
Prairie View A&M University Prairie View A&M University 

Digital Commons @PVAMU Digital Commons @PVAMU 

All Theses 

1-1970 

The L.G. Pinkston High School Business Education Department The L.G. Pinkston High School Business Education Department 

Curriculum And Suggestions For Improvement Curriculum And Suggestions For Improvement 

Dorothy Faye Jones 
Prairie View A& M College 

Follow this and additional works at: https://digitalcommons.pvamu.edu/pvamu-theses 

Recommended Citation Recommended Citation 
Jones, D. F. (1970). The L.G. Pinkston High School Business Education Department Curriculum And 
Suggestions For Improvement. Retrieved from https://digitalcommons.pvamu.edu/pvamu-theses/1117 

This Thesis is brought to you for free and open access by Digital Commons @PVAMU. It has been accepted for 
inclusion in All Theses by an authorized administrator of Digital Commons @PVAMU. For more information, please 
contact hvkoshy@pvamu.edu. 

https://digitalcommons.pvamu.edu/
https://digitalcommons.pvamu.edu/pvamu-theses
https://digitalcommons.pvamu.edu/pvamu-theses?utm_source=digitalcommons.pvamu.edu%2Fpvamu-theses%2F1117&utm_medium=PDF&utm_campaign=PDFCoverPages
https://digitalcommons.pvamu.edu/pvamu-theses/1117?utm_source=digitalcommons.pvamu.edu%2Fpvamu-theses%2F1117&utm_medium=PDF&utm_campaign=PDFCoverPages
mailto:hvkoshy@pvamu.edu


THE L. G. PINKSTON HIGH SCHOOL BUSINESS 
EDUCATION DEPARTMENT CURRICULUM 

AND SUGGESTIONS FOