besides the
social pressure of selecting wvhat is culturally desirable, there are
political pressures and financial restraints that planners have to take
into account. Curficulum planners need to have a good understanding of
what knowledge is, the theories of teaching and learning, the gravth and
needs of the student clientsle, the talmg_ih:r acadenic institutions
and the role of the teacher (Kelly, 1979, p. 11). © 3

Saylor and Alexander (1966), delineate in their "Model for the
Foundation of Aims of the School” some:- of the ideas and controls curri-
culum planners must take into consideration when determining the general
goals or aims forra school o program.

Their model is shown on the next f.:ge-l
= ;
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Saylor and Alexander recognize the parameters that a curriculum
planner works within when they wrote:

The curriculum planner obviocusly recognizes that the social
group has provided him with the bodies of knowledge, the
principles, the structures of knowledge, and the generali-
zations that he must use in educating children to live
effectively in that social group (p. 1319).

Wiles and Bondi (1979) identify the sources for goals "as the

society, the learner, ?&ffﬁ organized knowledge® (p. 238).

i

Objectives A ' :

1
Wiles and Bondi (1979) believe that the next step in a cirriculum

plan are "specific behaviorally stated ijécti?gg which evplve from the

goals and general objectives. Activities or strategies and means of ~
evaluation are included in statements of behavioral objectives" (p./229).
- -
. E
The general goals of the program "must eventually be stated at the

Spe:;tiqnal level as behavioral respénses desired of the learner”
(Saylor & Alexander, 1967, p. 139).

A taxonomy such as Bloom's or. an overall scheme for clasaifying and

4
correlating objectives f;éilitgtg the planning, developmant and

#

evaluation af'ujits of instructions. Saylor and Alexander (1979)
'classify the behavioral objectives into three categories as follows:
The cognitive danain Outcomes that involve the acquisition

of knowledge and the use of this knowledge in carrying out
‘some intellectffal task or solving a problem. '

The affective domain. Objectives that emphasize some aspect
of feeling, emotional behavior, gr:ana; disposition, or

Paychomotor domain. Outcomes thai; conatitute muscular or
motor skill, manipulation, or neuromuscular coordination
(p. 139). '

=



product of student action® (p. 6).

52

Cohen (1970) defines an ahject;ﬁ as a "specific student action or

Eelly (1979), hﬁ\ié'\?éf, points oot behaviora? objectives and Bloom's

taxonomy as being too rigid. He criticizes behavioral objectives for the

following reasons:

Firstly, it is unsatisfactory [recisely because it is
behavioral and, therefore, loses sight of the fact that
sducational cbjectives must of their very nature be
concerned with much more complex forms of personal and
mental development (Hirst, 1975, p. 15)

Secondly, it is based on a g;mnﬂer;t:nﬂing of the relation-
ship between cbjectives. - R

Thirdly, it leads to a view of curriculum pPlanning as
of engineering or computer programming which fails to un
stand how curriculum objectives come to be framed.

Lastly, it operates at too general a level, assuming that
curti’euh can be planngd in a Utapia, carte blgm:he manner

,,,,,

(H;rstp 1975) (p. 39)- }

' Kelly (1979) goes on to suggest as one alternative to behavioral

abjee:ti*‘i?;s. "exprensive abjgctivez,‘ which he defines as follows:
. =

/

It 1:1&11#;115;;; a i;tuat;an in wh;&h ch;ldrm are t:l: m;rk, a
problem with vwhich they are to cope, a task in which they are

to engage; but it does not specify what from that encounter,
situation, problem, or task they are to learn. . . . An expressive
objective is evocative rather than prescriptive (Eisner, 1969

Kelly recognizes that for courses in the liberal arts, axpresasive

objectives may serve as the most relevant type of educational objectives;

may be best (p. 45);-
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Kelly believes that the most important consideration to keep in mind
when Gefining objectives is that they are provisional and "subject to
?ﬁdificatim in the light of the continuous experience both of ourselves
| és teachers and of our pupils once a course or piece of work has got

underwvay® (p. 40).

*

Content

K;. As with the selection of a philosophy, general goals, and objec-
tives, many f;;lc;;-tars enter into the decisions that are made about curricu-
lum content. ; , f

Kelly (1979) discusses the conflict that still exists begveen

liberal and vocational forme of education. He defines liberal education

as intrinsically worthwhile--having value in its own right. He further

discusses the three factors as having the greatest influence on the
selectioen of content as: the needs of society; the needs, interest, and
experience of the pupil; and the nature of knowledge itself., In discuss-
ing the needs of ‘iaeiety and education as an agculturation process, he
raises the concern of whether 3@;@&@ should transmit culture or trans-
form it (pp. 49-52).

The subjectivity of society to rapid technological and moral change,
prompted Kelly to proposes one alternative role of education might be as
follows: . T

A recognition of the rapidity of social change and of the need

for people to be equipped to cope with it and even to exercise

sobme degree of control over it suggests that schools should in any

case go beyond the notion of ihitiation of pupils into the

. culture of the society, beyond socialization and acculturatioen,
‘to the idea of preparing pupils for the fact of social change

itself, to adapt to and to initiate changes in the norms and
values of the community (p. 53).
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He concludes that the content of the curriculum—+is purely mjactive
and that "the moat that Ugéan hope, therefore, is ﬂi.lt the judgement is
truly professional, in other El:{ii. that vm(L'e being subjective it is 7
- N
also informed and firmly based m a full knowledge and \md’er;\tiﬁﬂfaf
the issues involved (p. 77).

gelection of content: judgemental, experimental, analytical and consen-

sual. These authors discussed the disadvant.agés of each of these ﬁ‘&éﬁ
dures -as well.

The juégegnﬁl procedures' success relies.upon the curriculum plan-
ners' interests, knt;ﬁledgé.-and ideals (pp. 55-56). |

The experimental procedures follows ﬂ'ug same ?neral ;:;tteﬁx- as
follows:

1. a hypothesis, that is, an idea is to be tried out;

2. control of the condition of the try-out;

3. an ohjective account of the results; and

4. checking the results against the hypothesis to find
whether or not the hypothesis is true (p. 157).

The gnalvti:ai procedure is "an analysis of the things people do in
order to discover the subject matter functioning in these E’:f;ivitj:iii'
{(p. 160), Other forms of the analytical procedures are activity (task)
analysis, job analysis, or "analysis to determine the generally useful
knowledge and skills" (p. 161). "I‘herg are six tec:hn;qnes used in the
gnalytic:gl procedures: 17_ interviewing, 2. working an the job, .

3. analysis of the job or activity by the worker, 4. questionnaire,

-?- daeumg;atar:y a,nalysii, and 6. observing the pg:fc;pance‘u;f gapie

(Pi 152)! = A g
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The consensual procedure is a procedure used to collect “peoples’

+ opinions about what they believe the curriculum should be” (p. 166). The
first step in this method is determining uho-are the "experts®™ whose
opinions will be louéht after; the next step is determining how to
collect these opinions; and the final step is the tabulation and
interpretation of these opinions (p. igjb.

Teaching Methodologies and Evaluation

After the philosophy, general goals, specific objectives, and con-
tent of a program have been selected, the next step in a curriculum model
is to determine the most effective means of transforming this content
into meaningful learning experiences for the students. A thorough under-
standing of the theories of learning, the students as learners, the role
of the teacher, and the evaluation process, is a prerequisite to estab-
lishing the teaching and laaréing methodologies of a program.

The Theories of Learning. Wiles and Bondi (1979) state that “the

\
learning theory and the learning approach selected by the planners are

functions of the desired goull_ot growth® (p. 63).

. They summarize three approaches to learning which have elvolved. as

follows:

l. Behavior approach is characterized by an external perspec-
tive of the learning process, viewing learning as a product

of teacher behavior. . . . Armed with terms such as conditioning
(repetitive response), reinforcement (stengthening

behavior through suppértive action), extinction (withdrawing
reinforcement), and transfer (connecting behavior with
response), the beshavioral learning theorist seeks to shape

the student to a predetermined fora.




2. Reed-structure approach is concerned with the needs and
drives of students and seeks to use such natural motivational
energy to promote learning. . . . Key terms used with the needs/
drive approach are readiness, identification, imitation, and

modelling.

3. Environmental approach to learning, is concerned with the
.restructuring of the learning enviornment or the students'
perceptions so that they may be free to develop. . . . It
acknowledges human diversity, believes in human potential,
and promotes both uniqueness and creativity in individuals
(pp. 63-64). )

They further explain the implications of the selection of any one
approach would have dif’ect affect on the selection of "basic classroom
design of learning spac:s, choice of mtqriali, and role of participants”
(p. 64). - |

Taba (1962) believes that “all theories of learning rest on a con-
‘cept of man and behavior® (p. 79).

Saylor and Alexander (1966) cluster the theories of learning as the
Stimulus-Response Theories of Learning, Punctional "rheories of Learning,
’and the Cognitive Theories of Learning. The Stimulus-Response theory
includes connectionism, conditioning, st-i.nu'lu;?response, and behaviorism.
The Functional Theories represent a intermediate position between the
other two groupe and is basgd on the_Sf_i-ulus-Response (S-R) factors but
introduce other elements such as motivation, inidal d:iscovety, and prob-
lem solving. Cognitive Theories include what are known as field,

Gestalt, sign learning, cognitive, and classical Gestalt. This theory of

- of the situation in terms of his oun needs and ntin,s'v_(lss')iﬂf)‘
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They conclude that no one theory of learning can be accepted with
confidence, but that "the theories and experimental evidence give edu-
cators the basis for proceeding” (p. 204).

Wiles and Bondi explain that "strategies or methods of teaching
include all those techniques, procedures, manipulations, and facilita-
tions of content and learning environments that are performed by
teachers” (pp. 168-169)

The Student. Saylor and Alexander (19667) describe “fatctors in
learning” and explain that behavior is the basis for all learning--"the
pupil must respond if learning is to occur". The learner himself
determines how he will behave in the given environmental situation” (p.
205). They explain that the characteristics of the individual which

: ¢
influence his behavior, as:

l. Heredity

2. Age

3. Sex

4. Capactities and abilities

‘5¢ The needs system

6. The cognitive-attitudinal-value system

.7. Perception of the objective characteristics of the environ-
ment

8. Aspirations and concept of self in relation to the situation

9. Drive state’ (p. 206) )

-2Research over the past twenty years has shown consistentiy that
individuals who feel capable, -significant, successful, and worthy temd td
have positive school experiences"” (Wiles & Bohdi, 1979, p. 258.').

The Teacher. The central role of the tea‘chei in interpreting the

objectives and content of the program as well as the &uhliﬂmont of the

—~
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teacl‘ning*nethodoloqies must be clearly recognized by the curriculum
planners if the program is to be successful (Kelly, 1979, pp. 18-20).

Before the teacher can determine strateqgies for teaching, the char-
acteristics of the learners, including physical and intellectual char-
acteristics, age level, maturity, reading ability, I.Q., and performance
evaluations must be understood. "Other Aata including attitudes,

' learning styles, and cultural backgrounds provide valugble ;1ues to
teachers and other curriculum planners” (Wiles & Bondi, 1979, p. 169).
Wiles and Bondi give further insight into the instructional process in

their model, "Model of Instructional Process,” which is shown on the next

page.
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"Curriculums planners must realige that the classroom teacher -ust
ultimately carry out the instructional program and must have some flgxi;
bility in selecting curriculum experiences” (Wiles & Bond'i, 1979,

p. 151).

Kelly (1979) supports this statement when he writes: "Any model we
adopt for curticulmvplanning must allow for the pe.rsonal and profes-
sional autonomy of the teacher, especially in relation to the framing and
modification of objective'g\ (p. 35). He also cautions that this autonomy
of the teacher may cause the results of the curriculum plan to differ.
from the expectations of the plmetlQ%qap between the official and
actual curriculuams" .(p. 5). A

Smith, Stanley and Shores (1957) identi{fy four principles that they
believe are the reasons that teachers are the keys to effectiwe curri-
culum development. They explain these principles ‘as follows:

l. The curriculum will improve only \hen the professional
competence of teachers improves.

2. The co-petence of teachers will be improved only ;s the\
teachers become involved personally in the problems ot cur-
riculum revision.

3. If teachers share in shaping the goals to be attained, in

selecting, defining, and solving the problems to be encountered,
and in judging and evaluating the results, their involvement
will be most nearly assured.

* T

4. As people meet in face-to-face groups, they will be able to
understand one another better and to reach a consensus an basic
principles, goals, and aims (p. 429).

Evaluation Process. Saylor and Alexander (1966) list the following ~

as reasons for evaluation: "to provide an overall view of the progranm,

-
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spot weaknesses, improve teaching, identify needed curriculum revisiong,
provide comparison with previous years" (p. 235). '

Taba (1962) recognizes thit the function of evaluation is to deter-
mine how well students have achieve_d the educational" objectives of a pro-
gram. The results of evaluation can be used to establish standards,

? detenjné' strengths and véa)uiesses. and possible causes, and student
placement (p. 232-234). |

There are two main categories into which all evaluation process
fall: 1. forut:un evaluation--an anu&‘-ent of progress toward an
objective, and 2. summative--a final evaluation to d'e'ternine if the goal
has been reached (Kelly, 1979, p. 106).

. Some writers see formative evaluation as a feedback mechanism for
both the teacher and the student. JIn addition, evaluation can provide
feedback about the teaching-learning process itself as well as the

reséurces-textbooks, audio visual aids, special equipment, classroom

organization, and administration.

-

Wiles and Bondi (1979) point out "there is little evidence that
. ¢ oo
instructional materials are evaluated either before or after use in the

classroom™ (p. 281) 5

Summary
The authorities on curriculum planning and dnvelopaerit have agreed

that there are four nayjct »éonponentn in.a curticuh’ plan: philosophy,

/progrntobjectives. program eont.nt.. and tsaching mesthodologies and

-

evaluation. In addition, there are many factors which have to be taken



into consideration when designing and implementing a curriculum plan.
A review of the calendars and course cutlines of the institutes

included in this study revealed that the four major components of a
*

=

curriculum plan as identified above are included in,K the secretarial
programs that are in place in the post-secondary, non-university

institues in the Province of Albarta,

, =
i
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The Influence of Technology and Society

on the Office Environment

®

The research completed would indicate that the main objective of the .
secretarial programs in the post-secondary, non-university imutum in
the Province of Alberta is to m students to enter administrative
service d;paft-enu in business and industry and become produptive
workefs in to;iay"- offices. Therefore, an understanding by business
edu:?ators of the role of the office, the role of management, and the role N
of the secretary is essential for curriculum development.

It- is mlly important for business educato;s to'mdersund how
these roles are bean affected by the continuous technological advance- o
ments being made, and by socia‘l and oconoui’c. changes taking place in

“business and society. . .

Technological Advancements

The office is the last frontier for incorporating the tachnological
advancc-ent-’_t.hat have been made 1n industry in the last two decadeg.
Industry is much quicker in accepting these advancements bescause it
i—ediat:uy makes us¥ of any t.chnoloqiéal innovations that will }.ncrca“ib
productivity, but the office has been ocontent to use not only the same

. proéoduru of tho past fifty years, bﬁt also much of t.ht equipment that
is used has changed little since it was first invented. PFor example, the
manual typewriler, first invented in the late sighteen hundreds, evolved

to the electgpic typewriter. This typewriter was then designed to be used

with a reyolving element as the typing mechanism, and, finally, in the-



last ten years the electric typewriter was designed with a corrscting
tape. Manual typewriters are still in ule in a mimber of small offices
and these typewx;'iten' can also be found in classrooms today in secondary
school; where future lteanrapim;r- and secretaries receive their train-
ing.

However, in the last ten mr-.,' not only have the larger business
organizations been adopting new equipment, but they have incorporated
‘new office procedures and organizational structures in their attempt to
increase productivity; .'Bu rate of change taking place in the office is

tontinuing to accelerate. Business educators find it difficulty to keep

A«

informed about the changes taking place in business offices as -aii as
how these changes should become part of the curriculum content and the
teaching strategies that might be ulot! to teach that content so that it
is relevant. ’ : ‘ v

In a special report by the "Financial Post,” October, 1979, English i
described the technological revolution taking plg}; in the office. In
d?scribing that office English said:

. The office of the future is‘ here mow. The r;nly thing that

stands in its way is people. ‘hchnoloqicllly’?ié have every-

thing we need to perform almost any conceivabls business task,

from computing to word processing to electronic mail and elec-

tronic fund transfer (p. 81).

English (1979) goes on to state in his up;g:t, that "Resistance to
change is, in short, uorqinq as the biggest social problem in auto-
mating the office® (p. 81). -

BMucation can play a major role in helping to: overcome the ﬁji:%_
tance m change by giving dtudents an opportunity to become familiar

A
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with new tachnology and ]lsarn how to cope with the effects that techno-
logical innovatitns will havi on ;;héi: working life. .,

One of the most recent innﬁv;;;ic:fs in the office is the use of word
processing equipsent to increase productivity. Current periodicals
report many success stories involving the nse of word proceasing egquip-
-e;at and systesis in the office. Por example, an engineering firm
reported "turnaround time increassd plhenomenally with the use of IBM's
system 6" and thit accuracy and quality of cutput also increased. The
firm also gxfx:igngg;i a cost reduction for projects. This fim Ezgvi—
ously used IBM Mag Cards and hag been innovative in thg use of the mag
card u a means of communicating large amount of iﬁfgl‘.‘iltig-;l betwesn haad
24). E

'n)te, new technology of word processing is only one part of the total -
technology .tih,at will be involved in automating the office. Wallace, in
her article which was titled, "The automated office is not out to ‘get
'you," points out that the basic purgase of the office is the processing

of irgoriuatian and that has not changed. She states:

Word processing has brought the entire office staff in touch
with the advantages of automation and, more imp@rt;ntly
still, it holds the promise *of becoming the central mecha-
nism for the fully inter-connect office of the future (The

Secretary, March, 1980, p. 16).

In the automated af'f@ of the future 1:!1’1;a input system will be
" through the use of automated dictation systems. Optical character
-readers will be used to tu:négvéfy electric typewriter into an input

terminal that a word processor will accept. g;i: spead g;intar: will be



66

[y

uyed as word processoring ocutput systems that will employ daisy wheels,
elements, jet-ink_ spray or hsers.‘

Reprographics will incln'de fully automatic copiers capable of gali
lating, stapiing, stacking and communicating directly with word process-

ing equipment.

—_—

The storage, retrieval and finallgiaposition of iﬁfornation'is
receiving much attention today. Microfilm, microfiche, and computer cut-
put microfilm are receiving wider acceptance among the business commumity
ﬁ a means of information storage and retrieval. Inl addition, computer
use for information storaqe' and retrieval is becoming more feasible as
costs of computers continues to decline and microcomputers become more
widely acceptea. There is a need for compatibility between word process-
ing equ’iplpnt and data processing equipment that must be recognized and
implemented by equipment designers. | The distribution of infotr;ation
through electronic communication is \r\eceiving greater attention as the
cost of mail increases and the need for faster communication is
recognized. Word processors and computers are capable of transmitting

information over long distances and costs for this service continue to

'decline./ﬂallace sumnarizes her concept of the office of the future as

follows:

Looking at tdday's automated offi¢e systems, many office
workers of previous technological]generations are astounded,
and sometimes frightened, by the anges they see. The truth
is that changes have just bequn. f Although the foundation for
the office of the future is ocoming together, experts agree the
real leap forward will occur when various office functions (and
their equipment) are totally inter-related, communicating with



ach other accurately, sparingly, and rapidly. When that
occurs, the result will be the true realization of the office
as a place wvhere information is gathered, processed, stored and
distributed as a genuinely comprehensive function, and where
office workers are far more free to perform their most effec-
tive fuynction: giving msaning to that information (p. 18).

In the National Business Bducation Yearbook, No. 1B (1980) Iannirzzi

in an article, "Implications for Pﬁié!ﬁ&éﬁﬁdif? Programs,” sxpresses con-

cern

ab@utfthe great acceleration in the rate of change taking place in

the office. However, this author appears more optimistic than others

when

H

he wrote:

The greatest advantage of such uncertainty is the opportunity
it offers business educators at the post-secondary level to
develop nev concepts and make suggestions as to the directions
in which future business education programs should proceed

(p. 212).

Iannizzi delineates six directions that post-secondary buginess adu-

cation will take in the future in order to present students with the

proper content to prepare for an office environment that includes

equipment that is automated:

-

CngET titleg that reflect nonsexist, more diversified

= Increassd emphasis upon decision-making and analytical
abilities, adaptability, communication abilities, and inter-
personal relationships. ’ :

= More extensive intefrglamiansﬁips among busineas, edu-

' cation, and éammunij? groups.

= Offices that incorporate microfilm records, integratad

data processing and word processing systems, computer con=
ferencing, and electronic mail.

= Mainistrative managers vho are change agents) efucators
who are managers of learning resources.

*

= A knﬂvliﬂgi revolution in which "skilledge" (being fully
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versed inAa particular area of application that includes a

background of theory and principle from which to generate

answers and, in addition, the pragmatic skills to put

theoretical answers to work) is vital to success in busi-

ness (p. 214).

According to Iannizzi some of t.hé?o-petencies that will be needed
by office "egployees of the future will be the ability to analyze data, to

’ make decisions, to .nanage people, to compose reporis and let’ters, to
understand interpersonal-relationships, to communicate~~the ability to
read, to list'en—‘,’ to translate and to understand business terms and
acronyms in addition to the ability to write and proofread
{(pp. 214-&6). .

There is, in addition for the student to develop these new cénpe-

»
tencies, the need for better cooperation between business educators anq
community groups to design curricula that are realistic. This coopera-
tion is needed to facilitate more relevant business education outcomes
and to bridge the gap between training received in school and the compe-
tencies and levels that will be required by these students as employees
in the world of business. A possible answer to more rele‘v;nt educatiopal
outcomes in b\uineu\ education programs is for the educators who teach
these programs to establish a more cooperative base of coﬁmmicatiori wi th
their counterparts in the business comupity.

The role of business educators will l';ave to change drastically so
that they become 'na:xagers of learning z;esources" and "engage in. :elf—
developnenf prograns-to keep thgnselves up to date®” (p. 219). 1In adapt- _
'ing this role change ;he-k educators will have to become involved in such

non-teaching activities as these: .
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working in offices, viamiting businesses, setting-up faculty/

business exchanges, participating in business oriented

associations, reading business literature, and attending

workshops and seminars conducted by business administrators

or managers. Instructor should serve as models for their

students as well (p. 219).

However, hot all techrxal&gigal advancements do get approval by busi-
neggs or education nor do they become a part of the business education
curriculum even when research proves the advancements to be superior to*
what is presently being used. ' -

To illustrate the above concern, Neill (1980) reviews the invention
of the t}g'?(ii;gt keyboard that was’ developed by Dvorak which can be
mastered by a learner in half the time.that it would take a learner to
master the (werty keyboard of a standard typewriter arﬂ alec yields a 75%

increase in pfaéuétivi,’ty. re-Owerty keyboard was engineered to make

typists slow down to prevent the ) from jigming@ However, today the

problem of jamming typewriter keys Has been solved with the invention of
the element typing mechanism. _ /

Some experimental \:t;\rk with the Dvorak keyboard has been carried
out in junier high schools, business offices, and with handicapped
people. The results of these e:tpsnirents proved the superiority of the -
Dvorak keyboard over the Qwerty. However, the Dvorak keyboard, in?enteds

%

forty-eight years ago, remains virtually unknown (Kappan, June, 1980,

pB. 671-673). ’

Inventions in the future may alsc meet the same fate as the Dvorak

" keybhoard. \ - ‘ -
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One of the more recent technological innovations is voice ,précg::s
ing. Although in its infancy, experts are predicting that:

The real breakthough will be when-voice can be effectively

broken into digital signals——the language of electronic
machines--go it can be used as the direct form of communi-

cations with machines, and can e stored and processed with
electronic communications (Office Equipment and Methods, Septeaber,
1980, p. 317).

Social and Economic Pressures

There are many social and economic changés taking place that are now
or will be affecting the curriculum of business education amd the role of:
business educatofs. Educational accountability is a reality in the adu-
.cation sector.

Wood in a chapter, "Curriculum Challenges of Secondary Business
Education,” feels that the California example of educational :Q:::::?imtaa
bility and the involvement of the public in settin;; competencies that
must be achieved by high school students before being allowed to graduate
will have a positive affect on ‘business education (National Business i
Education Association Yearbook, No. 18, 1980, pp. 200-211). Wood, in‘*
this c'hapter, discusses three main concepts that will have an impact on
the business education curriculum. In the California study, 59 out of 72
proficiences on which etuden?ﬂ 11 be tested prior to graduation are
integral parts of the curri\yu um of business education. Firstly, the
public sees the majority of the "survival skills"™ directly related to

business education. Secondly, business education should be able to raise

standards as accountability spreads into all levels of the school systen

-

and students will have stronger backgrounds in the basic skills of

-
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reading, writing, and arithmetic. Thirdly, a competency based model of

f .
instruction and as well as ‘flexible instruction will challenge students

to higher motivation. Wood (1980) concludes with this statement:

Qe greatest impact on our curriculum will not be from tech-
nological change, although there will be an unending chain
of modifications to office equipwiant and work systems. The
major change will come from soclal, political, and economic
forces. Educators can expect to be held accountable for
students' learninq.' We will be called upon to modify our
instructional systems to match the needs of individual
students. We are not just entering anh exciting, challenging
time of change in our field; we hage been in it for years.
All of us must be students of change in order to be teachers
of business education. The watchwords in our work must be
alertness, optimism, open-mindedness, and adaptability
{(p. 211).

There is, however, not only thevneed for accountability in the adu-
cational,systems,Nbut also pressure for more accqunt&bility in t£= A
business offices. The éccountability in the off;e; is in the form of
§teatet productivity for both managers and suppbrt staff, i;g; secre-
taries. ) |

Bruno (1980) in a chapter of the 18th Yearbook which is entitled, -
*"Constraints Affeéting the Business Office,” points out that: "The
office has been slow to automate. 1In comparison to agriculture g%é in-
dustry, the prime users of automated techpiques, business administration
lags far behind in capital expenditures for equipment” {(National Business
Education Yearbook, No. ie, 1980, p.24). This authér identifies the
major constraint to development in the office as fear, §gt points out the

following four factors as currently having the greatest impact on the

world of business in the near future:
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1. Business has a need to handle more information sach
day.
2. Clerical employees, and often the executive they sup-

port, are not as productive as they need to be to handle the
increasing amount of necessary business informa f_L on

3. Employees are Ee::aiing disenchanted with clerical and
secretarial positions and are looking for more -atulfat:tu:m
and opportunity to grow in their jobs.

4. Top management historically has viewed administration as
a support function for sales, production, and finance. As
such administratian evalveﬂ as a f:c:st gf dc;ing business”

i
=

Some attempt is being made to measure productivity in word process-
ing centers; however authorities consider this type of activity to be
non-productive because the results may be distored and not provide useful
feedback, or the fear or resentment toward measurement activities may
have negative effects on worker productivity. The objectives of measure-
ment, vwhat needs to be measured, and how measurement will be made, are
all questions that firms u!i"l‘g word processing have to ask (The Office,
Pebruary, 1980, pp. 24-32).

There is a growing need in business to evaluate performance not
only in the word ;{acessing department but alsc in other departments as
well if improvement is to be shown in the bottom line.

It is eatimated that two-thirds of today's labor costs rep-

resent top managers, middle managers, technical and pro-

fessional staff, and other administrators. By measuring and

improving productivity in the most expensive segment of the

work force, organizations hope to dramatically improve the

bottom line (AMdministrative Management, May 1980, p. 26-27).

The changing role of women is having a direct affect on the number

of potential. secretarial students available for training as well-as the
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number of women\who leave the secretarial field. More job opportunities

becoming available to women. Because of the shortage of well qualified
secretaries, more companies are giving incentives to secretaries by
offering career paths that eventually lead into management positions that
offer higher salaries. Promotional opportunities and higher &alaries are
also being demanded by some women as a result of women's liberation move-
ments and equal agpfrtunity legislation. Unger (1980) reports that the
IS

United States Labor tifgartment in its manpower projections predicts
that:

The number of openings in the secretarial field will con-

tinus growing rapidly in ‘the 1980's with 295,000 new posi-

tions expected each year through 1985. That makes secre-

tarial work the field with the most opportunities among the

299 job classifications which the Bureau surveys. Only by

upgrading titles and salaries will U. §. industry begin to

fill its need for secretaries (Canadian Secretary, March,

1980, p. 6).

Management is concerned with employees comfort and job satisfaction
[ ]

as a means of. iﬁcre};iir}g worker productivity. Research has b-m con= &
] : .
ducted to determine the effgzt that the office environment will have on
worker productivity. Physical features such as lighting; temperature,
equigg&nt; furniture, especially chairs; sgat:‘e.; decoration and color all
have been considered to try to determine :t;h;!effecf; each one has on
employée jp:adﬂci;,ivif;y in the office (Q‘g‘fif:g -Bgquipment & Methods, May,

3
1980, pp. 19-20). ; L -,
C :
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In the National Business Bducation Yearbook, No. 17, in a chapter

-
entited, "Technological Utilization in Business Bducation", Remesh

summarizes the chapter as follows:
L]

Educators have bequn to recognize the necessity to initiate
programs that provide students with an active and realistic

~ view of the world of work that includes social and technological
problems. These programs would simulate problem-solving activities
conducted in the world of work and society, with the business
educator providing the means (the learning enviorment) and the
students finding the ends (solutions). As part of the total
educational syste business education_will be responsible for
helping to meet t:e%ieeds brought about by technological change
and progress and the changing meaning .of work in our future
society. Therefore, these factors will shape business edu-
cation internally by affecting the curriculum and course
content of business education in the future (pp. 178-179).

Summary
The technological advancements and the organizational changes that

will be necessary to incorporate the new technology in the business

~
office will have an affect on the content and teaching methodogy of the

secretarial programs curricula.

New gkills will be needed i)y secretaries in order that effective use

can be made of the technological advancements being put into place in the

E

office of today and the future. Vendors, in-house training progranms,
post-secondary institutes will need to provide training opportunities for

these new skills to be learned by students and members of the work

force. \
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CHAPTER IIL

Introduction

In Chapter II, part two, the literature on curriculum planning and
devclop-dﬂ{;s reviewed., 1In that éaagtg;i from the literature that was
reviewed, it was determined that the authorities on curriculum theory
_agree that there are four basic eomponents that comprise a curriculum
. model--philosophy, objectives, content, and teaching methodologies and
evalmn:i.olﬂi " Some of the authewities, Taba (1962), Wiles and Bondi
(1979), and Neagley and Evans (1967), balieve that the evaluation ai; a
curriculum model or plan should also be a main component of ;ny cur-
riculum mcdel.

The writers on educational evaluation include program monitoring as

one model for educational evaluation. Curriculum and program evaluation

-
"cept of educational accountability. To gain a better understanding of

curriculum and program evaluation, program monitoring, and educational
accountability as well as the relationship that each of these terms has
to the other, a review of the literature was made and is p’:ggfmtéd in the
following éctiang.

{

The evaluation of any part af_},!ﬂ educational program or an sduca-

tional institution can be considered “"educational evaluation.®”
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Wiles and Bondi (1979) explain that there are many f:aﬁ__i the
school program that can be evaluated. “Common targets of the evaluation
g:cu:é;i afavi;hz appraisal of student ﬁ\jf};‘tﬁlig detsrmining thi valuss of
the curriculum, and the assessment of administrative and management

practices” (p. 176). Regardless of whether the entire program or some

segmments of a _:j:’:_:-g'ﬂﬁ are evaluated, the general pu:gnu& dqalfiaml
-vgl\nt:u:n is to improve th educational process. The avall;:tim process
may be summative--to make a judgement to discontinue a certain aspect of
the educational program--or it may be formative--to attempt to improve
the educational process. The evaluation judgment is usually based—on
some type of evidence such as: educational research which is bain:g used
to provide some eviden ence for making evaluation judgments.

Wiles and Enndl 8 model shown balow qivas a ca-prehe ive evaluation
program of the mhml (p. 179)

et

COMPREHENSIVE:SCHOOL EVALUATION

Fi“ lﬁd [ |
Feedback EVALUAMON  Deswn

/]\ﬂ

h ~

taken from Wiles gnd Bondi (1979), p. 179.



The purpose of any evaluation process would have to be clearly
stated prior to the evaluation taking place. .Because the :gipnﬁ-ﬂti of
a éurriculv.- @01 are continuously interacting with one anothar, it |
must also be recognized that evaluamtion of any one componant of the -:é-l
would produce a ripple effect on the remaining :ﬁ;pﬂngﬁti of the curricu-
lum model.. » ‘

Wiles and Bondi go on.to explain that regardless of the evaluation
process selected to evaluate a curriculum ‘model, it can be thought of as
-a “"problem-identification/problem-solving mechanism”™ (p. 151). f

These: authors see the purpose of an evaluation as helping schools tp
clarify q;als, to provide evidence of the attainment of goals or goal

) .
flincrcpanéies, and to provide suggeations for eaf;éetinq these discre-
pa_ncie;: In their paradigm on faéusing gvalui,ti?c:ﬁ ?ﬁit:h is shown below, -~
they go on to explain this concept n: evaluation g.:“; problem solving
mechanism (p. 182).

. ) ’ ¥

"( Objectives Derived
' nl.u\ / - .
n
taken from Wiles and Bondi (1979), (p. 182) Lo



Lewy (1977) gives support to the work on curriculum evaluation

offered by Wiles and Bondi when he wrote: “essentially evaluation is

concerned with the efficiency afjirpragfam ag a vwhole. Thus, the basic

concern of evaluation is the success of the entire. program including all

its components" (p. 23). ’ s
Wiles and Bondi (1979) suggest that curriculum spécialists will

establish, evaluation programs 383 initiate research in order to acquire

information needed to make curriculum decisions (p. 179). They suggest
for evaluation guch areas as: “student performance, staff development
patterns, parent-community feedback, policies and regulations, utiliza-

tion of facilities &nd resources, design of specific programs, effective-
‘ness of instruction, and administration procedures” {(p. 179).
Stakes (1967) in his article, "Toward a Technology for the

Evaluation of BEducational Programs,” defines educational evaluation as |
"expository: 5 acquaint the audience with the workings of certain

1

sducators and their learners. It reveals perceptions and judgments that

different groups and individuals hold” (Tyler, et al., 1967, p. 5).

Stake took the position that cbjective descriptions and personal
judgements become an integrated part of curriculum evaluation in order
for these efforts to lead to better decision making. On this particular -
issue Stake wrote the following: : -
Curriculum evaluation requires c@llecting.rgfcéesging; and inter-
pretation of data pertaining to an educational program. For a
complpte evaluation, two main kinds of data are collected:

(1) objective descriptions of goals, environments, personnel,
methods, and content, and outcomes; and (2) personal judgmen

mants, etc.
as weighing the oytcomes of a training institute against pre-
viously stated cbjectives, comparing the costs of two courses
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of study, collecting judgements of the .social worth of a certain
goal, and de termining the skill ar sophistication needed for
students ::mm::.ng a4 certain scholastic experience. These
evaluation efforts should lead to better decision making:

- to bétter development, better selection, and better use of

curricula (p. 5). (Italics in origial)

Scriven (1970) in an article, "The Methodology of Evaluation,® that

‘appeared in Perspectives of ggf:iculunggvalgagiat distinguishes between

the role and the goal of evaluation when he writes that "at the methodoe
’ : (
logical level, we may talk of the goals of evaluation; *in a particular

Slﬂéiélﬁgiéilfér peadagogical context we may—further éi:ﬁinguish several

possible roles of evaluation® (Tyler, et al., 1967, p. 40). According to
. ' # -
8criven the roles of evalugtlan are usually divided into two categoriesn:

sumgativa;ana formative.

Lewy (1977) statESiﬁﬁgt evéluatian is used by the curriculum evalu-
ator to answer a variety of questions. The criteria used by these .
individuals in evaluating §ragrggs are desired aﬁtééngi. the pr@ée:gg;;
generated by usggg or 13;:#13; the programs, énd the fit of the program

to a certain standard (pp. 24-25). To explain the collection of these
three types of data, Lewy wrote:

Ju dgam;nt

At various stages in the program's d:val:p-gnt, salacted
‘experts from different fields are asked to niigal its merits
and shortcomings ®ither as a whole or with fi!pact to its
various aggregated ‘parts. 1In addition, sometimes the
consumers or would-be consumers of the program, such as
students, parents, teachers, or community ragreinntat;vazf
are agked to give their opinion of a program. :

Process Observation

One of the most powerful ways to identify the merits or
shortcomings of a program is through observation. . . . Thus
observation may yield a detailed record about the student's
;b;llty to perform canglax gngnit;ve and p:ychanﬁtar ikilli.




development and explain thig concept further.

evolution rather than a revolution.

E ‘ ' 80
The student's product most commonly used for evaluation ’
purposes is a set of cognitive or affectiva responses to a given
stimulus. Questions that adequately represent a well-defined
domaine of skills are useful for detarmining whather students
have acquired competency in a ii?gn task (pp. 26~27). (Italics in
orfginal) ’ ’

Wiles and Bondi (1979) view curriculum evalliation as curriculum

urriculum devgiapﬁgnt is the advocating of change, the moving

rom the present condition to a more desirable one. Such a
pPosture accepts change as a given, and treats curriculum
improvement as a r-.ie activity. The question is not whether
change is desirabB¥, but rather the type of change desired. i

Thus, curriculum development is seen as a process; a continuum .
of events (p. 32). . . : d&

Kelly (lé?g) also believes that curriculum development should bai;n

L 9]

.

> . L . .
*The continuous interactions of all the elements involved

in curriculum planning was imgortant andl had to be allowed for
by the adoption of a model that was at the very least cyclical,
resulting in modgification of our objectives in the light of the
., tvaluations made, or, preferrably, one that allowed for- constant
-modification of objectives in the light of continuous evaluation



Educational Accountability

An jincrease in public awareness as to the effactiveness of aduca-
! ‘v
tional programs has led to what some authors describe as the "accounta-

bility movement®” in education. This has resulted in attempting to hold
: ¥

those individuals or institutions féspﬂnnible for the whole or any parti-
4 . -
cdular part of the educational system, accountable. However, as Gephart

-

and Mecklenburger, (1975) point out in their introduction in the book

entitled Accountablity, A State, A Process, or A Produat? several ques-

v

“tions have to be answered before act:aunt;bilitx can be applied to educa-
tionaI programs and to the peaéle involved in teaching or administrating
these programs. nge of the quest;;ans Are: ‘ttz whom is accaéntab;hty
directed? what is the abje;:t. af 'a;:r:auntgbll;ty? hmi are we ta attain !
accountab;l;ty? and why are we seeking accountability?® (Thirteenth Phi
Delta Kappa Symposium an' ﬁducatiaﬂal Research, 1975, p. xii).

- 'me purpose of aeeéuﬂtability is an attempt to int.rnduég g:gai;_gz:
efficiéﬂf:y and iﬁEfEB!E gaaugtivity i,ﬁté the aducational :ﬁtem- The

r

productivity, and thus, fer acec;uﬂtgbil;ity;

Gephart (1975) in an article, "Wrap-Up,”" in Accountability, a State,

A Process, or a Product? describes as:caimf;;hility‘ig “"a varying state of

being for eu:her an 1nit;.tuta‘ or an individual, as a process for affect-
ing that state of being or as a product” (p. 59). Accountability empha-
sizes the need for i;blie Awareness éf‘ educational activities, the need
to negotiate the ends and means, and &g{‘ng@d to assess the outcomes.

}

i

\
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"Educators are being asked to design and implement systems of operation
through which accountability may be accomplished” (p. 59). Gephart

further states that "community participation in goal identification and

A
prioritizing is the hallmark of the accountability Wovement®" (p. &0). !

Gephart describes accountabi¥ity from a systems analysis viewpoint

as "an acc#gbility subsystem, a part of the overall ,aducation system .

dedicated to determination of goals, the degree to which they are accom-

plished, and the procedures for .decreasing discrepancies among the
=

desired and actual accomplishments” (p. 6l1). To

in sducation "requires the design and implgggﬁtgi?ian of syigis for the

genkration of infar(’tatian, systems for planning, systems for management
and control, and sys;‘tems for communication® (p. 75).
: 1]
Striving to achieve accaﬁntability will lead to mote efficient and

effective sducational ptagrams (p. 61). .

However, \Hhil; eﬂ,‘ﬁégtiénal accountability can be seen as morally

Eden; b » @ducation is mly:se part of society, and -accountability

"cannot occur in gﬂueat;m alane, 1t must occur in gmrernnent. in recr rea-

tion, in industry and all fét:g& of society” (p. 67).

Sciara (1972) believes that “accountabi}ity is a privilege not a

burden® and that accountability can give dired\on and calls for&the beat

m ’aﬂﬁcatﬁ:rsg(p. 197). Be further believes: "] accountability aini;s at
fhgt comes out, 2, requires measurement, 3, assumes and shifts |

responsibility, i!g links teacher-student performance, and 5. Ea:iaatgi
the cs:llegn community, Board of Trustees, president, Eﬁi:ini;&:ta:’;, and

teachers (p. 197)",



Alkin (1975) in his‘article, "The Design and Implementatiaon of

E

Accountabili ty Sys tems”

in Accountability, A State, A Process, or A

Praduct?\ﬂef;ngs accountability as:

(1) a negotiated felatléﬂihiELr(E) designed to produce i)
lncregied productivity, (3) in which the participants agree
in advance to accept spez;fied rewards and costs, (4) on the

basis of evaluation findings on ‘khe attglnment of specified

goals (Thirteenth Phi Delta Kappa Symposium on Educational
Research, 1975, p. 23) (Italics in original) N

L]

I
Alkin describad the three types of accountability as goal aceounta-

‘ } bility, program icc@uﬁtability and outcome acdountability and egnstruet.ed,
' a chart to show the relitianship of each type of accountability to the
]

following dimensions: who is acca\mtable, to whom for what, ‘prxedu:gs

"m: attaining accaum;ablllty, and the tg:hﬁlqugs for agsegsing accounta-

bility. This chart is reproduced on the following page.
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Johnson and Grafsky (1973) describe an accountability plan as a n

gradual evolutianary process that achieves the ability to demonstrate

Xt effectiveness (pp. 3-8) They explginithe aims of a proposed

actountability system for a class, a school or college, or a school

system as follows:

1. Pocus the attention of ‘gguﬁselars, teachers, and adminis-
trators on helping each student choose coursas which interest him
and which are appropriate for him, and then focus all edugators’
attention on helping each student to progress toward completing
the objectives of each course in which he is enrolled. -

2. PFocus the attention of teachers dnd administrators on increas-
ing the efficiency of the educational process (more output for

fewer Jollard) without losing sight of the philosophy,. goals, .
and objectives of ‘the institution. . 4
3. volve every Pfafesgiaﬁal ETET;cm in the educational enter-

prize in objective septing for his own share of the output gm? in
reporting on how these objectives were accomplished. '

4. Establish institutional cbjectives as the sum total of the

.individual objectives of each professional petson. @

5. Focus attention of the public and educators on the instruc-
tional output of a school rather than on factors of input, such
as ‘pupil-teacher ratio and cost per average daily attendance.

6. Provide useful data to help make. management decisions regard-
ing the best teaching strategy to use and the best administrative
decisions to make regarding utilization of SCAYCE rEsourcen,
7. Allow for the setting of measurable &jgetiés‘ for functions
of the educational enterprise other than student instruction;
i.e., community service for which an adminstrator is responsbile.

8. Make it possible to allow for differences in input factors
so that the teacher in a relatively difficult teaching situation
can’ have these difficulties recognized and compensated for in
terms of output expectations. -
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9. Provide appropriite cutput data which is mjffieienﬂy abjective
to promote credibility even though it is partially based
on the best judgment of educators and on the report of an inde-
pendent educational auditor. :

<

10., Encourage the teacher and administrator to cooperativel
plan the utilization of a variety of teaching strategies and
to evaluate sach stategy so that those that help each student
accomplish the greatest number of objectives can be utilized. .

11, Put an estimated price tag on the reduction of significant
constraints and permit schosls to thereby justlfy their requests
for additional fuhds in order to as;;st more students to meet
more objettives,

12. Help the teacher build usable data on the qualifications
atudents need in ardgr to succeed in each course and encolirage

the establishment of realistic prerequisites, -

13; Byild a data bank of information about successful and s
unsuccelsful teaehlﬁg strategies tried under differing conditions. ,
This information can be used to reduce the thances of repeating ?j
the same unsuccessful teaching :tratggigs, , iliisg

14. Coordinats Hlﬂi and supplement the faculty evaluation pro-
cedure. ) .

15. Add to the job satisfaction of professional employfes by
establishing appropriate objectives for their work and then to
accomplish these objectives with deserved recognition for a job
vwell done (pp. 7-8).

These authors explain the main components of an accountability
system as input and cutput factors. They state that a system of
accountability needs first the esi;ghliih;gnt of a statement of
philosephy, goals, and objectives. Caufae abj tives must be verified
and measurable if course objectives are to be used as the ipfiil!g basis
for the measurable butput for a system of accountability” (p. 3). They

r
describe verified cbjectives as “"course objectives which have been
approved by an advisory committee, a group of teachers of the nt

subject, or bj a.recognized authority” (p. 3). They also recognize the
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nead to have well identified students, i.e. the student's previous

iy

(PP. 4-5). Obstacles to the learning process--"factors known about the
school, course, group of students; and the aanjm-xity which are likely to
be obstacles to ‘the learning process® have to be taken into consideration
when measuring the mtpﬁtg {(p. 5).
, y . )

They describe the input factors as: “number of students enrolled,
rrumber of students being taught by each teacher, cost per average daily

=) ! -
gtt&n&iﬁ& per year" (p. 30). 6 Whea describing what should be measured as

output factors, these authors wrote: “"Half the output measures are based
on what the teacher states t:he stur‘t must ll;géfnfﬁs‘zﬂmpiete the |
course”"--measurable objectives, minimum standards (p. 31). The a;he;r
half of the ocutput msasuremsant is rélated to stgtiistieal analysis of how
many students caﬁgieteﬂ the course, the number who sezur;ﬂ employment in
- .
‘the same or related field of study as the a;ufsa, .mﬂ f@ilaﬁ—ug studies
to the employers relating to perfnf:ance on the jaob (p. 31). These
authors advise to "select output gésupes which are as [xecise and as
-defernsible as éf;c:tic:gllftaking into consideration available time, money, R
and faculty ;ﬁa staff goodwill which can be iﬁvegtéé; in developing an
accountability iy"gtéi‘ {p. 35). These authors support G;ph;rt‘g descrip-
tigm of accountability when they write that the basic p:r;::ie afllaec@mta
ability "is to provide the teachers, administrators, and trustees \ﬁih |
data which they can use to determine how correct’ their past decisions
were and what their future ‘decisions should be ‘rggatrdir:; these educa-

tional programs” (p. 135).
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Stufflebeam in an article, "The Relevance of the CIPP Evaluation
: - : F 3
Model for Educational Accountability,” defines evaluation as:

First, eyvaluation is a systematic, continuing process;
second, the evaluation process includés three basic
_Steps: the delineating of questions to be answered
and information to be obtained, the obt
relevant information, and the praviding oF Lnfar:gt;ﬂn

to decision makers for their use to make decisions and

- thereby to improve ongoing programs; and, third, evalu-
'atxm serves decision making (Journal of ¥ and
Devolapn:nt in Bdueation, 5, 1, 1971, P. 19)..' ] ’ Y,

He goes on to def;r:agcauntab;llty as "the ability to accoud for
past actlcr;s in relationship to ﬂ'l! decisions uh;c:h recipitated the
actions, the wisdon of those decisions, the extent to which they were
.adequate_ljr'sndr efficiently implemented, and the .value of their effects"®
(p. 20). i | !

fh combines the CIPP Model in the fall,mring diggfam to show that
accour;tgbility can be achieved b} the use of the CIFP EVSIHEL Hc::dei

EVALUATION TYPES

CONTEXT INFUT PROCESS , PRODUCT

: . : i -
3lution t;ng;ennta— ermination,

DECISION MAKING

Strategy ¥ tion tinuation,

U , dification,
S r installa-
E tion L
S — -
. tecord of
ACCOUNTABILITY attainments

and fec;n:l;.nq

‘Taken from "The Relevance of the CIPP Evaluation Model for Mhicational

*

Accountability® (p. 21).
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Stufflebeam states that both internal evaluation which provides -

basic data for accountability and external evaluation which attest to the
‘adequacy of the internal &valuation data are needed in an accountability

model (p. 2‘3)_ :

¢ Pino (1975) in his article, "An Operational Accountability Model,®

. agrees with Gephart when he defines accountability as:

A partnership in stewardship of interésted pirties, the
‘purpose® of which is to provide a Systematic means to assure
expected ends-.

In lire with the above, the management of the system was
charged with the regponsibility of developing the capability
of:

s+ Accounting for past action in relation, to the goals from.
whiseh the program components evelved; . T,

Evaluating the wisdom of those:decisions and the value of the
#nargy expended; and

& Eetgmingﬁg the extent tp which the program goals were actually,
adequately, and gffigian;;y_ig}_qgggted {Thi¥teenth Phi Delta

Kappa Symposium on Educational Research, 1975, pp. 11,12). (Italics
in original) :

Program Performance ) Program Program R
Goals _o ]| Objectives —o| Planning : Implementation

. (management and S

and instructioral) Development .

Program
Evaluation

taken from Thirteen Phi Delta Kappa Symposium on Educational Research,

(1975), p. 15.



Progra-ai Initiated £o Achieve Accountabi lity

As educators have becone more aware of the K concerns over ﬁucatlanll

ulccount.ablllty, név teaciung methodologies and- new E:ﬁgra-; bBave been
created in an a‘ttempt to be more accountable fof eﬂucatianal &Bci:ians.
Viles and Bondi (1979) state that: “Compentency-basad sducation is
a produat of - the accountabxhty movement” (p. 290). . They believe t]jmt
- “the accountabxhty novenent of the late 1970's has resulted in ; number
of state legislatures passing laws establishing ninimumfﬂggtangy
requirements for promotion or'g_raduation" (p. 237). The terms “coping
skills," 'survivgl skills,"” and “"adult literacy," are finding a place in
laws and in the libterétu‘r'e (p. 237). |
FCo:n’petency-based educational programs have received acceptance into
nany-schools and col‘le-gesA and egspecially into vocational aﬂuggtimél

-

programs., . ’ ' : 3

'sp.dy {(1978) in hiQ article, "The me;eiency Criais and ﬂieiﬁiqh
Scﬁool Dipiona," reports that: “through April, 1978, at least
thirty-ihtee states had adopted some kind of policy or legislative action
requiring that students do—nore than pass a sufficient number of courses '
_aé a condition for receiving a diploma™ (New Directions for Eﬂur:gtig? and

-‘Mork, 1978, p. 35). .
‘Wiles and Bondi_ (1979) report that school accreditation visits at
.'teqular intervala of five to ten years are us;ed to an%ss Séhéﬁll. €

according to a set of standards. School surveys are being used to evalu-

ate specific areas within a program (p. 180).

Wot only are programs Or parts of programs being ﬁalm&d. ‘but also
-entize institutes are being evaluated. Konrad (1979) in his article,
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"Institutional Renewal” defines the concept of institutional renewal as

follows:

Institutional renewal is defined as a process whereby an
institution ascertains its current, condition, identifies’
the discrepancies between what is and what ought to be,. and
directs its aetivities towards the achievement of its desired
state. . . . Institutional renewal is an On going process
consistent with the notion of pNanned change (Journal of .
Canadian Community Colleges, 3, 3, 1979, p. 3). (Italics in '’
original)

Program Monitoring

Monitoring is one system or procedure for evaluating educational
programs and, tgerefote, a system to achieve educational accﬂuntabilitfg

The authors who write about the need for monitoring are more con-
cerned with the idea of an on-going type of evaluation gf@eﬁ::; rather

than a one-time evaluation procedure. 1In monitoring there is a change

over time, an evolution rather than a revolution. It is a mechanism for

showing how thg,progxgt\has evolved and fqgssﬁéwing how the program plans

- e
to evolve over a given period of time.

Kelly (1979) describes monitoring as a means of gchiaﬁiﬁg aéc@unta!
biljty. Monitoring is taking the responsibility for determining the kgﬁgs
efficiency and effectiveness of educational change (p. 104).

"Program Monitoring in Highef'fduegﬁian,‘ is the title of an irtigla
vriEten by Pincher (1978) whé points out that the emphasis today is on.
monitoring program offoctivohons and its potential for mggiing and serv-
ing cliont‘;eeds (New Dir;ction. for Program Evaluation, 3, 1978,

p- 65). °
Fincher believes that "jt is expected that some continuing mechanism

will result whereby the procisl will not begin anew the next time
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" [\ . . .
accreditation comes ¥réund. “In reality, -unfortunately, it seldam happens

L R -~ o .

that way® (p. 65). ‘

In th; area of curriculum monitoring, he writes:

Conflicting course ahjectives ;né great variation in subjeact-

matter content in classes, courses, and programs, are also

subjects of criticism, but it is a rare faculty that does not

show great reluctance or inertia in matters of curricula

reform (p. 67). »

The authbrs on monitoring are supporting the procedures and beliefs
of the Quth?rt who wrote on accountability: Gephart (1975), Sciara
(1972), and Pino (1975). ' The additional idea that the authors on
monitaring add to the ideas of accountability is the time factor or theA
scheduling of a continucus evaluation process. A monitoring ;ﬁdei is a
model for impi;menting a continuous evaluation system. A moni toring
model could be applied to a total eﬂutatianal institute, a program, or
any part of a prog;ad-

Summar -

The authors on educational evaluation or educational ai:c@\m.tability
approach‘the pubject from different p;inﬁs of view, ﬁaégver§ there is
agreement that there is a need for planned and ;aﬁaged change in
edug:tional programs anﬂjiﬁ sducational institutiaﬁs-

The changes that will and must take place in a program curricula
must be researched, planned, managed, and ev;iu;tid. A program or a
mechanism for this type of complete Efégram curricula evaluation needs té

A ..
be A continuous, on-going process. This type of program would be a

msonitoring model.

=
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] ' ®

or any part of that program is seen by the authorities as a process. A

A monitoring or an evaluation model for a total educational program

"

monitoring or an evaluation model is a process used tn:s’salg problems or
to make educ’a,tie;-ngi decigions,
The main components of a ﬁﬂi!tating or an evaluation model afez
PURPOSE SELECTION - the identification of what needs to be L

evaluated, for what purpose, howv the evaluation will be conducted, and an

assessment of what value this evaluation will have.

. INPUT - the determination of the evidence or data that will be
collected through the monitoring process. )

PROCESS - the organization and analysis of the data--both abjgét;vg
and subjective, assessment of the Iaata. ‘

OUTPUT = the determination and recording of decisions that werse

i

implemented because of the -i@ing Process.

In a monitoring model these components are cyclical. The record of

=

the decisions (Output) becomes a part of the purpose or input of the next
evaluation cycle.

The purpose of a curricula monitoring model would be to improve
- 1Y . P L
educational accountability. This would be achieved by providing an

effective and efficient educational. program.

6



- Introduction -

% Thi's research involved the following major phases or steps: 'Fiﬁlt.

business education programs, particularly secretarial b@aiﬁinq in the
sscondary sghaalsrafng post-secondary institutes, ineluéing both private-
and public instit\ftia,nsr in Alberta. This review was completed in order
for the researcher to gain a better :uﬂéerstaﬁding of the institutes which
were included in this study, and to gain insight into the educational
philosophy which was influe,ﬁgtial in e;tablishiﬂé the different types of
institutes as they existed at the time of the study. .

Second, a review of the literature on Eurri:glm planning, curri-

_ culum development and currieulum model building was undertaken to
determine what the a;ﬂmrit;igu believe to be the iﬂjﬁf L‘CiipDHEﬁLS of 'a
cv;zrficulum model and the fé:tﬂfs which influence each of the components

. of the model.

Third, a review was gﬂe of current literature and periodicals in
business and in business erucatign to determine what influence the recent
technologqical and organizational changes in an office environment has had
on the office and how thgsséchaﬂgg might influence tJ'le secretarial
7(:‘:1*1‘11‘2'\11& of pastéja'cémja:f, rgn@gniﬁrsity iﬁétitutem »

EF@urﬂn the literature on géueat;ianal evaluation by iegainé

authorities was reviewed to determine the components of the evaluation
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neéelg that these writérs beliesve should be used to evaluate a curri-
culum and which had i:piiegt.ians for this study. Also ﬁviéﬂd were the
writings of 1E;?Idin§ aﬁﬂiafitiea who have written on the topic of educa-
tional accountability and program mﬁi::.@fing;

» L]

Organization of Research Data

‘i The research instrument for this study HS‘ a questionnaire which was
divided into three sections. The first part of the questionnaire was
the questionnaire determined the profile of the institute and the s!;ue;]ent
clientele where regp@négnts taught. The third part of the qnest;.ianngi:e
wvas used to identify program objectives, program eaﬁi;ent, program evalu-
ation Va,nil curriculum development in the future. |

The research data will be presented in the order in which it was.

secured on the research instrument from the B89 completed and usahle
questionnaires that were returned by participants, Data in these tahles
will not be placed in rank order which is the normal procedure ﬁ:eﬂ for
reporting the findings of educational research. The data from these
instruments will be presented in tabular form for ease of presentation
and analysis. The total percentages in some of the tables do not add up
to exactly one hunﬂreﬂ jpeteeaﬁ because the numbers have bsen rounded off

" to one decimal [;Sint-



Part A - Eesganﬂe:::ti: Eraf;!f

To collect the data that would establish the profile of the respon-
dents, Part A af the questionnaire éaﬂtilned 13 questionsa. vhich would
éet&f:ine ivnfar-;tian about the respondent with regard to the position
held and the institute where the respondents worked at the time of the
study, perscnal information as to age and sex, the gﬂueai;ic;ﬁal back-
ground, the work and teaching experience and ;tgfgss;anal development of
each individual.

! The data ;Lﬁ Table 1 show either the teaching u::r%:the administrative
position that was held by those invgl#gd in the research.. These data
';haw’ that 61 out z:f B9 (67.4%) of those included in this research held
the position of full-time instructor in the institute where they worked. '

Of the B9 pgfticip:ntz only 12 (13.5%) inéic&teé that they held a
full-time administrative position.

| Table 1

Instructional or Administrative Position Held by Respondents

R=89

Type of Position ‘ No. Percent

Full-time Instructor 60 67.4
Part-time Instructor 5 - 5.6
Full-time Administrator | 12 1S

Part-time Administrator/Part-time Instructor 12 13.5

Total ' ' ' a9 100.0



Data in Table 2 show the sex of the respondents in this study.

The majority, 65 (74.7%) of the respondents were female. Two

participanta failed to check their sex on the research gquestionnaire.

Sax of Those Who Participated in the Study

~ , N=87"

Sex Respondents
No. Percent . N )

Female 65 - 74.7 -

Male 22 25.13

Total a7 100.0

Note: This number is less than 89 because 2 participants elected
not to furnish this datum.

B PR
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Respondents were asked on question n&u three to check their age
citegcry for their age when they @nplataéiﬂu ingtrument. In Table 3
are data which shows the age of ﬂmg;vm participated in the study.
Data in this table show that the majority (62-5!1) of the participants
were between 30 to 50 years of age. Of this majority 39 (43.8%) of the
teachers and administrators of secretarial programs were between 30 to 40
years of age. Seventeen or 19.1% indicated that their age was between £1
and 50 years of age. These data show that the majority of fespanéexit;g
could be classified as entering the midpoint of their "teaching careers.”

There were 27% of the respondents who were over the age of 51 years.

TABLE 3
Age of Respondents at the Time of This Study
=89

. . Respondents - . \
Age of Respondents No. Percent .

Balow 30 years of age 9 ! 10.1
30 to 40 years of age 39 43.8
41 to 50 years of age 17 19.1
51 to 60 yélri of age 20 22.5

of

61 to 65 ysars

" Total 89 100.0
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. Data collectsd from question number four of‘ the research instrument
was used to assemble Table 4. Data in'this table show in \hich‘ institute
participants were employed. These data show that 51 of t_he participants .
were employed in the ten colleges in the province, 22 out of 89 or 24.7%
of the research population were gnployed in the four Alberta Vocational
Centers, and 16 participants were employed as instructors or adminis-
trators of secretarial programs at the Northern Alberta Institute of

Technology (11) and the Southern Alberta Institute of Technology (5).

Table 4 is shown on the next page.



TABLE 4

Institutes Where Respondents Were

NHame of Institute Respondents
Ho. Percent

Alberta Vocational Center

]
Y
ot
oy
]
e

Alberta Vocatiomal Center - Edmoriton

. Alberta Vocational Center - Grouard

Alberta Vocational Center Lac ILa Biche

Fairview College

Grande Prairie Regional College |
Grant MacEwan Community cn?lleqev
Eéyam College

Lakeland College

Lethbridge College

Medicine Hat

Mount Rajraf_t Ct;:ll;zge

Olds College

Red Deer College

Jorthern Alberta Institute of Technology

Southern Alberta Ingtitut;;ﬂf Technology

(%]
(%]
[

J

(.
1]
o]

—
—
—

. W

-
'

Total
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Question five of the rese,aw{ch instrument asked the respondents to

indicate their educationii background by identifing where they had
sé_‘cured their secretarial training. This questions was asked to
determine where instructors and administrators secured their Eain;i.ni;
prior to teaching secretarial programs in a post-secondary non-university
setting. Data in Table S illustrate that 23 or 26.4% of the 87 /
respondents vho\co-pleted this question received their secretarial
" training in a university environneﬁtg These data also show that 15 of
the respondents indicated that they had no formal education in
secretarial traix;inq prior to teaching n&rétg:iil programs in thas
institutes where they taught.

This table is shown on the next page.

-



TABLE 5

High School or Post~Secondary Secretarial Training
Background of Respondents

N=87
Respondents
Type of Secretarial Training No. Percent

High School Secretarial

Business Pducation Program 4 4.6
One-year Post-secondary

Secretarial Business Eucation 10 11.5
Two-year Post-secondary

Secretarial Business Blucation 9 10.3
Privage Business Education College 17 19.5
Secretarial Business Bducation

Major at university 23 26.4
Secretarial Business Pducation ‘

Minor at university ) 5 5.7
No formal secretarial business

educational training 15 17.2
Other . 4 . 4.6

A\ .

Total ) 87 99.8

Note: This number is less than 89 because 2 participants elected
furnish this datum.

not

102
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Table 6 includes data that show th; type of university degr:e heald
by thaie who completed question number s;x on ﬂg?te;ggrdﬁn questionnaire,
Data in this table show the variety of university éegreeg ﬁh;l,ﬂ by thosae
involved in the 'st'udy; These data shéw that of thg 75 individuals who
supplied this datum 15 or 20.0% hold a baccalaureate in edlucation. These
data also show that thg majority of iﬂgtruei.?ats who teach secretariil
programs in the pirticfpatinq instib;‘:tgs held some typg of university
baccalaureate degree. It is interesting to note that 14 or 18.7% of the
:gsgﬁrgh population hold an advanced degree abave the Bachelors _dgﬁfég_

Table 6 is shown on the next page.
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TABLE 6 ¢

: ¥
Type of University Degree Held by Respondents-

B. A. 2 2.7 -
B. ma. 15 - 20.0
N B. Com. | 2 2.7 )
B. Bd.(Bus. HA. aajér) 9 12.0
- B. A. plus B. Ed. 12  16.0
- B. H, QE. B. Comm plus

Diploma Of On® year - .
towards Masters 6 8.0 .

‘M. Ed. : | 10 | 13.3%

D. m. 2 s 2_7‘4 *

Ph. D. 2 g

Total ’ % ™o.1

Note: This number iz less than é? because 14 participants elected not ‘tg
furnish this datum.
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Under work experience two questions were included to identify the
amount of secretarial work experience the %espondents had and to
determine the recency of that work experience.

In Table 7 are data which show the mumber of years of work
experience that the respondents had in a secretarial work situation prior
to becoming instructors or administrators. ’E‘xem_g data show that the
greatest number of respondents, 20/77 or 26% had two Yeaz;s or less of
experience as a secretary. The i;jgrfty, 45/77 or 58.5%, had l:e*;iag'n 3
to 15 years of experience in an office setting working as a 53?1‘21‘.&?}:

=

TABLE 7

[y ]

ecretarial Work Experience of the Respondents

N=77

Years of Respondents
Experience No. Percent

hond
0
[,
G
"
o
2]
[ ]
ot
i
h
'y
L]
~

L
[}
H\
o
3
'
o]
™
P\
wn
ot
W
L]
(]

ot
]
}
I
L]
b}
»
N
]
Y
W
-
=

Total 77 100.1

.

Note: This number is less than 89 because 12 participants elected not to
furnish this datum._
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In Table B are data vhich show the recency of the secretarial work
experience that respondents had prior to entering employment as either
an instructor..or an administrator in a secretarial program. Thirty-one

of the 75 réspﬁﬁdents indicated that they terminated their work

instructor or an administrator in an ;ﬂu::atianarl institution. These data
also show 17/75 or 22.5% of the feseazi population had ileft businesses
pattern and elected to become emploved as an i{lsﬁmct@r @;r’“ administrator
at one of the participating institutes. In the research population there
ware 15 participants who had work experience in an office in the past two
yaérsi This latter group t‘:pzesgﬁted ED.QE of the 75 respondents who
elected to furnish these data.

Table B8 is shown on the next page.



TABLE 8

" Recency of Respondents' Secretarial Work Experience

N=75

Racency of Work
Experisnce

Y

0 = 2 years ago 15

T 3 - 5 years ago 17

6 - 8 years ago 12

U]
]

o
L8]
[]

14 years

[
n
]
—
o
"
o
-
2]
™~

11 years ago [

ap 6

4go 11

BAYS AgO 3

Total

Note: This number is less than
furnish this datum.

89 because

100. 1 o,

14 participants elected not to.

- e

R AR

e
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Question eight on the research naire was used to determine

the teaching gxpsl;ignc:e of those ,,é up the research population.
This question was a two part question. Part one was used to determine
the teaching experience that the respondent had in the institute where
that individual was employed at the time of the study. Part two of ques~
tion eight was used tn: determine the total number of years of teaching
. experience ‘that the respondent had since leaving business’ or university
to mf;me an instructor.

The data collected with these two questions are shown in Tables 9
and 10 respectively.

Data in Table 9 show that only 9/87 or 10.3s of the reésearch popu-
lation had lesns d'hm one year teaching experience :m the institute in

which they were employed when the study was conducted. The majority of

post-secondary non-university institute for one to nine years; while 23
or 26.4% had been tgac—ﬁinq in the institute in which they were employed
at the time of the study for over ten years.

Table 9 is shown on the next page.

S



_ TABLE 9
Teaching Experience in Institute Where Respondents Were Employed

N=87

Years of Teaching Respondentsa
Experience Ro. Percent

L]
(5
»*

Kok

25‘ or RMOYE Ye&ars
20 to 24years 0 0.0
15 to 18 years 12 13.8
6 to 9 years 21 : 2{;1
l to 5 years i? 21.8
¥ 1 to 2 years 15 17.2

r less than one year 9 . 10.3

Total 87 99.8

Note: This &r ig lesa t';hiﬁ ‘89 because 2 participants elected not
furnish this datum.

et e, T S ks . e



Data in Table 10 is closely related to data in Table 9 because data
in each table had to deal with teaching experience of respondents. In
table 10 are data which show the total number of years of teaching
experience of the respondenta. These data show éﬁft 81.8% of the
respondents who supplied this information to this guestion had over six

years teaching experience.

TABLE 10
Total number of Years of Respondents' Teaching Experience

N=88 o

Total Years
of Teaching Regpondents
Experience No. Percent

25 or more years 8 9,1
20 to 24)years 4 as
15 to 18 years 20 . 22.7
10 to 14 years - 19 -21.6
6 to 9 years 21 23,9
3 toc S years 9 10,2

l to 2 years k| 3.4

‘llolbb: This number is less than B89 because 1 participant elected not to
furnish this datum, '



Question nine on the research instrument was phrased so that it

would determine the number of curriculum courses that each respondent lnd

taken at university. These data is shown in Table 11.

Data in Table 11 show that 10 participants of the 56 respondents who

answered this question indicated that they had taken more than 10 curri-

culum courses at university. The greatest number, 30 or 34.9%, have not

taken any curriculum coursess at aniversity.

The researcher questioned. vhether or not there may have bsen me

confusion over the interpretation that participants gave to the tarm

“curriculum course® that appeared on the research questionnaire as the

- possible reason that 10 participants indicated that they had taken 10 or

i:::re university currieculum courses. These individuals may have confussd

the term "Curriculum and Instruction® (C & I courses) with "Curriculum

Course” per se.

-

TABLE 11

Number of Ourriculum Courses Taken by Reip@ndgﬂti

over 10 courses 10 11.6
6 to 9 courses 2 2.3
1 to 5 courses 15 17.4

1 t© 2 courses 29 33.7

Total 86 99,9

Note: This number is less than 89 because 3 of the participants elected
not to furnish this datum.
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Question ten of the research instrument was a two PArt question.

The first pirt.éf the queastion was used to determine the invnliizgng
respondents had in professional organizations. The second part of this
question was used té determine if respondents attend workshops or con-
ferences to up grade and up date their backgrounds.

Data from the first part of this quiig}ana-gr: used to organize
Table 12. These data illustrate that 57 aé the 89 respondents held
i-:bniihip in the Alberta Business Education Association, an organization
established for post-secondary busineas education instructors, bgt'gpgn
to business educators at all levels of education as well as interested
business people. This organization was established b§23§§3 there was not
a full membership status allowed in the Business Education Council -

Alberta Teachers' Association to any business educator that did not have

& Alberta Teaching csrtificntgf
These data show that only 4/89 or 4.5\ of the tgigandgﬁﬁi belong to
thé National Secretaries Association. These data can also be interpreted
to msan that many instructors who tsach SiniFlIiil p:aéfa- ars not
involved with professional ﬂfg!ni:itiﬁnlo;i the national and inter-
national level only at the provincial level.
Table 12 is shown.on the next page.

=



a~ TABLE 12

-~

Memberships Held by Respondents in Professional Associations

N=89
Association Member - Percent =  Non-member Percent
Alberta Business Educators
Association 57 4 84.0 32 36.0
Business Education Council
A.T.A. 31 34.8 58 65.2
National Secretaries Assoc. 4 4.5 85 95.5
National Business Education _ )
Association ’ 18 20.2 n 79.8
Canadian Association of i
Business Education Teachers 11 12. 4 78 ' 87.6
Chamber of Commerce "8 9.0 81 91.0
Phi Delta Xappa 7 7.9 82 92.1
\Other Organizations 24 26.9 - 65 -73.'6
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The secind part of question 10 required that the respondent check

either "yes® or "no”™ to the question: “Have you attended a workshop or

conference on business education in the past twe veara?"

In Table 13 is an analysis of these data which indicate that 72 of

the B9 respondents or 80.9% checked "yes” they had attended a
workshop/conference within the past two years to up-grade their
background. ” ' oo

1

TAEBLE 13

Respondents. Who Have Attended a Workshop/Conference
in the Last Two Years

Positive/Negative Respondents
Rasponse No. Percent

Yen 72 80.9




INSTITUTE AND STUDENT CLIENTELE PROFILE

:

Part B of the research instrument contained six questions that

requested information about the institute and student Population
&

of
institutes where the respondents were employed. The questions in this

part of the instrument asked for information about student enrollment in

the secretarial program in participating institutes, the entrance
requirements of students that enrol in the secretarial programs, the

length in weeks and the organizational format for the academic year in

the institute where respondents taught, what grading system was used in

=

sach of the respondent's progras, and vﬁit program specializations or
advanced programs were available to the students.

The data in Table 4 of the previcus section show that the nsgarchr'
population was made of three typss of institutes: Albertér Vocational

Centers (4), Colleqes (10) and Institutes of Technology (2). Data in

this table also show the number of reéspondents in each institute and the
percentage of the total population from that institute who were involved

in the research. In this table these data show that 51 respondents were

from the ten collegesn, 22 were fx‘c:;t;he four Alberta Vocational Centers

and 16 ware from the ,Iﬂ:tii:étﬁ of Technology. The information from this
table will be used in subsequent tables in the next two sections to cross
t!bulate other research data with the institute group shown in Table 14.

Table 14 is shown on the next pags.
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TABLE 14

Humber of Respondsnts From Each Group of In-tituf_i:
Within Research Population

N=89
Type of Institute Respondents
’ Ho. 1
Albarta Vocational Canters (4)22 24.7 .
Colleges (10) R 51 57.3
Institutes of Technology (2) 16 18.0
Total i 89 100.0

The first question under Part B of the research injﬂﬁnﬁ requested
1nfar§ntiq-n to determine the size of the -tuﬂ-nt. inrallunt in t'l,m
‘i!i:fl;‘.li‘;ll Program in the institute vhere the respondent was employed.
In Table 15 these data are shown. X

These data show a considerable variation of student enrollments for
the B2 research pi:tieip:nt; who supplied data to this particular
qﬁg:t,iam Student enrollment for the secretarial program varied in the
three institute graupiifrﬁ- over 150 students to, from 1 to 24 students.
Fifteen respondents indicated that the :Eudgnﬁ anrollment for tha
::er:t!:i;i pProgram at tha ingtiéuti whers they worked gii from 25 to 49
students. Similarly another 15 of the 82 respondents, 18.13%, stated tﬁlt
the student enrollment at their institution was over 150 students.

Table 15 is shown on the next page.



TABLE 15

Student Enrollment in Secretarial Program
Where Respondenta Were Eaployed
N=82

_ [ ]
; Student Respondents
’ : Enrollmant No. Percent

over 150 15 18.3
125 = 149 1 «13.4
100 - 126 - 13 15.9

75 - 99 8 2.8

Note: This number is less than 89 because 7 participants elected n to
furnish this datum. ¢ )



ﬂua:_tian two, Part B, of the rasearch instrumernt was used to
determine the !tuégnt_:ntrgncg requirements for admission to the
secretarial program in the institutes where the respondents worked.
‘These data are shown in Table 16. 3

Data in this table show that of the 85 respondents involved in the
~ research 31 indicated that for atn applicant to be admittaed to their pro-
gram that appli,gmgha’«a to meet any one of these entrance requirements:
18 years of age or have adult status or have a diploma from high school.

_TABLE 16 |

' Perceptions of Respondents to Admission Requirements for
. Secretarial Programs in Institutes Where They Were Employed

=85

Entrance Raquirement No. Percent

2

Completed Grade 10 7 . 8.2
Completed Grade 11 8 9.4

17 years of age plus one YS&Ar out
of school :

18 years of age or adult gtatus or
High School Diploma a

-High School Diploma 13 15.3

High School Diploma plus successful
completion off antrance tests 3 3.5

High S8chool Diploma with minimm
grades in specific subjects 1 - 12.9

Other : 1 12.9 -

- e —
Total 85 99.9

Note: This number is less than 89 because 4 participants elected not to
furnish this datum. .
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Data in Table 26 were cross_ tabulated with the three institutional
groups that were listwed as data in 'ravb.le 14. These data are shown in
Table 16A. These dafa show th;'t.the’ four Alberta Vocational Centers had
a iety of entrance requirements for applicants who wished to enter
nto“ their program. While partici?'nts from the colleges, 27/49 or 55.1%
indicated that the admission re for their program was "18 years
of age or adult” status or high sghool diploma." It is evident from these
data in Table 16A that'the institutes of technoloqy had the most rigorous
admission require-?nts for applicants to be admitted to the secretarial
program in their institute.

Table 16A is shown on the next page. B N
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TABLE 16A

Perceptions of Respondents to Admission Raquiremants for

Secrstariid

Programs in Institutes Where They Were Emp loyed

By Institute Groups

N=85

INSTITUTE GROUP
Entrance AvVC Colleges Institutes Total
Requirements No. ] No. ] No. L No. L 1

Comp lated

[N,

4.7

1.2

1.2

3.8 © 0 0 31 36.5

13

W
]
»

L]
o

11 12.9

11 12.9

Grade 10
ompleted
Grade 11
17 years of age
plus one year
out of school
18 years of age or
adult status or
High School
Diploma a ]
High School ]
Diploma g
High School Diploma
plus successful
completion of
sntrance tests
High School Diploma
with minimum :
grades in specific
subjects
Othexr

—~- Total

Hota: This number is
furnish this datum.

1

49 57.6 13 15.3 85 99.9

ess than 89 because 4 participants elected not to
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Question three, Part B, of the research instrument was a two-part

guestion. Part one af the question was used to determine the mimber of

weeks that comprised the acidemic vear in the 1nst;tutes vhere the

respondents worked. The second part of the question was used to
determine the organizational structure of the academic year in the

institutes in which the respondents were employed. These data show that

the majority of the respondents teach or administer in a program that is

35 weeks or longer.

TABLE 17 -

Academic Year in Weeks for One-Year -Secretarial Programs
in Institutes Where Respondents Were Employsd

¢

N=83
Number ‘Respondents
i of weeks No. Percent
over 40 weeks 6 7.2
38 - 40 weeks 27 32.5
35 - 317 weeks 14 16.9
32 - 34 weeks 24 28.9
29 = 3] weeks 4 4.8
26 = 2B weeks 8 9.6
Total 83 99.9

Note: This numbar it less than 89 bae;u:a 6 participants elected not to
furnish this datun.
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Data in Table 17 were cross tabulatad with data from Table 14,
Institute Groups, to design Table 17A. These combined data are shown in
Table 17A. These data show that the academic year for the one-year
secretarial program, at the institutes of technology vary from 315 to 40
weeks Hhile the academic year for the similar program at the colleges
varies from 26 to 40 weeks. The greatest number of thelrespandénts in
the college, 22/8B3 or 26.5%, teach in a program of 32 to 34 weeks

&

duration.

TABLE 17A

Academic Year in ﬁgékg for One-Year Secretarial Programs
in Institutes Where Respondents Were Employed

£

By Institute Groups

HiEé

_ INSTITUTE GROUP
Number AVC Colleges Institutes Total
Mgeck s ¥o. , No. \ No. Y No. Y

over 40 weeks” - 3 3.6 1 1.2 2 2.4 6 7.2
38 - 40 weeks 14 16,9 11 13.3 2 2.4 27 32.8
35 - 37 weeks 2 2.4 *3 3,6 9 10.8 u 16.8
32 - 34 weeks 2 2.4 22 26,5 0 0 © 24 28.9

29 - 31 weeks 0 0 4 4.8 0 0 4 4.8

Lx ]
o
L]

Ly

26 to 28 weeks 1 1.2 7 8.4 .0 0

Total 22 26.5 48 57.8 13 15.6 B3 99.9

: This number is less than 89 because 6 participanta elected not to
urnish this datum.
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The second part of question three was used to d-tirnn- how the
academic year for the secretarial Programg in the institutes whers the
respondents were employed was arggn;::d In Table 18 are data which show
that the greatest number of r';ip:gd;uanﬁi. 42/87 or 48.3%, teach in an
institute which was organized on a semester buig vith two semesters

comprising the academic year.

:’ TABLE 18

- Organization of Academic Year for One-Year Secretarial Program in
Institute Where Respondents Were Emp loyed

N=87

Type of Academic Year Respondents

one contintous period of timm 17 19.5
two semesters 42 48.13
three semssters or quirters 17 19.5

four semesters or quarters 3 3.4

o
(7]
L]

»J

othar

Total ) 87 99.9

Note: This number is less than 89 because 2 participants elacted not to
furnish this datum. ! : .
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The data in Table 18 were cross tabulated vxt.h ﬂn data from Table
14, Institute Groups, to determine orgam.utxonal difference among these
institute types involved in the research. These combined data are shown
- in'Table 18A. From these data it can be determined that there was a wide
range of organiu_tional structures of the academic year used in the ,
A.V.C.'s and the colleges; however, the academic year in the ié;tiﬁutii
of technology was more rigidly structured because 13 of the 14 partici=-
pﬁtl from these institutes iﬁdicated that their ;cadaiic Y®ATr was orga-
nized into three or four semesters or quarters.

TABLE iBA

. Organization of Academic Year for One-Year s.cr.tlrial Program in
Institute Where Respondents Were Employed

. By Institute Grouya

N=87
Type of AVC Colleges Institutes Total

Academic Year Mo. No. ] No. ] Wo. ]
one continuous

period of time 15 17.2 2 2.3 0 "0 17 19.5
two semesters 3. 3.4 39 44.8 0 0 42 48.2
three semesters

or quarters 2 2.3 4 4.6 11 12.6 17 19.5
four semesters ‘

or quarters . 0 o 1 1.1 2 2.3 3 3.4
other 3 3.4 4 4.6 1 1.1 8 9.1
Total 23 26.3 50 57.4 14 16.0 -:87  99.7

Note: This number is less than 89 becauno 2 participants ilnet-a not to
farnish this datum.
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Question four, Part B,. of the research questionnaire was used to
determine the grading system used to evaluate student performance by the
respondents. These data are ghown in Table 19, These data show that
over 6 different grading systems .vere used to evaluate'student marfor=
mance in the secretarial programs in the post-secondary non-university
institutes involved in this research. The largest mumber of the respon-
dents in this study, 21/84 or 25.08, used the O to 4 system of grading,
T

and the next highest group, 18/84 or 21.4s, stated that they used the A,

B, C, D, & F letter system of grading.

TABLE 19
Grading System Used in Secretarial Programs -
in Institutes Where Respondents Were Employed
Coor . Ne=s4
Respondents
Grading System No. Percent
percentile .12 14.3
stanine. (0-9) ; 1 . 13,1
0 to 4 0 25.0
pass, honors, incomplete 15 17.9 .
A, B, C, D, &P 18 21.4
T~ © Other 7 8;3
— Total . 84 100.0

Note: This number is less than 89 because 5 participqnti electad not to
furnish this datunm.
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The data in Table 19 were cross tabulated with data from Table 14,
Institute Groups, to determine if the differsnt grading systems that were
identifisd in t.he research were used more often in any one institution
than in another. These combined data are shown in Table 19A. Data in
this table show the grading system most commonly used by respondents in
the A.V.C.'s was the psrcentile grading syit;:- The most commonly used
grading system by respondents from the colleges was the 0 to 4 systam of
grading, while the majority of respondents who teach the sacretarial

program at the institutes of technology use the pass, honors, and

Grading System Used in Secretarial Programs
in Inst.itute’ Where Respondents Were Employed

incomplete system of grading.

By Institute Groups

N=84

INSTITUTE GROUP )
AVC Colleges Institutes Total

o)
|
L
.
-
(™)

percentile : 11 131 1 1.2 1] 12

stanine (0-9) 1 1.2 10 11.9 N 0 11 13,1

pass, honors, } : - - .
incomplete s 60 = 0 o 10 11.9 15 17.9

A, B, C, D, & F 3 1.6 15 17.9 o 0 18 21,5

Others ' 3 3.6 2 2.4 2 2.4 7 8.4

Total 23 27.5 - 48 57.2 3 15,5 84 100.2

Rote: This number is less than 89 because S'E:ﬂeipinﬁ electad not to
furnish this datum.
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A supplemsntary question unéirzgniitiﬁn number four, "In the above
grading system, what minisum grade is considared a PAss? " was also asked.

An examination of the answers to this question showed that there
were inconsistencies in wvhat is regarded in participating institutes as a
passing grade in the various grading systems reported. -

Under percentile, 70% was recorded most often as & passing grade,
but also 60% and 80% were reported as a passing grade. Many ri;ganégnzj
indicated that ié thﬂif institute a different percent was considered a
pass for different subjects t.hit comprised the !i;ci‘ltltiil program.

Under the ging point (stanine) system of grading, a grade of 4 was
rgéﬂrtna most oftqn As the passing grade, but 3 was also rieafﬂ:é as a !
grade that would permit the student to abtéin credit for the subject but
would not permit the student to advance to the next level in that
paricular subject.

A grade of 1| or 2 was reported as the passing grads under the four
point systea of grading, while under the A, B, C, D, and F grading system
4 Cor a D was considered a passing grade in some institutes.

Some :::gané:ﬁ%- ;1i§ reported that a combination of more than one
system was used to lntiiéit-;, A passing grade. For example, a D might bi

equated as 60% or a pass equal to 70s.

».
1
-

L™
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Question five, Part B, of the research instrument gave a list of

L
[

five possible statements about specializations of ‘ered to students
enrolled in secretarial programs in the institute where the respondants
were employed. The respondents were requested to chooses from these five
statements the one statement that best described the specialization
available to the students in their institute. These data are shown in
Teble 20. The greatest number of respondents, Z5/B3 or 30.1%, indicated
that S:;tthmd or Accounting were offered as program specializations to
the students enrolled in their secretarial progras.

. The category “"other specializations® included the respouses of
individuals who had selected more than one of the four specialization
statesmants.

N - ’ TABLE 20

Specializations Available to Students in Secretarial Programs
in Institute Where Respondents Were Enp loyed

=83

Program Specializations Wo. Parcant

ghorthand or Accounting v ) 25 30.1
A:a;uﬂting, Data Ptéecn;ng; or Recsptionist-typing 4 4.8
Meceptionist-typist or Sscretary-Stenographer » . 4 ~4.8
Acocounting or Mministrative , ' | 1 1.2
Mo specialization 10 12.0

Other specialization 319 47.0

Total ! . 83 99.9

Note: This number is less than 89 because 6 participants slected not to
furnish this datum. :
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‘abulated with the data from Table

The data from Table 20 were cross
14, Institute Groups, to examine program specializations 1v;il:bl: by in-
stitute group. These d!tirlfi shown on Table 20A. These data show that
there is a greater variation in the specializations offered in the secre-
tarial programs in the colleges. The largest number of respondents in
the A.V.C's indicated Shorthand or Accounting or Other Specializations.
TABLE 20A

Specializations Available to Btudents in Secretarial Programs
in Institutes Where Respondents Were Employed

By Institute Groups
N=83

INSTITUTE GROUP

Program AVC Colleges Institutes Total
Specializations No. S No. s No. L] No. L
S8horthand or :

Acoounting 11 #131.3 12 14.5 2 2.4 25 30.2

Accounting, Data
Processing, or

Receptionist- _
typing . 0 0 -4 4.8 o 0 4 4.8
Receptionist-typist

or Secretary- , ;

Stenographer 0 0 4 4.8 0 -0 4 4.8
Accounting or

Mministrative 0 0 0 0 1 1.2 1T 1.2
No specialization 1 1.2 5 6.0 4 4.8 10 12.0
Other :

8pecialization 11 13.3 22 26.5 6 7.2 39° 47.0
Total . 23 27.8 47 56.6 13 15.6 83 100.0

Note: This number is less than 89 bacause 6 participants elected not to
furnish this datum.
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‘Qu::ﬂgn six, Part .B, on the research instrument was used to deter-
mine whether the secretarial students in the respondsnts’ institute were
abl:’ to go on to an advancsed or élplﬁig program aftar :ue:sc:-a;-fully
completing the one-year secretarial Program. These data are ;hﬁiﬁﬁ on
Table 21.

Data in this table show that 50/87 or 57.5% of the ra:pcndant;
answered "no® that it was not possible for a student to take a second- ;
yog:/dipl:;n: program after they had successfully completed a one-year

secretarial program.

TABLE 21

Advanced or Diploma Secretarial Programs Available to Studants
in Institutes Where Respondents Were Emp loyed

N=87

Positive/Negative Raspondenta
Response No. Percent

L]
]
e

37 42.5

No 50 57.5

Total a7 100.0

Note: This number is less than 89 because 2 participants elected not to
furnish thiz datum. :
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Data from Table 21 were cross tabulated with the data from Table 14,
Institute Groups, to secure data that was used to organize Table 21A.

These data s?’m in Table 27A it_’hgt. 14 repondents from the institutes '
of technology i_néiegtéé the students who successfully complete the
secretarial program have accessible to t.hsx advanced/diploma programs or
courses that say lead to a diploma.

The mafority, 21/‘23,— of the respondents in the Alberta Vocational

Centers do not have any advanced programs available for their students.

TAHLE 21A

Advanced or Diploma Secretarial Programs Available to students
in Institutes Where Respondents Were Employed
By Institute Groups

N=87

§ Poajitive/Negative AVC , - Collegesn Institutes ‘Total
: Reaponse Ro. % No. ] No. % No. L

< = — - e —
£ .

S;f) Yes - 2 2.3 21 240 14 16.1 37 42.5

No 2 240 29 33.3 o 0 50 $7.4

Total 23 26.4 50 57.4 14 161 87 99.9

Note: This number is less than 89 because 2 participants elected not to
furnish this datum.
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PART C - PROGRAM CURRICULUM

The thirad part of the research vinl'tr\-ent included quittionl that
dealt with both curriculum evaluation and curriculum d.vclo;i‘nt.

The third part, Part C, of the research instrument was divided into
.the following four sub-sections: pProgram objectives, course content,
curriculum evaluatjon, and curriculum development in the future.

The first section dealt with program objectives and respondents were
asked to rate 14 objective statements on a five point Likert -calo from

"very low importance” to vcry hxgh Lq:ottanc.. Data collected with
this question were used in designing Table 22.

The objectives that received the highest ratings were ob_jcctivc
statements 9, 4, 5, 2, and 1. All of these objectives received a 70s
rating or hxgher by those participants who elected to answer this ques-~-
tion. Objective 9 which dealt with providing the basic skills and knowl-
edge required for stenographic or clerical positions was rated of “very
high importance” by 70 of the 86 participants who checked this objective.
This represented 81.4% of the those respondents who considered this
objective to be of “very high iq:ort;lnce.' An analaysis of the remaining
- four objectives showed that these objectives were career oriented.

The researcher established a cutoff point of 768 to idontlfyv those
program objective -tatenqti that were rated of “very high importance."
As a consequence objective ‘atatmnt numbers 9, 4, and 5 fell above this
cutoff point. It should be noted that if the “high importance® and the
“very high importance” ratings are collapsed, then objective statements 1
and 2 would receive a higher rating.

Table 22 is shown on the next two pages.
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Data ih 'rablev 22 were cross tabulated with data from Table 14,
Institute Group, to determine ﬁzt:h institute cfaup gave the highest
rating to the three highest rated objectives on table éziéabjgei;ives

numbers: 9, 4, and 5. These new data were used to design Tables 22A,

22B, and 22C.

,Daté in Table 22A show the cross tabulation of institute group with
obiectiwjtat.onont number 9. These data show that 21/23 or 91% of the
' respondents Afron the A.V;C. 's rated objective 9 as of "very high
importance.” These data show that 40/50 or 80% of the respondents f:c:i

the colleges rated objective 9 as of "very high importance.*”

Data in Table 22B show the cross tabulation of institute group with
objective statement number 4. These data show that 22/23 or 96% of the
tespo;\dents from the A.V.C.'s rated objective 4 as of “very high
importance,” while the 1“/13 or B5% «:;’ﬂle respondents from the
institutes of technoldqf rated this objective 4 as of "very high
importance."

l;ata in Table 22C show ihe cross tabulation of institute group with
obj?ctive S. These data show that 23/23 or 1008 of the respondents from
the A.V.C.'s rated quective 4 as of "very high i::paft;ﬁca.‘ while 37/48
or 77% of the respondents from the colleges rated objective 4 as of "very
‘high importance."” ' -

y
Tabies 22A, 22B, and 22C are -hné mﬁe maxt three pages.
. ™

<



Rating of Objective 9: to provide students with basic skills,
and knowledge required for stenographic and clerical positions

By Institute Groups

N=B6
Rating AVC "Colleges Institutes Total

of Objective No. % No. 5 No. % No. %
Medium Importance 0 0 0 0 k| 3.5 3 1.5
High Importance 2 2.3 10 11.6 1 1.2 13 15.1
Very High
Importance 21 24.4 40 46.5 9 10.5 70 B81.4
Total 23 26.7 50 58.1 13 15.2 86 100.0

Note: This number is less than 89 because 3 participants glectgd not to

furnish this datum.
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TABLE 228

Rating of Objective 4: ¢to prepare students for careers in
business, industry, and government

By Institute Groups

e
N=84
Rating AVC Colleges Institutes Total

of Objective No. . No. 3 No. 3 No. )
Low Importance 0o 0 (4] 0 1 1.2 1 1.2
Médium Importance 0 o 7 8.3 112 8 9.5
High Importance 1 1.2 7 8.3 0 0 8 9.5
Very High : . .

Importance 22 26.2 34 40.5 11 13.1 - 67 79.8
Total 23 27.4 ‘48 57.1 13 15.5 84 100.0

‘a

Note: This number is less than 89 because 5 p-tticip-ntl elected not to
furnish this datums..
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TABLE 22C
Rating of Objective 5: to prepare students for stenographic,
clerical, receptionist, clerk-typist or bookkeeping positions
]
By Institute Groups
N=85
Rating AVC Collages Institutes Total
of Objective No. & No. L No. % No. L]
Very Low
Importance o (o] 0 0 2 2.4 2 2.4
Medium Importance O 0 2 2.4 5 5.9 7 8.3
»
High Importance o 0 9 10.6 0 0 92 10.6
Very High .
Importance 23 27.1 37 43.5 7 8.2 67 78.8
" Total 23 271 48 56.5 14 16.5 85 100.1

\ Mote: This mmber is less than 89 because 4 participants elected not to
furnish this datua.



The :ggardgqlxitim in Part C of the ressarch instrument was
designed to determine the courses that were a part of the one-year
secretarial programs in the institutes included in the study. Twenty
course statements were listed and the participants were requested to
check beside each course statement one of the following categories: 1.
Required or Compulsory Course in the program, 2. Option - but students
are gnmufag;ﬂ to takg t.!ii: course, 3. Free Option - students are free
to choose this course, 4. A pre-requisite for entry into the prograam, 5.
Not included, and 6. Planning to include, this course next year,

1980-81.

Data :cﬂllectgd from the second question is shown on Table 23.

Out of the possible 20 courses included in this question the 11
‘courses that were considered compulsory by a majority of the respondents
were: 1, 2, 3, 4, 5, 6, 7, 8, 10, 12, and 13.° B

The courses that were most frequently reported as not included were:
14. Legal Office Procedures (62.3s), 9. Adcounting (46.6%), gzid 16. Word

Processing (22.1%). Table 23 is shown on the next three pages.
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The third question in Part C was a three part question. The first
part of the question was designed to determine what influence d&ifferent
factors had on the course content within the secretarial programs in t!fg
pattitzipating institutes. L

Part one of question three requested respondents to rate on a .
fivt_-p:iht Likert scale, that ranged from ®very low importance” to “very
high importance,” the 16 statements that described different factors
which influence changes in secretarial course content. Data collected
with this question were used to organize ‘fabie 24. These data shpﬁ_ that
not all of the respondents supplied a response to this quastion.

The factors that received the highest ratings when the "high impor-
tance and very high importance” ratings were combined were factors: 2,
10, 16, 12 and 4. ~

‘These factors and their percentages were:

No. 2 - Indiwvidual instructor's perceptions 83.1%

No. 10 = Haterigl and knowledge gained by

instructors UE: attend workshope/

confarences v : 73._2?&
No., 16 - Knowledge gained by instructors in

the work force prior to becoming

instructors ' 70.7%

area 65.1%
Wo. & - Results of follow-up sorveys to
businesses ' 60, 3%

Table 24 is shown on the next two pages.
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. The second part of question three was designed to identify who the
indi?iduilgli:ri that developed course contant in the participating
institutes. In responding to this question participants were requested
to place a check mark in the appropriate space hi:id; the eight
statements that described possible individuals or groups that davelop
Course auﬁl;gil for secretarial programs.
of thi S? instructors and administrators of secretarial programs who
were involved in this study, 82 provided data for this question.
Data secured by this question were used gg design Table 25.
0f the six statements listed, 28 or 34.1% of the B2 respondents
iﬁkieat:d that in their institution "all the initrn;tar: teaching the
program (;ce:gtiriglj have input into all the courses.”

Table 25 is shown®on the next page.
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TABLE 25

Perceptions of Respondents as ¢ Who Develops Course Outlines
in Secretarial Program in Institutes Where They Work

N=82

. ' Respondants
How Course Outlines are Developed No. Percant

1. Instructors teaching the course independent
of other instructors tsaching in the same aresa - 7 8.5

2. A committes of %ﬂitfﬂétﬂﬁ who tagc,ﬂ‘ii in the
same subject area . : 25 30.5

3. A commiftee of 4dmstructors who tesach in a
a variety of gubject areas . : 3 3.7

5. All the instructors tsaching the program have
input into all the courses ' 28 34.1

6. A committee of instructors, administrators and
Advisory Committas members B 9.8

7. Other ) 5 6.1

Total a2 100.0

Note: This nu is less than §9 because 7 participants elected not to
furnish this datum.

%
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The third part of question three of Part C was ‘designed to determine
the use made of follow-up surveys in the participating institutes. The
respondents were requested to indicate, from a list of five possible
survey statements, how surveys were used: l. to develop, 2. to evalu-
ate, or 3. to change the curriculum of the secretarial programs in their
institutions; or to indicate if surveys were not used. -

Many of the respondents circled a combination of the three possible
uses, and an additional category, "Used tzo Change and/or Evaluate and/or
Develop,” was established when the data were coded for input into the .
computer.

Data collected by this question is shown oh Table 26 on the next

Annual surveys to either businesses, graduvates, or ucteﬁtics a:'e
generally not used. Data show that 41/66 respondents indicated _that
No. 5. Occasional (every third or fourth year) surveys are sent to former

graduates” to be used to either change, and/or evaluate, and/or develop

sacretarial curriculus.
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The fourth question in Part C of the

150
research questionnarie was used
to secure the perceptions and opinions of
how ¢

the participants with regard to
curriculum development and curriculum

evaluation might be initiated
F in the future.

Question four conaisted of twelve statements that had to do with
future curriculum development for secretarial pfggrm-’ A five-point

Likert scale was used which ranged from 'itrg;xgly agree” (1) to “strongly
disagree®" (5).

In responding to each of these statements, respondents
were

gi):ed‘tp circle the appropriate number.
Data collected with this question is shown on Tafle 27.

Of the 12 statements listed, 61/83 or 73.5% of those respondents who
who elected to answer this question indicated "strong agreement® with
statement mumber 12 which stated: “Program curriculum development com-
mittees nead input ffm businessmen, managers, secretaries, professional

organirations, and business educators in order to be effective.”
There were 53/83 or 64.6% of the reéspondents who "strongly agread®
with statement number 11: "No one source of information on what are the

characteristics and training needs of secretarjes should be used to
develop curriculum.®

There were 15/83 or 18.1% of the respondents who elected to answer
this question who checked "strongly disagree” on statement number 5, "The

Department of Advanced Education and Manpower should establish a commit-

tee that wjll coordinate the secretarial programs that are in the Non-
university post-secondary institutes in ﬁie’ia?fav:inei of Albsrta.”

Table 27 ia shown an tha next thres pages.
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CHAPTER V¥

components of the models on evaluation, accountability, and monitoring
and the factors that affect thess components will be combined with the

research data that was discussed in Chapter Four. Information from these

two sources will be combined to design the proposed sg:fe%afial Program

4

Curriculum Monitoring Model.

Purpose of the Proposed Model

.The monitoring process is a means of continually evaluating the
::urtrizuh’ of on-going programs. The monitoring process enables da
be gathered and evaluated over a period of time to help in the making of
educational decisions that might effect change in curricula of a program.

monitor a program is not only to glgﬁ where the program is gmng but

ﬁ
to have a record of how the program has evolved.

An Overviev of the Major Components of the qup;ggd _Model -

The étap@;ﬂ modal is ::gngidafﬁ:i to a whb-aystem of either a
total educational gevaluation or accountability model as promulgated in
the professiocnal lit::itufii

The proposed model has three main parts: (1) the moni toring compo-

nent, (2) four major curriculum components, and (3) the factors that



The proposed model is cyclical; one which would advocate a con-
trolled and monjitored evolution towards the desired ends or cbjectives of
the program. The paradigm for the model illustrates that any change in a

specific component or factor of the model will produce a change in the

depend upon ere the change - is made within the model.

The moded is considered to be an open-ended wodel which will enable
it to be modified as the results of educational research are incorpo-
rated. The model is intended to be flexible and easily changed to

include other factors which may be determined as important to the effec-

This chapter will include a paradigm of the g;iaga:s] model that
could be used to monitor the curriculum of the Secretarial Programs in
post-secondary non-university institutes in the province. The chapter
will be organized so that each component of the ﬁéei and the factors
which affect the components will bs explained for the benefit of the
reader. The paradigm salected to represent the model was circular to
show the inter- and intra- relationships of each component and the

factors that may affect that component.

. Major Components of the Model

The two major components of the proposed model to be discussed are

the Monitoring Compohent and the four Curriculum Components.
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The Monitoring Component of the model is lglgﬁzgﬂ in tl'z center of tha
paradigm to show that every Curriculum Component and the factors related
to these cosiponents should be monitored to eatablish a foundation on
which educational decisions could be made. The Monitoring Component was
discusaed in Chapter Three.

The major components of the curriculum model ware discussed in
Chapter Two and include (2) iﬁstit\;tiangl Philosophy, (3) Program
Objectives, (4) Program Content and (5) Instructional Methoda and
Evaluation. These four major parts of the curriculum model are the f{:;;:
Curriculum Caig@nengs)ihich are placed around the circumference of a

The monitoring process itself is ﬁéﬁgﬁisgd as producing a éi{mgg in
moni toring- strategies once the process starts.

a
Monitoring Component 1.0

At the center of the Secretarial Program Curriculum Monitoring Model
is the Monitoring Component. | ‘
In the sumsary of Chapter Three, the monitoring process was des-

. cribed as an svaluation process that takes plgaer on a continuous basis
and consists of four major activities: (1) Purpose Selection, (2) Input,
(3) Fraeg::,i and (4) Output.

PURPOSE SELECTION is the identification of what needs to be evalu-
ated, for what purpose, how the evaluation will be conducted, and an
assessment of what v;lua this evaluation vill have.

INPUT is the detsrmination of the evidence or data that will be Eﬁ;l!'

f

lected through the monitoring process.
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PROCESS represants the organization and analysis of the collected
data; analysis includes both abjective and subjective assessment of these
data.

o,
strative decisions that were implemented as a regult of the moni toring
process.

The four main activities conducted through the monitoring process
are shown on the circumference of the inner eifcle and each activity is
joined by a line with g.daublehegded arrov to show a process which repre-
sents a feedback system from Output to Purpose Selection.

The Monitoring Component is conajdered to be attached to each of the
four Curriculum Components of the model to show that any one af these
components, or their factors which might have an affect on ﬂ:}()

components, can be eyaluated. -

. The Monitoring Component of the model is labelled as 1.0 in the

paradigm for sase of identification.

g\::rieu;mgggaﬁgntg} 2.0, 3.0, 4.0, 5.0

The four Curriculum Componsnta of the paradigm of the Hmitnrinq |
Model are: Institutional Philosophy - 2.0, Program Objectives - 3.0, -
* Program Content - 4.0, and Instructional Methods and Evaluation -7s.0.
These Currigulum Components are arranged on ﬂi! circumference of the
circle which is concentric to the Monitoring Component (1.0) circle to
show that each and every component of ‘the model and their f:gi;;t: have an

intra and inter’ relationship and can be evaluated.
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Between each Curriculum Component is a double-headed arrow which
inﬂiegﬁgi that an inter-relationship exists between the four cutriculum
components of the model.

In the gif;digi each Curriculum Components is attached to the
Monitoring Component of the model by a double-headed arrow to indicate
that by monitoring any one of the Curriculum Components a change in that
component may also produce a change in how a future monitoring activity
may be conducted.

Secretarial Program Curriculum Hanitafghg Model without factors for gﬂ%

of the four components that comprise the curriculum components.
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Pactors which affect the Components of the @itﬂﬂiﬁl

From a reviev of the Liﬁr,ii;ufa on curriculum design and curriculum
development and evaluation, it was detearmined that there are many factors
which may affect the major components of a curriculum msodel per se.

These factors were discussed in Chapters T™wo and Thres of this report..

Factors i,pm:ifit; to thg Secretarial Programs were identified from
both the fevi? of ﬂs?iit:ntuﬁ; which was r-:mrt:d in Chapter 1
from the research data that were presemtsd in Chaptar Pour.

Factors which are related to or hawe an influence on a componént of
the model are listed below sach component. These factors afe mumbered
in the diagrams on the next few pages. 7 '

—

& .
. Factors that may affect the five major components of the monitoring

~ model may have either a positive or negative effect on these components

either collectively or individually or on the factors that are relatsd
to a gﬁ:ﬁﬁﬂiﬂt and, hence, on total program effectiveness. Regardless of '
the gffaet a f-it:tg-f has on any one component, tﬁnt factor mmt be taken |
into consideration whan iﬂnitnring a spacific componant of thm -:d-l.

The factors li:tf in the paradigm are not niana:’ily arranged in

any order of priority; however, Mucational Research was placed aa” tha

first factor for each component because of the importapt role this factor
plays in curriculum development and to give continuity to ﬁi- mbdsl.

h‘ii ta;r’igi};ggmmgjietﬁgg

Thare wre two major factors that uﬂ identified which oould affect
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the fbnitotinq Component. These two factors are: Bucational Research -
1.1,':u1d Educational Resources - i.z.

Bducational Research ~ 1.1 The thindinga of any piece of educational

research that has been completed or that will be conducted into the
effectiveness of’ a secretarial program, or research that is directed
toward an educational institute, couid have an effect on how monitoring:
activities are determined, managed, and conducted when the model is
used, - |

"As further ;:-oqr;u is made in educational mear.ch and research
methodology, these data rosulti{ng from this research could become part
of the foundation for thé monitoring component.

‘ucational Resqurces - 1.2 Rducational resources is a generic term

that includes both the financial and personnel resources that an 'ins\ti—
tute haﬁ to devote to a progras.

Both of v factors have to be- assessed ﬂnn a program is mni%_
tored to d‘eter-ine‘whﬁt direction the program will take. |

One of t':he tir-.t activities to be condn::t.od vhen a p‘ggra- is moni-

\ {
tored is to identify the “Purpose Selection® which includes the assess-

ment of the value of the monitoring activity.

The Monitoring Componént with Factors is showm on the following

page.

Rav
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FIGURE 11
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v

Curriculum Component Pactors

L4

Institutional Philosophy - 2.0

The ;hilg-ophy, the aims that support that philosophy, as well as
the broad objectives of an institution, help to guide in the selection of
.the educational programs of an institute. The sslection of both the
goals and the general and the specific Cgbjgctivgg of that program are
derived from the program ;Tilosophyi The specific objectives of a
program must be in harmony with the broad institutional objectives
(Johnson and Grafsky, 1973).

There are three Factors which affect the Institutional ?hilascl;hy
Component of the model: Educational Research - éd, Societal Needs -
2.2, and Political Decisions - 2.13.

Edugational Research - 2.1 As the role of advanced education in

Alberta society is researched, the results of that research could help to

institutes in the province.

Societal Needs - 2.2 The neads and the beliefs of society influence

the role that society places upon education.: The role that sducation
plays for a particular society at a particular time in its history will
help to establish the philosophy of an institution (Bducation) (Taba,

1962, Ssmith, Stanley and Shores, 1957).

Political Decisions - 2.3 The decisions that are made by political

powers such as the encumbent provincial government in power, the
administration of the Department of Advanced Education and Manpower,
College Boards, the administrative and the instructional faculty of an

i
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i‘mtitut- can all have an influence in Eitﬂgli;ihiﬂg an institutional
philosophy which could ggnaragg-ipegifiz programs for that institute.

The type of administrative structure, the lobbying conducted, and the
rapport between the variocus political groups will determine the influence
each groyp has in developing a philosophy for an institute. For instance
at the time af.tha study, the governance of the AVC's and the institutes
of technology were directly under éhi Department of Advanced Education
and Manpower and were classified as Provincially Administered Institutes
while the collages were under the goverrnance of their own Board of
Governors. : . ’ -

The beliefa, attitudeg and experisnces of thagé from the Department
of Advanced Sﬂucatiansané H;npaiarfar those who serve on college boards
will perhaps have the greatest impact on what is selected as a philosophy
for an institute. A similar view is supported by Saylor and Alexander
(1966) .

The diagram showing the factors which affect the Institutional

Philosophy Component of the Model are shown on the next page,
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FIGURE I1I

INSTITUTIONAL PHILOSOPHY COMPONENT FACTORS
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Program Objectives - 3.0

From the broad institutional objectives, the general and specific
program abig:tivis are formulated. According to Kelly (1979) those
individoals or groups of individuals involved in this process will have
the greatest influence on the selection of objectives.

Tﬁe accountability iavgient has been very concerned with dgﬁar:iﬁing
whether program objectives have been met by eéugataésg Surveys, ques-
tionnaires, and interviews have been used as research tools both by
inhouse evaluation cn:itt;si ard by sducators completing their work on a
Master's or Doctoral thesis that were directed at determining program
objectives for a specific program. The objectives of a péagraﬁ neesd to
be validated (Jghﬁsgn & Grafsky, 1973),

The factors which effect ;ha Program Objectives Component of the
Model are as follows: Eﬁucatian:l Research - 3.1, Student Clientele -
3.2, Societal Needs - 3.3, Bducational Leadershyp - 3.4, Bducational
Instructors ~ 3.5, and Educational Eeigurcés = 3.6.

Educational Research - 3.1 Limited educational research has been

conducted by réiaarchers into the various means of establishing and
defining program objectives. Bducators have shown interest in this
research and have been involved in developing program and course
objectives hsingiabjectivgs written in performance terms (Kelly, 1979).
The réggitg of educational research or expesrimentatidn mograms that

are carrisd out to identify program abjgétival will influence the. moni-

toring of program cbjectives.
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Data in Table 22, pages 133-134, show that there is considerable
diversity among the program objectives for the ;gefaﬁéfinl programs that
are offered in the pag;iiieandify nﬁneuniv-rgiéy i;Eritlrill programsa in
Alberta. Related to these data are data in Table 25, page 147, which
show that the respondents believe that for the secretarial programs that
were involved in the research indftructors had the greatsst influence in
establighing program objectives. However, the data in Table 27, pages
151-1523 show that the respondents gave strong support to participation
by aﬁhéf iggbgfi of society, pgrticularlg those iﬂ the business o
comsunity--businessmen, Rinagers, secretaries, and professional
organizations--in helping them to establish realistic progran
objectives. ’

The above data show that there is a definite iglatianiﬁip to, the
findings of educational research in idﬁngifying‘haﬁ program objectives
can be established. ’

Student Clientele - 3.2 The previous experiences, the abilities,

and the goals of the student for whom the program ig ﬂn:igngd have to be
takaﬁ into consideration when designing program objectives (Johnson &
Grafsky, 1973). The rewsarch data in Table 16, page 118, show that a

variety of entrance requirements exist for admitting students intc the

secretarial programs in tjfffinstitutes that were included in this study.

[+"
i
=]

To meet the educational needs of the diverse student population foun
participating institutions, various program objectives were established.

A student's success in a program in part depsnds upon that student having

the proper educational prerequisites for admission to the program.
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Societal Needs - 3.3 The needs of business, industry, and commerce

for office employees with specialized training will affect ﬂfg type of

program reéuitgﬂ by students in order f;r them to secure employment upon
completing the course. A review of current periodicals for business and
education shows concern by both business leaders and business educators
that revisions be made to both program objectives and instructional con-

tent in order to meet the changing needs of business and industry. In

T
order for these needs to be heard and acted upon, there must be a mecha-

nism for promoting dialogue between sducators and employers. Secretarial

programs might use information from advisory committees or surveys to

relavant.
In Table 25, page 147, are data which show that few respondents
- indicated that advisory committees are used to help establish course

objectives. As well data in Table 26, page 149, show that surveys to

businesses are not used extensively by institutes involved in the.

research to establish course ﬁbj'gctivgg.

Educational Leadership ~ 3.4 The administrative and instructional

leadership that is available in the A.V.C.'s, the colleges, and the
institutes of technology will affect the importance given to establishing
program cbjactives as wel]l as the processes for evaluating these abjec-
tives.

Data ire Table 27, No. 1, page 151, show that the respondents in the
ragsearch nra of the opinion that business educators in participating

institutes were well informed about the changes taking place in busineas



offices where their graduates would be employed.

Data in Table 27, No. 6, 'ﬂlﬂ? that there was a strong concensus
among the respondenta for a need for funds to support curriculum develop-
ment in the secretarial programs in the pfavim:e.‘

Educational Instructors = 3.5 The educational background, the work

experience, and the teaching experience of instructors who taught secre-
tarial programs in the differant institutes in the province will have an
influence on how these instrdctors &Evglap program objectives.

Data in Tables 5, 6, 7, 8, 9, and 10 show the education and working/
teaching experience of the respondents in this study.

Data in Table 27, No. 3, show that the respondents were in strong

tarial programs to return to the workforce on a reqular baais to upgrade
their knowledge about technological innovations being incorporated into
first-hand about changing secretarial careers.

Educational Resources - 3.6 Equipment and facilities must be in

place in order to teach :pg:ifvie ga&gg: objectives. Not only must this
equipment and facilities be in place i:out they must reflect that which is
found in business if the program objectives are to realistic and rele-
vant.

Data in Table 23, No. 16, page 142, show that 17 respondents indi-
cated that Hoi-d Processing Courses would be started in their programs in
the next year (1980-81).

‘The Program Objective Component Pactors are shown on the diagram an

the following page.
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Frogram Content = 4.0

The content of a program is selected in order to achieve the brosd
and ;pieigié éﬁjiéﬁivgi of that particular program. While the selaction
of eﬁngint within a program is to some degree subjective, the selection
should be based upon as complete information as possible (Kelly, 1979).

‘The factors which influence the Program Content Component (4.0) are:
Eduéatinnal Resesarch - 4.1, Educational Rasources - 4.2, and Educational

Instructors - 4.3.

Educational Research - 4.1 The establishment of program cbjectives

and program content can be achieved in part by the use of the results of
educational research. |

Data in Table 23, pages 140-142, show that respandents invalv&ﬂ'in
this study were responsible for course content within the programs that
were included in this study. However, research data also show that a
- number of research participants to be fgzﬁv;d from the work force for as.
long as 15 years. These data may have implications for the type or
relevant content that these ﬁgrtieigénts might include in their eoursa
content.

Educational Resources - 4.2 Both the objectives and the content of

a secretarial program depend upon the most recent esquipment and the

up-to-date facilities that are available for teaching that program. A
. ’ : .
Program such as secretarial is highly skill oriented and thus necessi-

tates funds for facilities and equipment be made available to institutes

where these programs are offered.
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Educational Instructors - 4.3 The individual instructor who teaches
in & secretarial program has the greatest influence on the pmgli con=
tent. This instrxuctor, according to Kelly (1979), has the responsibility
for interpreting and implementing the pragf;- objectives and the courss
content. ?

Data in Table 24, pages 144-145, show the opinions of the
respondents as to how important 16 factor statements ware in influencing
_thc eltablighunt of program content for their EﬁuI;Eig There was high
consensus among those involved in the research that an individual
instructor has a great deal c-:f influengs over program content. It was

-

for the above two reasons that the "Educational Instructors” Factor wvas
L ]

added as a factor to the Monitoring uo'lal.
The diagram on the following page shows the Program Content

Al

Component Factors.
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- 5.0

Datermining the moet effective msans of transforaing the program
objectives and the progras content into meaningful learning experiences
for the student is the major responsibility of the instructor. However,
not only does the instructor need to lop learning strategies tn meat
program &jlctim. thase it;!ﬁgii: ne to be evaluated in terms of
what the student did learn both quanitatively ami qu;litatiﬁi’y.

'!.'hl factors that influence the Inatruectional hﬁnﬂal@y ahd

!ulu-tim Component ar Hﬁgit;aﬁil Research - 5.1, Mucational

Instructors - 5.2, Student Peedback - 5.3, and Societal Peedback - S.4.

Bducational léig;rr;:h = 5.1 The learning theories and the Ei‘nﬂing:

* of iﬂug;tiﬁnll ressarch that hi; h-n completed on thesa theories hnﬁ an

‘influence on instructional msthodology and -v-lmiim.

:,Edﬂi?itiﬁﬂi;l in:tru:tm = 5, 2 The du:-timl background and um;k
expsrience, both teaching and practical, of the individual instroctor
will have _in influnm:i on the tsaching methddologies they select to Fl-
sent instructional content and the evaluation t;g!mj.qnﬂ that ars used
within a program to determine how well that a:ﬁtint was taught and
learned, _ 7 " -

Punds and/or releassd time are sade iﬁil-!;h o inlt:netaﬂ at
participating institutes b:ﬁgttgnﬂ in-service programs, workshops, and/or
conferences. Thess professional dsvelopment activities help instructors
tn become aware of educational research that is being conducted or ﬂnt
had besn completed, naw taxthooks that are available, new squipsent being

used in offices, and to provide the opporuntity for educators from
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different institutes to éxehan«g idéas and to take back to their insti-

tutes “"new ideas® for teaching secretarial programs.

received from students will have an influence on the teaching and evalu-
ation methods used by an instructor. Formal feedback can be secured from

graduates throygh the use of. research techniques.

Data in Table 26, page léé,jiov that gsome of the respondenta mad
use of sﬁrveyg to their graduates to up dite their instructional content,

teaching and evaluation methodologies.

Societal Feedback - 5.4 As with student feedback, the, feedback
.'i . 2
received from the members of business community with regard to a pro-

- ¢ - . .
gfam's success can be ‘either formal or informal. Formal feedback from

employers can be secured through the use of such sducational resgggeh
techniques as surveys; quest'ianngirgs; or interviews,

Informal feeﬂ%agk, can be réceived through discussions with employers

who have hired graduates of the program, placement officers, or Canada

Employment Officers. —

Data in Table 26 show that little use is made of surveys to busi-

L]

nesses to develop, evaluate or change secretarial curriculum.. .

The diagram showing the Instructional Methods and Evaluation Factors

is shown on the following pege. . .

x
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Pigure VII shows the paradigm of the Model with Monitoring and
Curriculum Components and the Pactors that may ;‘j‘nflngfnce the mnitgrmg

‘of any one componént.

*

The factors that related to each curriculum compbnent of the model
are attached t:n the component with double headed arrows ‘{o show that an

interrelationship exists between the component and the factors listed.
The factors are attached ;11’1%&.&*11‘!@ arrows to show that each

factor of a component has an influence on all the other factors of the

i

component. : ) .

The complete Secretarial Program Curriculum Monitoring Model with
i -~

its five n‘_far compbnents and their S&ﬂt@ﬁ is fhmﬂ on the following -
page. .
» ’ .
s ‘

= [ ;
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SUMMARY, NAJOR FINDINGS, AND .M

- The flnalat:h!pt!r of this repart presents Summary of the Prcbles.z
L] o

the Research Het_haaclagy, the H-ajc:r Pindings off the Study and the

’

The Problem Restated
) k1 th;fhh?-;ght be
" used td monitor the effectiveness,of the secretarial programs' curricula

The major problem of this it_ud}"’ was .to éeaign a

- that are offered at the post-secondary, miunivenityjiﬂsﬁitutiéng in
] i

the Province of Alberta that deliver this kind of instruction to the
learner.

Objeotives of the. Study ‘ ‘ S Lo Uy

Ip additian to the najar p:rpc;e of the study--to égs;gn,a
Secrotanal Pragran Curriculum Hanlmrinq Hﬂdel--tha study had the 4

1 s
LI

following supporting @jmﬁﬁ::

l. To identify what curricula were availabl

in the é&ﬁggr
secretarial programs ;Ln the post-secondary, non-univ raity in;utuﬁm-
in the Province of Alberta. See Tables 22 and 23, pages 133 and 1#6—.1{2.
2. To &'etgr:ine what cu::iégla changes in the secretarial programs
have taken place over the last ten !mr: and how these é'{gngiéj- ware
initiated. See analymis of research data for Tables 24, 25, and 26,

pagas. 144, 147, and- 140,
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3. To determine thae aﬁiﬁian: of the academic instructional staff

who are f&lpﬁl;l;bl! for Eﬂl‘;hlng courses in iiﬁ-’ri‘tlflll pmgflﬁ on how -

curriculum eh;ni;n: should evolve in order mte or upgrade a

plftiv:ulli")p:ﬂg‘fﬂ- See Table 27} pages’ 151-153, which shows ﬂu-)
iﬁfa:i'gtién. |

4. To det:}fgi,ﬂé the Qpinis:lﬁ of l;iﬁii;tfitifa staff of secretarial
prag:an; on the methods that ware presently being used to determine the b N
effectiveness af the secretarial programs in gart;lepating institutes.
is information iE.PféaiﬂtEd in Chapter i{xplgisxl 132-153.
4 ¢ S~

e Population o i S v
y . .

The gﬁpulgti;ﬁnaf this study included all those administratars (24)

_ and‘instructional staff (65).who had responsibility for either admini-’
ltifing or teaching Ilcl‘itli‘xil programs in the institubtes identified as

b3

pa:t*némdlry nan-unlviriity, institutes for this st.udy and where t;ht:"
secretarial pﬁ:gi'l; was offered. . * - e

This p@gulgtiﬂn was not stratified because of its amall sire which

was.an "academic staff" of approximately 110 in the 16 institutes
included in this study. The sixteen institutes included 10 fublic

Colleges, two Institutes of Technology, and four Alberta Vocational

Cantres: &
: Colleges 7 $
! - . -

Fairview College
Grande Prairie ﬁgiml College
Grant MacBwan G;-i,m;ty College »
Kayano College
' . Lakeland College ~ .
’ Lathbridge Community College ’ o
* Medicine Hat College ' e
Mount Royal College ' ( - )
Olds College N0
. Red Deer College
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Institutes of :hnchnalaﬂ

Northern Alberta Institute of Technology
Southern Alberta Institute of Technology

7 Vocational Training Centers
= >

’ CalgAry
Edmon ton

Eam,lrd
Mac la Biche

FA

Methodo,
R R |

nstnmentatlaﬁ E‘allﬁﬁng a réiev of the literature on instrumen-

ta(ir a questionnaire was ;peclglly designed to collect the research .

data (see Appendix B). Prior to being used in the pilot study the

'

research que;t;annalm wan rav;mﬂﬂ l::y a :ggc:ial' st in instrument design

¥rom Qle Depart-ent Eif Blucational Paychology, Fgculﬁy of ﬁuﬁiaﬁn.
' (mivetsity fo Albertgg - !
“Pilot Study The. g\;stimingirg wag) ﬁ:gﬂﬁﬁta& to a sample of

ingtructors and Qd-in;istfatqr: who were included in ﬂetata,lpﬁpulatim.
The individuals selected to be included in the pilot study were Electeé
because they were rqad ily available to tha raﬁ:;rche: grﬂ:becaug thay 7
wpre knovlgggggblg about the secretarial programs. ' |

The purpose of canﬂu:tiﬂg the pilot study were: to éatgriiﬂ if the
items on‘thg questionnaire ware free frsg a:biéuity; ‘to determine ifit;he
proper sequai;gg of Qﬁé:tiﬁm was used; to detgi;nim the ET.VEI!!? amount of
time it took pilot study participants—to Eé:plif;! the L!'l!tfflihéﬂtsx ;nd |

to deter-ine the face validity and :antant vahdy of thn statelments that

tmnroa on the qni!tiﬁnnnire,
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Collection of Data The researcher gbuincﬂ a liat éf mémbers fros ',

the Alberta Business Blucation Association and from t;hl: ;iit identified
ore member, from each lnaututim incluﬂaﬂ in the study, who would serve
as the intitial contact person at the participating institute. A letter

and personnel form was sent to each contact parson in gadj of the 16

institutes. The letter explained t‘i purpose of the study and requested
] 2 :

the fallowing information: pami:;.m to include t.heu: 1n;t;tut! in the

iudy; 4 complete list of all gs5iqnna1 vho e€ither taught or administerad .
the secretarial programs in their institutes;' and a current institute .

calendar and/op cours® outlines for the secretarial programs that were
" v ‘ .

r Out of the 16 institutes contacted, 14 institutes gwiﬂaﬂ'};ﬁé ,
following: ten institute calendars and eight course outline booklets.

Telephone communication to the two institutes that did not respond
' ’ ' 9

resulted in the selection of an alternate contact.

. - ’ ,

' A package’ containing an instructional letter to the contact person,
a covering letter to each respondent in that institute, the question-

naires, and the self-addressed, stamped, envelopes were mailed to the

contact person in the 16 institutes. From the 113 questionnaires mailed

out, 90 or 79.6% were returned. One questionnaire out of the 90 returned

had to be eliminated.

Analysis of Data The information received on the 89 completad

questionnaires was analyzed using the Statistical Piﬁ:k§¥ for the Social
Seiaﬁce’: (SFSS) using the computer in the Division of Research Services
of thg-ragulty bf Bducation at the University of Alberta. 'hﬁ: progranms
were selected from the 5PSS, one that u@;j,ld yield frequences and percent-

ages and the other would yield correlations.



™Major Findings

The findings of this study were presented in Chapter iv, Analysis of
3
Data Collecﬁed wi th the Research Instrument, and in Chapter V, Proposed
Model for Monitoring the Curriculum of a Secr al Pfc:grai. The

summary of the n}ét flhdlhq! of ,thu study are as follows:

. Profile of Respokdﬁ(ts '

1 to 13 inclusive shov information regarding ﬂie

Data in 'rables«

respondents included m‘-j_:he reseatch populatitﬂ. Thera were &5 qj

- i

instructors andé‘ ad-inuu;tot- included in the study. The majority,
€5/89, 74.7% of-f.;‘!' respondents were 'fe-a'le and 39/89, 43.8% were between
the ages of 30 and 40 years of age. '

Sixty out of,.‘ 75 ('sos) respondents had baccalaureate degrde or
higher. : ~ : ' (

Seventy-two out of 88 respondents (81.8%) had six or more years
teaching experience. Twenty out of 77 (26%) of the ?gspandgm: had two
o;' le'saﬂ‘yeats of~s§¢ret‘.atitl work experience. The majority, 45/77
(58.5%) had between 3‘to 175 years of experience in an office setting
working as a secretary. Thirty-one of the.75 (41.4%) respondents
indiecated that they terminated their work experience in ajn office more
than nine years prior to them becoming an instructor or an giiiﬁistta;gr
in an educational institution. Pifteen of the 77 {19.5%) respondents had
worked in an office in the past two years or less. . .

Seventy-two out of 89 respondents (80.9%) had iit-mjﬂ “M and

Jor confetences in the last two years.

&
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Institute and Student Clientele Profile

Data in Tables 14 to 21 inclusive show information rag;’:ﬂ;ﬂ; the
\Institute and Student Clientele Profils.
There were 22 respondents from the four Alberta Vocational Centers,
51 respondents from the ten public colleges, and 16 rglip-mdﬁm;: from the
two Institutes of kchnalg-r | s
. ;
) The enrollment in the secretarial programs in the province in the -
podt-secqn?ar‘y, non-university inlti}utgl ranges from over 150 students
to 1 to‘;g%tudents.!
Th;re were a vgriéty’; of entrance requirements required by students
for admission into the s;créta:ial pPrograms xaffgf:edfa‘t’pa:ticipat;ngi
ipstitutel. The largest number of respondents 31/85 (36.5%) indicated
that .for an applicant to be admitted to their program that an applicant
had to meet any one of these entrance requimnt;*:ia yYears of age or
have adult status or have a diploma from high imaﬁl
The academic ysar in the in;tituiaa zgn'gg:i from over 40 yweeks to

26-28 weeks. The academic year was arranged in a variety of ways ranging

from one continuous period of time to four semester or quaréir:. Theres

-

e over six different grading iyftm used t;ﬁ: ivglf;nt;a studant pgrfgzé
mance in the imﬁitutgi; Lviri;ity of specializations were available in
the :itforc_nt institutes and some institutes had iviilibli for their
students advnncp‘d o,rx diploma programs after the one-year secretarial

program was completad. ) » ' \

1
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Program Curriculum

Data in Tables 22 to 27 in;:lusiﬁ!; show information ,rega:éing Program
Curriculum in the seeretati 1 pPrograms in ﬂgfostas‘ea:ndary. non-
university instit.utes in the Province of L’Lbetf:L\

-

There were a variety of program objectives for the ecretarial pragrus.

Seventy out of 86 (81.4%) resp-:ndeni;e rated abjective gavide

students with basic ckills, and knowledge required for !tanag?phlch\iﬁd

clerical positions, as of very h;qh importance”, ‘Slxty-ieven out of 84)

(79.8%) respondents rated Objective No. 4, o prepe’fe students for | B
caredrs-in business,’ mddst:y, aﬂd ‘government, as of “very highiiipar-
tance.. Slxty-seven out of 85 (78.8%) re-;p:mdent; rated Obfective No. 5. .
to prepare students for stenagraph;c, clerical, receptionist, clerk- o
typist or. bookkeeping positions, as of "very high i:'g::ftnnee'.

Of the possible 20 courgés titles listed, the majority of the
respondents identified 11 cé’qr’:e titles they considered to be compulsory
in their programs. These course titles were: Typing, First Level; Typing,
'Second Level; Typing, Third Leél; English, Bésicx English/ .-
Co-nunxcatxons; Hachxnes; Business Hathe-et;cs; Eﬂgkkeeplng; Shorthand,
Basic/Theory; Of'nce Procedures; and Machine Tran;criptlén. .

Factor No. 2, Individual Instructor's perceptions, was rated by
83.1% of the respondents as of either ‘high importance” or “very high
'i-por‘tance‘ in determining course content in the secretarial g‘gqrajg-
Pagpor No. 10, Material and knowledge gained by instructors whn attend
worluhopa/conference, was rated by 73,28 of the respondents as of either

“high importance® or ®very high importance.”
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Cot;r.e. outlines were developed pPrimarily by' either "A committeée of
instructors who teach in sang‘subject area® 25/82 (30.5%) or "All the
instructors teachin_g the prog‘fan have input into all the é(wrsea" 28/82\
( 34.’10).‘ .

Annual surveys to either businesses, qraduate.s, or secretaries were
generally not used to d;ve-lop, evaluate or cbanjp secrgtarial program
curicuium. Occasionally surveys to businessas were u;ed by approximately
32.4% of the r-elpondents while occasional surveys to former graduates |
were used by 3';.9\ of -the respondents to change and/6r evaluate and/or.
éev_e];op’ sec.;retari_al curriculum. ’ \/ |

In response fﬁs statements dealing with curriculum development in the
future, 61/73, 73;55, of the respondernts ‘indicate‘d “"strong agrec;-ent'
‘ with:';tatenent 12, 'P;oq:qn curriculum development committees need input .
from businessnen,'nanaqers, secretaries, professional.organizations, and
busingsraducators in order to be effective.” There were 53/83 or 64.6t.
of the respondents whok “strongly aqt.eeq' wi'th statement number 11: *"No
‘one source of information on what are the characteristics and training
needs of ‘secretaries should be used. toAdevelop curriculun..' . There were
v15/83 or 18.1s of the respondents who elected to answer thi;) question}\ho
checked "sttongly" disagree" on statement number 5, "The Dep.ruent‘ of
Advanced Bduc,ation and Manpower ;hould‘atablilh a committee that will j
coordinate the secretarial programs that.',are in the non-university
po.t-;oconaary institutes in the Province of Alberta.” Porty-three out
of 84 (51.2\) of thc respondents indicated "strong agreement” with lt.ate—.
Went number 3, "Business educators should have an opportunity to return

to the work force on a regular basis for updaing their knowledge base."
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r Recommendations

A mmber ‘of mconendationt which arise out of the resuvlts of thin

study are present‘d in this section. These reco-endatiom dre presented

- L 4

in .two major areal: reconnendat.xons arising from the design of t;f\e

]

Secretarial Program Curncu’lun Monitoring Model and reco-endat.xonn
ariging fton the research data presented in Ghapt:ef IV of this report.
-~ .

Care ‘Qhould be’taken, however, not to make incorrect assumptions

about ‘the analysls of -these data, or to infer more than is intended.

Secr'etarial Proltan Curriculum Monitofing Recommendations

'mls'study attempted to design a -onlton.ng nodol that could be used‘
for thuontxnuous evaluation of secretarial ;togtan curricula in post-
secondary, non—univetsit.y inltitutea in the Ptovince of Alberta.
Included 'in this -odel are factors. uh;,ta influence the effectiveness of
each «curriculum co-poncnt, and, therefore, the c,ffect.iveneu of the total
proqran.' This model is a process and is open-ended to facilitate the
addition of other factors which may be considered as having an influence
on a curriculum component.

‘This monitoring process could be u.edjo evaluate lny»curticul'u-
co-ponent of the model. It was not th\ntant of this study to tolt thc

-odel that was designed as this would involve" a oontinuous study over a

~

longer pcriod of time. ‘ K

It should be noted, however, that because of the inter- and intra-

relationship of the components and factors of the total model, that any

' .
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monitoring activities should be conducted equally on all the curriculum
components. This balance of evaluation g'afe:sea becomed critical if the

monitoring acturit;es are used to hold the program accountable rather

than being used for program development.

The researcher has formulated the followirnt recommendations as 2
continuation of thias satudy.

The instructional and administrative faculty in the post-serondary,

non-university institutes in the Province of Alberta who teach in or

program presently have responsibilify fox_and

are involved in curMcujum deve opment for the gecretarial programs.
y ) o i

~1. The application of " " e used to monitor the curricula
of Secretarial Programs in fije gsectindary, mnon-university institutes

in the Provipce of Alber Setdruiné 1f it is-effective or requires

modification. -. 7
In order for ingtruq:*r: and adminiatrators in the se«:réﬂrial mo-
grams be kept up to date on the research findings of current educational

research on curriculum development, it is recommended that: \)
/\ 2. ‘Part of the content of Professional Development Pfagrm include
-reports om th; findings of educational ressarch that are :p‘:ifiguyl
related to curriculum development for business education programs.
There are a number of ways in which program objectives and course .,
content‘are being i{;l;-::ted in ﬂie different programs within the post-
seco;)dary, non-university -institutes in th province. As ﬁlii 1is' a major

responsibility of ingtsueté&g in the secretarial programs, it is

recommended that: .
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lﬁlﬂ in mﬂ;eu%_ development and curriculum !‘:llﬁ-!tim activities
that may influence the effectivenees of their programs.

Curriculum development and ;\;rricului evaluation activities by
instructors and administrators can only be gff;ﬁtivg if these activities Q
yYeceive the full support of tﬁc administration within each institute.
Therefore, the following recommendation is made:

4. That Post-secondary, nﬁ-u;iﬁ:;ity | nstitutes’ administrators

v )

must provids tims:—igl and personnel support for curriculop dev lagﬁng

uﬂ curriculum evaluatiom activities of their staff rewponsi
administrating or teaching a secretarial Program.

The curriculum de’velag:)t and i:u:iriculm evaluation
post-secondary m:n-—univ;riit; institutes can only be achieved with the

support of the Department of Advanced Education and Hangawgr_g“fgﬂ?
recommended .that: L-#‘/

&+ The Dim;gf Advanced Edgonti and Manpower taks an active

leadership role by providing financial support and recognition to

business educators in the post-secondary, éﬁna@iﬁfiil:j institutes for 7

e
their work in curriculoa development of secretarial programs.

Eg:;m@nﬂgtgian; . fr;q:ligiggrcg Data

The following recommendations are made as a result of ressarch data

from this study. It is recommended that:



1. i&atcmtm, non-umiversity institutes rgvi.oi thair
professional .dcvolop.nt policies and that tbo.- opportunity be -gd'
anihbhwm&rmtommk force on a regular basis
for upgrading E:h.ir knowledge about secretarial careers and to lesarn of
the most recent umontiau in the world of business.

2. That vllo.t--oeondnry, non-univeraity in;titnm provide profes-
cimldcnloponttinunnuflnnchlmutmioimtﬁﬂ;ﬁi
for thc- to attend seminars, workshops, and oconferences that vill assist
them with curriculum development activities for secretarial proqt-lﬁ

3. ‘That ddministrators of institutes and administrators of Secre-
tarial Programs in particular review the evaluation and gradiag systems
presently being used for these programs. At the time of this study five
or more differeant qr.dinq-qu;minminm’lsiu;ituﬁsih:
participated in the research. This "57° variety approach to evaluating
student performance may cause some difficulty fot students transfering
from one poet-secondary institution to another and/or cause Cl-p].@!l;‘i
difficulty in interpreting student achievements.

4. That adiinistratota of institutes u;d administrators of Becre-
tarial Programs critically review the use of Advisory Committees for
designing and gvaluftinq program curricula. | ’

5. That instructors and administrators of Secretarial Programs

become more active in their lobbying efforts with government officials

and administrators ofotbo Dﬁpart-ont of Advanced Educatiom and Ranpower

to make the hnuv:ldull acutely avaro of the needs of business education

cu-ricnl\- development.
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\,

gc_ondatiom for Further Studies LN
' The scope of this study was very broad and included many am

Pl

research which were not investigated but which ?ould be consider for

further study. Based on the findings of the research, the researchéis
- . »

recommends that the following studies be undertaken.

-

m-odnldcnlwuarmltafthlshtuqb.pn-mtdhn .

actual evaluation setting to determine if the model is realistic. . ,,//
A research investigation be made to determine thobulid.ity of a <

common system of grading to be used with all secretarial pPrograms. This

-Wu—aummmummqmm.

An MMuguon be made to design reliable hntr—.n:‘ that could
hmmecmmminyIMmemgrn

objectives and course t. This recommendation is made because

-

validated imstruments forx mm'progr- do not exist.

A study be made of the role and function of Advisary Committees for

4,

8ecretarial Programs to/dcclﬁinc\vh.thu or not the terms of reference

-

established for these committees is realistic.

N * N

An objectives writiag team be established to write general

objoctivgo for tﬁo ﬂ.crotdrhl Pro%rn that are realistic and relevant.

- o

9
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APPENDIX A
. » COVERING LETTERS — i
This appendix includes a sample copies of the following letters: letters
that werp sent to each contact person with attached personnel form,. .
letters that weWs sent to the pilot study respondents, the instructiona¥
letters that were sent to the contact persons, and the individual

letters that were sent to each respondent with the questionnaire which is
included in' Appendix B. ' .’
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GRANDE * - Letter No. 1 - sent to individual
PRAI RI E contacts within the inastitutes ’

GRANDE PRAIRIE. ALBERTA T8V 4C4 - TELEPHONE (403) 532-8833202
Box 275
Grande Prairie, AB
T8V 3A4 '

RECIONAL g

C ad rIEEEQa individuals) N"-xg__’_ | i.,!

Dear H .

I am writing to ask for your help and cooperation in completing the
research faor my thesis which I am presdently working on as part of my
Masters Degree from the University of Alberta. )

I have ::'hagern the fgllaiiini; tﬁpiﬁ.‘; 'ngelapiﬁg a C‘ufr'iculum Haﬂgl fcr

Uhlverslty In;t).f;ut;es in Alkgrta.” I fegl that 1;!11: i a very rel-vant
topic to the work we are ammj to do in this province at our warious
institutes. With the rapid changes in technology and job requirements of
the secretarial work force, it is imperative that we as ajucators attempt
to change our curriculum to meet the needs of our students as well as
business and industry. It is my hope that through this study there will
be a consenses of opinion among those who are the administrators and
instructors of such programs that will give us direction to improve the .
curriculum in our programs. The results of this study I will be willing
to share with you.

Would you please fill out the attached questionnaire and return it to me
at your earliest convenience in the enclosed envelope. 'As yon can see
from the questionnaire I am requiresing two things: 1. the names and
pﬂsitians af 311 persaﬁnei Hithi;n yr:mr institute iﬂ’n eithgr a&inistet or

qugstlanna;:g; for them to f;ll s:mt and 2. YDIIE 1atest 1nst;;tui;1anal t
calendar giving a description of ygur pogram and/or course outlines for
the first year courses,

naires in your hands wit.hm thg ng.x,t nﬁmthg If you h;iie any quest;aﬂ:
about this study, you can contact me at the college by phoning 532-8830,
Ext. 232 or at home 532-2575. I have recesived permission from the
college to have mail msent to ? by courier service from the institutes
that use this service, ) -

I look forward to hsaring from you.

Yours truly, .

Irene Nicolson, Secratﬁi‘ial Science Instructor
Enc. (1)

P
k3
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(Attached to Latter No. 1)

THESIS SURVEY NO. ) - Irene J. Ricolson

Please complete and return to Irene Nicolson as soon as possible in

INSTITUTE , ] - o _ .

ADMINISTRATORS (Please list all administratory who are responsible

for ‘the secretarial programs in your institute a maximlim of three levels
starting with the lowest level.)

NAME _ POSITION

%

INSTRUCTORS/TEACHERS (Please list all instructors who teach in your
: : - &
. ) secretarial science program or equivalent pro-
grams.)

Please use reverse side for any additional names.

NAME : w“m EXPERIENCE

PROGRAM CALENDARS AND/CR COURSE OUTLINES - Please check if applicable
I am enclosing cur latest calendar

I am enclosing course outlines

I will forward at a later date calendar /course outlines .
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PRAI RI E \\,,] Letter No. 2 sent to individuals who
" / were part af the pilot project. 204

GRANDE PRARIE. ALBERTA TBV 4C4 TELEFHONE (403) 532-8830 ‘

RECIONAL
COLLECE

1980 04 29

4

(Addresses to individual contacts)

Thank you for agreeing to be a part of my pllat ;.t::ject for my thesis
questionnaire,

The topic of my thesis is "Developing a Curriculum Model for the one=year
Secretarial Certificate Programs in the Post-Secondary; Non-University
Institutes in Alberta." Therefore, the questionnaire is directed to all the
Alberta Vocational Centres (A.V.C.), the colleges, and the two institutes of
technology. FPor the purpose of this questionnaire the total population of
my research will be referred to as 1nsi;itut.es .

The questionnaire deals only with the one-year gtagruns as many of the
institues only have one-year programs.

The questionnaire is divided into three main sections: Part A -
Respondent's Praflle, Part B - Institutes and Student Clientele Profiles,
and Part C - F’ra-gram Curriculum. Although the questionnaire looks axtremely
long, most questions require only a check mark and hopefully will not
require an excessive amount of your time. I would request that you feel
free to add your comments to each section where space is provided.

Pleas evaluate the questionnaire kaaging in mind the following

1. Are there any questions that are ambiguous or difficult to understandi
2, Are the questions sequenced properly?
3. Approximately how much time was required to c:-pleta the questionnaire? _

I would :ppfaeiatL your returning the questionnaire to me at your sarliest
convenience. I have provided a ualfsgddr:sgq envelope. Please return by
courier service if your institute has this available.

Yours truly,

Irens Nicolson - . o o .
Enc.: Questionnaire .
Envelope

-~



GRANDE Letter No. 3 #gent to contact along
AIRIE T 7 with the questionnaires. .

GRANDE PRAIRIE. ALBERTA TBY 4C4 ~ TELEPFHONE (403) B332-8830

9 iy £, a0 -5,

EGIONAL
COLLEGE

1980 05 14 ——

(Addresses to individual contacts) g .
Dear - :

Thank you very much for agreeing to be my contact person at your institute,
Enclosed you will find questionnaires and letters that I would ask that you
distribute to the instructors and administrators directly involved in the
secretarial programs.

The topic I have selected for my thesis is "Developing a Curriculum Model
for the One-year Secretarial Certificate Programs in the Post-Secondary
Non-University Institutes in Alberta." Therefore, the questionnaire i=s
directed to Alberta Vocational Centres, the colleges, and the two institutes
of technology. For the purpose of this research, the total population of my
research will be referred to as "institutea”. The research deals speci-
fically with one-year programs only. '

The questionnaire for this study is divided into three main sections: Part
A - Respondent's Profiles, Part B - Institutes and Student Clientele

- Profiles, and Part C - Program Curriculum. Although the questionnaire looks
rather long, most questions require only a check mark. The results of the
pilot study show that it takes less than 30 minutes to complete the gques-
tionnaire. I would request that you feel free to add your comments to each
section where space is provided. !

Will you please encourage the respondenta from your institute to return the
questionnaire to me by May 30, 1980. All information provided to the -
researcher will be treated as privileged information. Thank you for your
hélp and cooperation. If I hawve not provided sufficiént questionnaires,
Please let me know or feel free to duplicate extra copies.

Yours truly,

Irene Nicolson, Instructor bt
Enc. 1. Questionnaires / = ‘ —
2. httgrl . . s

3. Envelopes
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GRANDE PRARIE. ALBERTA TBY 4C4 - TELEPHONE (403) 532-8830

REGIONAL
COLLEGE

190 05 14

(Addresses to individual contacts)
Dear : ' -

In addition to teaching in a Secretarial Program at this College 1 am aleso
completing the requirements for a Master's Degree at the University of
Alberta. Part of the requirement for that Degree is to complete a Thesis.
Because of my interest in curriculum dasign and development the topic 1
have selected is "Developing a Curriculum Model for the one-year o
Secretarial Certificate in Post-Secondary Hon-University Institutes in

Alberta."
L ]

The small number of Alberta Vocational Centres, Colleges and Technical
Institutes that offer a one-year secretarial program, makes it possible to
include all of them in the research. As either an Instructor or an
Administrator of such a program, I would like Yyou to participate in this
study by completing the enclosed research questionnaire. As a participant
all you have to do is complete the questionnaire and Place it in the :
enclosed self-addressed, stamped envelope and return it to m= no later than
May 30, 1980. At that time,an analysis will begin of the data that have
been collected. . The results of a pilot study show that the questionnaire
can be completed in in less than half an hour. .

All information that is Provided to me will be treated as privileged infor-
mation and will be destroyed when the study is concluded.

A' copy of the Research Abstract will be sent to those who participate in
the study. ' . ’

Yours truly,

\ " -

Irene Nicolson
Instructor °

mc. - . . . . _3 S R ,= s ima ki, xve lp e V.g‘ - et s e aml



. APPENDIX B
QUESTIONNAIRE

In this appendix can be found a sample copy of the research questionnaire

that was used to collect data for the study.
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. QUESTIONNAIRE

BN SECRETARIAL PROGRAMS CURRICULUM DEVELOPMENT

Secret;figl pragrams have been in nper:tiaﬂ in public spansared
for over a decade, buéiiitéig research has been carried out to !ﬁnitar
the effectiveness of these programs, at least on a provincial-wide
basis. :

years and these :hanges are agcurring at an a;celgr;ted rgtg Thg
secretarial program curricula that was designed and incorporated a
decade ago may not be as\relevant or as effegtive in weeting today's
needs as it could be.

T

developed ;nd ev;lua:ed iﬂ :he past :ecﬂndgry, ﬂan-univ2fsity insti:ute:
in the Province of Alberta in the secretarial one-year programs.

This questionnaire that was designed for this study 1s divided
into three main sections: Part A - Respondent's Profile, Part B -
Institutes and Student Clientele Profiles, and Part C - Program
Curriculum. Although the questionnmaire looks rather long, most state-
ments can be answered with a check mark and hopefully will not require
an exceésive amount of your time to complete. Pilot study participants
took an average of 30 minutes to complete the questionnaire.

--No one is better prepared than you, the instructors and adminis-
trators of secretarial programs, to provide the researcher with know-
ledge of the programs within the various institutes in the Province

-of-Alberta. Please complete the questionnaire to the best of your

abilfex and personal convictions. If important aspects of this
questionnaire have been overlooked, please make a note of them at the
end of each section of the questionnaire where space has been provided.

Pieale returd the completed questionnaire by May 30, 1980 in the
self-addressed, stymped, envelope. !

v \ -
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e i 2,
PART A - RESPONDENT’S PRGFILE
The objective of £ dection of the quatwmm is to obtain. = - ig:lﬁggz
information about -tha ns Lwctons and administratons who are i
employed in the institutes in the post-secondary, non-university
Atberta Vocational Centres, the colleges, and the technical
institutes, aelevant o adu;&twn expendience, efc.
Pleasg check the appropriate space
I. .PQSIIIDN PRESENTLY HELD © , ’ , .

l. Full-time Instructor

2., Part-time Instructor
3. Full-time Administrator :
_. 4. Part-time Administrator/Part-time Instructor
- 5. Other, (Please specify) )

l |’ i

— 1. Male ___ 2, Temale (

III. AGE
1. 30 years of age or younger
2. 31 to 40 years of age
3. 41 to 50 years of age
___ 4. 51 to 60 years of age
—_ 5. 61 to 65 years of age
____ 6. 66 years of age or older

IV. INSTITUTES WHERE PRESENTLY EMPLOYED

1. A.v.C. - C‘;lg;ry s

" _ 2. A.V.C. - Edmonton oy
-____ 3. A.V.C. - Grouard o .
___ 4. A.V.C. - Lac La Biche ' —

5. Fairview College
6. Grande Prairie Regional College

___ 7. Grant MacEwan Community College
- ___ 8, Keyano College

___ 9. Lakeland College

___ 10, Lethbridge College

11. Medicine Hat College

12. Mount Royal College

13. Rorthern Alber& Institute of Technology
14. O01ds College

15. Red Deer College

16. Southern Alberta Institute of Technology
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E

Please indicate the secretarial/business education you
received before entering the teaching profession.

. 1. High School Secretari
- One-year Public Post-
Education
3. Tvo-year Public Post-Secondary Secretarial Business
Education #
4. Private Secretarial Business Fducation College

al Business FEducation
Secondary Secretarial Business

Zi

j:: 5. Secretarial Business Education Major at University
— 6. Secretarial Business Education Minor at University
‘e 7. Ko formal Secretarial Business Education training
—__ 8. oOther, (please specify)

UNIVERSITY EDUCATION

Please indicate the highest degree you possess as recognized
by the Province of Alberta or the institute where presently
employed.

1- B‘Ai = ?ﬁ HQ E-

2. B. E4. T 8.D. Ed. .

—_ 3. B. Com. . —__ 9. Ph. D. x '
—— 4. B. Ed. (Bus. Ed.Major)__ 10. ‘Other, (please specify)
— 5- !; Ai le ié Hil‘ - — - — ——

6. B. Ed. or B. Com. plus
Diploma or one year towards
Master's Degree

WOBK EXPERIENCE

Please indicate the total amount of igergt;rigi work
experience that you have. (round off to nearest year)

_1. less than 2 years 4. 11 - 15 years
.2. 3 -5 years . _ 5. 16 - 20 years
_3. 6 - 10 years _ 6. over 20 years
Plesse indicate approximately how recent your secretarial work
experience is. (round off to nearest year) :
« 12 - 14 years ago
15 - 18 years ago
19 - 21 years ago

. oOver 22 years ago

1. 1less than 2 years
2. 3 -5 years ago
3. 6 - 8 years ago

E—
———

o “}J‘ m L5

4. 9 - 11 years ago

——
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4.
VIII. TEACHING EXPERIENCE ?
Please indicate the number of years you have been teach/
instructing in the institute in which you are presently
0 employed. (round off to nearest year)

! 1. 25 or more years 5. 6 to 9 years
2. 20 to 24 years 6. 3 to5 years
3. 15 to 19 years 7. 1 to 2 years

_ 4. 10 to 14 years — 8. 1less than one year
Please indicate the l;atll onumber of years of teaching/
iﬁitructing g:perien;e that you have. (round off to nearest
year)

_ 1. 25 or wmore years 5. 6 to 9 years
_ 2. 20 to 24 years ) 6. 3 to 5 years
3. 15 to 19 years 7. 1 to 2 years
—— 4. 10 to 14 years ___ 8. less than one year
IX. CURRICULUM COURSES
Please indicate the number of curriculum development or
program development courses yﬁu have :aﬁlguﬂ at the
university level.
—_ 1. over 10 courses __ 4.1 tniéﬁnc:
2. 7 to 9 courses _ 5. none
___ 3. & to 6 courses
X. PROFESSIONAL DEVELOPMENT
Please indicate the professional organizations of which you
are a member. ,
1. Alberta Business Educators' Association
—_ 2. Business Education Council - A.T.A. “:E‘
3. National S:cﬁtg:ig: A;:agigtian -
___ 4. Rational Business Edueation Association

5. Canadian Associatidn of Business Education Teachers

—_ 6. Chamber of Commerce
7. Phi Delta Kappa

_ 8. Others, (please :pe:::lfy) R " '
Have you attended a workshop or eanfgrenge on business
education in the past two years?

_1. ye:\\ 2. mno

FLEASE ADD ANY C?DE‘TI‘S ON THIS SECTION ON THE BACK OF THIS PAGE.

NS N




PART B - INSTITUTE AWD STUDENT CLIENTELE PROFILES

The objective of this ééciLﬂﬂ of ihz questionnaire is to obtain
information as to where there are sdimilarnities and differences
amoung the institutes included in this study reagarding emollment,
entrance requirements, grading systems, etc. ,

- I. STUDENT ENROLLMENT
Please indicate the approximate number of full-time students

registered in the one-year secretarial p programs in your
institute during the 1979-80 terms.

1. over 150 S, S0 to 74
2. 125 to 149 6. 25 to 49
3. 100 to 124 7. 1to 24

4. 75 to 99
II. ENTRANCE REQUIREMENTS

Plesse indicate the entrance requirements that must be met
by a student in order to be admitted to the one-year program.

1. Completed grade 10

2. Completed grade 11

3. 17 years of age plus one year out of school

4. 18 years of age or adult status or High School Diploma
5. High School Diploms

entrance tests. Please :peﬁify t:!tl'

7. Wigh School Diploma vith minimum grades in specific
subjects, please specify subjects and minimum grades:

L
8. Other, (please specify) _ .

I11. ACADEMIC YEAR LENGTH FOR ONE-YEAR PROGRAMS

1. over 40 veeks (please specify) _
2. 38 to 40 wveeks .

3. 35 to 37 weeks

4. 32 to 34 weeks

5. 29 to 31 veeks

6. 26 to 28 weeks _

7. 1less than 25 weeks, (please specify)

-

HH!H

5.
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111

: 6
-

Please indicate how the academic yg;r of your institute is
organized.

1. one continuous period of time

2. two semesters

3. three semesters or quarters

4. four semesters or quarters

5. on-a weekly bases

_6.- other, (please specify) ° ,,

GRADING SYSTEM

<

‘Please indicate the grading gysteg used in y{ggslnstitutgi

—__ 1. percentile ____ &, pass, honors, iﬂgamplétg
__ 2. nine point (1-9) _ 3. A, B, C,D, &7
3. O to & — 6. Other, (please specify)
f- - S i e _ — __

[}
, .. .
In the above grading iynta-.ﬁm;t ainimum irgde 1s considered

a pass?

F A - - e - e —— e -

SPECIALIZATIONS

Please indicate what specializations are available to students
enrolled in the one-year secretarial programs in your institute.

1. Shorthand or Accounting

2. Accounting, Data Processing, or Receptionist- ~typing
3. Receptionist-typist or Secretary-Stenographer

4. Accounting or Administrative

5. No specialization

6. Dthzr specializations, (please :peaify)

ADVANCED DR DIPLOMA PROGRAMS AVAILABLE

Please indjicate if there i: & second-year/diploma program
vhich ltud nts who successfully complete the first Year are

able to taks at your institute.

—_— li y‘! — 2. no
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PLEASE ADD ANY COMMENTS ON THIS SECTION

# _
¥

Lf

_ R ~ Ll

PART C - PROGRAM CURRICULUM -

The objective of this section of the questionnaire is fo determine
whether there i a cone curniculum in the one-year secretarial
programs or o what extent the imsitutes agree on the core cwwndculum;
Lo determine how curriculum is developed, changed, or evaluated in
the institutes in the Province of Alberta. '

I. PROGRAM OBJECTIVES

To what
Pleasge

Belov are a list of possible program objectives.
extent do each of these apply to your institute?
rate them according to the following scale.

l-
2.
3.
‘i
5.

—— RESPONSE KEY ———— —

of
of
of
of
of

no importance or not applicable
low importance

medium importance

high importance

extrepely high importance

1, ¢to pravid; training for the secretarial
job market in owm area
2. te provide basic ikili: in business
.subjects b .
3. to provide remedial courses and train-
iag for students who do not weet entrance
Tequirements
4. to prepare students for e;reefi in bu:ingggi
industry, and govermment

5. to prepare students for stenographiec,
clerical, receptionist, clerk-typists, or
bookkeeping positions

>

L7




PROGRAM OBJECTIVES continued

— — RESPONSE KEY ——————

1. of no importance or not applicable
2. of low importance

3. of medium importance

4. of high importance

5. of E:tremely high inpdit;n:e

10..

11.

12.

to prepare students for employment as
sccountanits or accountant agsistants

to prepare students for legal
offices

to prepare students for medical offices

to pravide students with basic skills,

“and knowledge required for stenographic

and clerical positions

vith previgus Eraining

to provide students with an opportunity
to develdp good human relations and

good inter-personal relationship skills

to provide training for secretaries
already in the work force in order that

- they may be kept up to date on the changes

ﬁfﬁtlking plgge 1n the office

13.

14,

to provide high school students with
business training the opportunity to
further their training

to provide students with basic knowledge
and skills which can be expanded through
further training or job experience

-

3 4.5
3 4 5
3 45
3 4 5
3 4 5\
3 45
3 4 5
3 45
37‘:5
3_45
3 4 5




II.

COURSE CONTENT

#

Please indicate by circling the appfnp:igtz number the status
of the following courses:in the program of studies of the one-
year secretarial program in your institute using the following
criteria:

1 = Required or Compulsory Course in the program

2.- Option-- but students are encouraged to take

this course
3 Free Option - students are free to choose this course.
4 - A pre-requisite for entry into the program
5 - Not included®in the one-year program

E:F-please check the box at the end of each course

if you are planning to include this course next

year, 1980-81.

Please note the description is include merely as a guide, exact

content or exact minimum standards should only be looked at as

guide and not an absolute standard.

, 7, ou =
gg o Eg = O
g " n
ISR Eg
H o o =
£ W € G
BT 25 E
" e O BEEE
1. TYPING - Figst level, Beginning or Elementary = -
- keyboard mastery, approximately 25 net words o FO5
per minute 1 2 3 4 5
2. TYPING - Second level/Intermediate
- approximately 45 net words per minute 1 2 3 4 5
3. TYPING - Third 1evelyAdvgn§gd )
- approximately 55 net words per minute 1 2 3 4 5
4. ENCLISH, Basic/Elementary - grammar .
punctuation, vocabulary building, etec. 1 2 3 4 5
S. ENGLISH/COMMUNICATIONS - letter writing
report writing, oral ga:muﬁi;a:iang,
listening skills, etc. 1 2 3 4 5
6. MACHINES - use of ten-key adding machine,
electronic calculators, ete. 1.2 3 4 5
7. BUSINESS MATHEMATICS - adding, subtracting,
multiplying, division, deacimals, percentage, _
fractions, etc: 1 2 3 4 5
N
" 8./ BOOKKEEPING - accounting cycle, payroll
,y/ bank reconciliatfion statements, etc. l1 2 3 4 5

O O 0O 4a g g o

[J -- ¥vax 1xan
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COURSE CONTENT - continued

10.

11.

22.

23§

WORD PROCESSING -~ concepts and/or hands on

ACCOUNTING - accepted for credit towards
R. I. A., C. G. A., C. P. A, or university
transferable. .

‘SHORTHAND - Basic/Theory - approximately

80 words per minute on practiced material
SHORTHAND - Second Level/Dictation and
Transcription - 80 words per minute for
three minutes, unpracticed material
OFFICE PROCEDURES ~ basic office organirzation
mail, telephone, travel, filing, meetings,
etc, : .
MACHINE TRANSCRIPTION - produce mailable
and/or timed production from machine
dictated material

LEGAL OFFICE PROCEDURES

DATA PROCESSING - concepts and/or hands on
experience with D. P. equipment
experience with W.P. equipment .
MEDICAL OFFICE PROCEDURES

ADMINISTRATIVE MANAGEMENT

WORK EXPERIENCE - on the job training

WORK SIMULATION - model office

Please add any additional courses that are offerred

the one-year students through your program.

W -=-- CFEINbTY
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ITI. CURRICULUM EVALUATION

In your institute, when tourse content is being reviewed
or changed, how important do you think the following are
in influencing any changes that may take place.

16.

RESPONSE KEY

- of no importance ’

- of low importance

- of medium importance

of high importance

- of extremely high importance
~ no basis on which to judge

OV WN I
)

Content of textbook being used

Individual instructor's perceétions
Results of follow-up surveys of graduates
Results of follow-up sqrveys-of businesses

Course outlines from other institutes in
the Province of Alberta

Advisory Committee recommendations

Course outlines from other institutes
in Canada :

Course outlihes, brochures, calendars

from institutes in the United States

Course’ content of university courses
completed by instructors

—

Material and knowledge gained by instructors
who attend workshops and conferences

"High School curriculum guides

Visits to businesses in your service area

Knowledge gained by inetructors who have
returned from a sabbatical as a member of
work force

Knowledge gained by having exchange
instructors from other institutes

= = e e =——=TINVINOIKI ON

o

& = FDNVINOIKI MOT

Circle
the appropriate number using the following criteria:

-

W W W W= IONVINOAWI Q3N

& & > = HONVINOIWI HOIH

w

»

m

W
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III. CURRICULUM EVALUATION - continued g '« T m o)
e TEE
I
, : 3 8 & &
¥ O O =

g = @
P 5=
a8 E Z o
MO o =
by
. | [ ] i
15. Knowledge gained fta: newly nppainged [ ! i !
instructors 2 3 4 5

- 16. EKnovledge gained by instryctors in -
the work force prior to becoming

instructors 1 2 3 4 5

7. Other, (please specify) _ . .

.1-‘;

1. 1Instructors teaching Ehé course independent of other

instructors teaching fh the same subject area.

2. A committee of instructors who teach in the same

subject area. .

3. A committee of instructors who teach in a variety

of- subject areas.

4. A committee of instructors and administrators

S. All the instfu:tar: teaching the pfﬂgrn have imput

into all the courses.

6. A Eﬂ—ittgé of instrugtors, administrators and

Advigsory Committee members.

O ——m—--m—- SISVE ON

in your institute
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13.

Please circle the appropriate letter to indicate whether the
following procedures are used in your institute to

(D) develop, (E) evaluate, and/or (C) change curriculum
in the secretarial ptograms. Check (NA) if the method
described is not used at all. You may circle ome to
three letters.

o a =
EE =
g Z
T > 7] ‘
— " g 8
» RN
1. Annual surveys are sent to businesses in the
service area. ‘ D EC NA
2. Annual surveys are sent to former graduates
" of the program. D EC NA
3. Annual surveys are sent to secretaries in -
the work force. D B C NA
4. Occasional (every third or fourth year)
surveys are sent to businesses in the }
service area. D EC RNA
5. Occasional (every third or fourth year)
surveys are sent to former graduates. D E C RNA
6. Please specify other methods used to
develop, evaluate or change curriculum.
. D EC N
s
7.




. [appropriate number using the following ctiterii.

1.

2.

3.

6.

" institutes in the Province of Alberta. /

—————— RESPONSE KEY ——————

1. Strongly Agree

2. Agree

3. Undecided (Neither)
4. Disagree

5. Strongly Disagree

Business educators instructing in post-secondary

institutes are well infarmed about the changes
taking place in the business office.

There should be a pfﬂvine;al reasource centre
established to help busindss educators in the
post-secondary institutes with curriculum

developuent. )

Business educators should have an opportunity

to return to the work forge on a regular bases

for updating their knowledge base.

. ) ) ) _—
Post-secondary institutes\ should continue

-£0 have complete autonomy\in setting up tlieir

secretarial programs and courses.

The Department of Advanced

Manpower should establish-a
would coordinate the sec
that are in the non-university post-seconda

Funds should be made available from the
Department of Advanced Education and Manpower
to profesaional business associations to help
in researching and coordinating curriculum
development for business education in the
Province.

To give greater public recognition and status
to the institutes'secretarial certificates
currently being given graduates, a new
certificate that would be provincial wide be
granted. Tﬁe previngial eertificate would ba

pravin:inl teat; th;: have been :stahlished by
a committee.

lease evaluate the fullawing statements by circling the

SA |

-

T

L]

L]




:due:zign programs offered at the :ecnndlry
school level with business education programs
. offered at the nan—univetsity post-secondary A
A institutes 1

[ >
=1
\u‘ ‘g\

[ ™.
.-

9. Questionnaires sent to secretaries who are
in the work force provide one source of
informsation for curriculum development. 1 2 3 4 5

10.

11. Ro one source of information on what are the

characteristics and training needs of secre- -
taries should be used to develop curriculum. 1 2 3

[
r's
W]

12. Program curriculum development committees
need input from businessmen, managers,
secretaries, professional organizations,
and business educators in order to be 1
&ffective.

N
¥
o~
W

PLEASE ADD ANY COMMENTS ON THIS SECTION HERE

The researcher wisheg to thank you for your time in nnlu-fing this

questionnaire. 7
4
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APPEWNDIX C -

Verbatim Responses of Research Participants to the \Open-Endéd Questions of'
Part C - Program Curriculum as well as (:ﬁ;g:m;; that participants made
relating to the questionnaire are found in the appendix.
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1. Program ije::tiﬁl .

It would be very difficulut not to score 5 for most, since the ocbjectives
Are common to all institutes.

Re-evaluating Efag:a-;(;) at present--our clientele from the work force

(evening students) is to be our major focus in the coming years.

to train students as rapidly as possible to meet acceptable standards in
clerical field in a rapidly expanding town with high turnover. ..

to provide gcfetarlal training that will produce caigtent*"—ipkwees for
any geographical area (English speaking only).

“H

11. Course Content

Spelling arnd Vocabulary
In that several programs exist within the umbrella of Business Mucation,
the response in and ;mtancg , may not apply to all programs and vice
VEXSsa.

Personal Development

Pgrsaﬂal‘l Development

Life Skills Modules
Personal Davelopment

Spelling and Vocabulary

Economics ("Acctd. for General Bus.® course only)
Medical Dictatyping )

Legal Dictatyping' )
Medical Office Record Keeping
Pﬁ:fei!lﬂﬁ!l Davelopment
Payroll Acctg., 1 Human Eelatiens
Administr. Office Principles

' Marketing 20 ' .
Filing and Reprographics
Intermediate Bkkpg. Payroll II
Accounts Payable & Receivable
Payroll (one-writs system)

Accoynts Payable ;
Accounts Receivable N
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Course Content cont.
Personal Development - 7 ) .=

Piling .
Human Relations )

Human Relations
Personal Development

Personal Development (approx. 30 hours)

Visiting Lecturers - Assertiveness Seasions, Clothing Sessions (D.H.
Economist, Job Interview "Role Playing"” ’

HRuman Relations

Human Relations
Speech .
. Introduction to Busineas for Secretaries

A second level of Accounting

III. Curriculum E“lilitlan .
Part two -

Coordinator and Senior Instructor

Coordinator and Senior Instructor

£

Individual Instructor and Advisory Committee
Advisory Committee, other Instructors and Dept. Head have input

Instructors teaching the course in consultation with other instructors
teaching in the same subject area.

Director from main campus with individual variations according to
training, personality, etc. of instructor. .

All of these groups meet before course content is finalized.

Initial development is as per 1 abowe but all others from 2 - 6 have
impact throughout the curriculum review and approval by our Academic
Council,

All instructots try to establish that items we all feel should be
included in the l-yr. pragram are, in fact, taught in o or another of
our courses.

w



226
III. }Ticulﬁ Ev:lmtian = cbnt.

Evaluation of new texts, kits, etc., current literature
Present student feedback *

Advisory Committees

Attendance at various proféssional &ﬁlﬁgﬁ;ﬁt niiﬂnfi
Talking with former students ‘
Advisory G;?ittee recommendations

Working in field by instructor and contacts to psople mrhng a8 medical
secretaries.

Staff turnover in our area makes it ﬂ:.ff.lt:ult to (1) undertake surveys,
(11) encaur-gg su stained P.D. efforts. A more caipfehan:i\a professional
development program is very badly needsd. o
Advisory Committes

Occasional surveys are sent to secretaries in the work force.

i‘

of an advisory committes to change course content.
Personal contact with employers.
Instructors discuss, evaluate, etc., their courses at the end of the
year. :

Instructor input--lobbying to have changes made. Seems d&ifficult to
change some of the old ideas. Money is also a problem whers expensive
machinery is required; e.g. data processing; word processing.

Personal interview with business people and other professional
colleagues. Internal Evaluation instruments utilizing current students.

Formal program evaluation model used on a periodic basis.

Student Evgln:tir:m
Buzsiness Men's Night at the Collage

Informal contact with graduates. All students are interviewad
approximately two weeks prior to the completion of the program amd course
contant and changes they would like to see in the total program are
discussed. Course evaluation are also an excellent criteria for
changing, evaluating, and developing courses.
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III. Curriculum Evaluation ' :
Part three = continued

Mdvisory Committee

Conferences

Speaking with people in business world

Department Workshops/Program Evaluation Events ) .
Feedback from Business/Office Conferences/Bquipmdrt Shows

d _ ]
Advisory committee, current periodicals, etc. workshops, conferences.
Feedback from students on work experience. ' :
Advisory Committee =
Contributions of staff members from experience, seminars, literature,

E'EE; .
Contact with graduates on an on-going basis.

=3

IV. Curriculum Development in the Future

(8) There is a provincial committee on Brﬂ,::u;stian and Transfer. We
had the chairman of this committes chair a panel on articulation at a
dinner meeting at NAIT two (three) years ago, for the ABEA Mimonton area.
It was well received. However, this Committee deals oaly with
articulation and transfer at the post-secondary level. It is M fficult
to envisage how such a committee could operate between the secondary and
post-secondary level, since the secondary levels are not required to meet
an} provincial standard set by the Dept. of Mlucation, by way of being
tested (as suggested by question 7).

(7) This question makes a value judgment at the beginning--in whose
opinion would provincial tests give greater public recognition and
status, etc. Programs have to meet the requirements of the particular =«
locale in which their graduates are employed. The provincial test would -
have to be set at the lowest common dencminator, so to speak, in order to
satisfy a province-wide requirement of the ‘employers. BEmployers in
outlying areas may hawe different expectations of their office workers
than’ employers in the larger centres. If the minimum standard were set
for provincial tests, I am inclined to think it would discourage students
from working toward higher goals. ¢

Compstition among the various programs is a healthy thing for the private
entarprise systam in which Alberta operates. Administrators of these
programs work hard on their public image and the graduates make a
reputation for the progres. As a result, employers seek out: graduates
from the programs that they know have the standards they are mld%g

The present system encourages pride and “éfit—*dl*:ﬁtpﬁ: both for the
student and for those involved in offering the training.
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Iv.

e e

riculum Dg?elggignﬁ in the Puture - c¢ont.

. »
=

(10) By "how" you do not mean methodology, do you? I answered the
question from the point of view that the question means what secretariea
should be trained, or what skills secretaries should have.

Committee mentioned in 5 could do work mentioned in 6 and 8.

(8) As long as this is idt a government set-up.
(7) if not tied to funding. T -
i‘i

Personally I would like to see a centrally located area set-up to inform,
assist, and all business education teachers (prov.-wide) regarding latest
and up-to-date information on Business Mlucation Programs. Business
Bducation teachers could be enéouraged to return to industry after a
three year term at school. Where professional developsent councils could
be used in business education research. Life is business and its about
time that the schools, the administrators, and program consultants
realized the importance &F developing sound objective business education
pPrograms to meet the social and individual needs of our compunities.

More funding is an absoluts neceagity. -

(4) They may set up their own courses but not in isolation.
(8) Not necessary since an adult could be admitted to Secretarial Arts
ﬁthaﬂ_ Previcous courses related to this mogram.

I feel strongly that many decisions related to curriculum development,
evaluation, and the like are done based upon *whim®, "fanciful® and
unsubstantiative bases. It is not enought to look at other colleges and
institutions and do what others are doing . . , its like the "blind
leading the blind." Coryoborative evidence is required to substantiate
and justify goals and cbjectives in teaching. Professional authoritiqp
in the field of teaching business education are great resources. The
reading of wvarious literature and books by psople who have researched
subject areas is a must! Realism must be part of the teaching of

. business courses. How many instructors have method courses in the

instruction of their course . , . e.q. Methodology in teaching typing,
shorthand? How many instructors are willing to take such courses? How
Rany are preparsad to look at ths futurs progressively? Methods courses
are a must! We are educators! Expsrience is fine and dandy but msthods
courses give a definite bases for instructing a certain way! Having read
many books and literature in the business education field I have ‘
discovered very little (if any) conflict between authors as far as
purposes and cbjectives. What bestter means of instructing than
Justifying your actions by have cooraborative evidence rather than

relying on "hear say®" or unsupported criterial® Thanks.
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Iv. _Curriculus D:}iglapi;nt in the Puture - cont.

A provincial standard as to certificate issued would be helpful,
especially to smalll institutions, in assessing the viability anmd atility
of the courses offered in these institutiofns. It is always reassuring to
know that there is a standard to check with. Without such standaifls, it
is difficult to evaluate how ane course copmpares with another.
Especially would a "standardized” certificate be valuable to the students
province-wide. :

More opan communications and sharing of info and ideas would be welcomed.
However, formalizing any kind of Procedure through the auspices of a
government office would serve to be of limited vwalue. If increased
funding were made on an on-going basis to professiocnal organizations,
maximum benefit to the busines professionals could result.

Good luck--the results should be interesting.

I see no need to coordinate all Secretarial Arts programs across the
province. Each college has competent and professional staff to maintain
good programs without the extra time and mOoNney required to coordinatas.
Any involvement of Alberta Advanced BEducation and Manpower will only add
cdsts to education, frustringin with 'red tape‘', and reduce a given '
colleges' ability to adjust to any unique local demands. :

We value autonomy in curriculum development to provide maximum
opportunities for flexibility and simpliity of procedures for
change--thus encouraging up-to-dateness in our program content. Any
participation by governmental committees can only be a hindrance to the
above. The onus should be on staff membars to keep up-to-date., I fesl ;
that standarized provincial certificates could mean standardized
‘curriculum--again limiting flexibility, initative and efficiency.
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VITA

PLACE OF BIRTH: Westlock, Alberta

YEAR OF BIRTH: 1935 05 o8

POST-SECONDARY EDUCATION:

Oniversity of Alberta
Bimonton, Alberta .
Bachelor of Bducation in Vocational Education
1973-76 ‘

University of Alberta
Edmonton, Alberta
Master of Bducatien
1978-81

1Y

Internation¥l Business Machines, Co., Ltd.¥r
Secretary/Head Girl
1955-56

St. Andrew's United Church
Edmonton, Alberta

Church Secretary

1956-59

Duncan, Miskew, Dechens, ete.
Edmonton, Alberta

Lagal Secretary

1959

Albarta College

Edmonton, Alberta

Part=time and Evening Instructar
1960-71

MAME;: Irene J@;g Nicolsean (nes Wear)

",



Alberta Vocational cgntsr
Edmonton, Albsrta
Fart-time Instructor
1966-70

Nor thern Albartn Institute of ﬁchnnlaqy
Edmonton, Alberta
Part-time and Evening Instrwttor

1968-71 .~
Full-time Instructor.

1971-74 !

Grande Prairie Regional College o

Grande Prairie, Alberta

Full-time Instructor

1974 -

Chairman, Secretarial Scisnces Dapart-ent
1980 -

ORGANIZATIONS:

Phi Delta Kappa
National Business BMucation Association (Ih:tarn)
Canadian Association of Business Bducation Teachers
Alberta Business Blucation Association
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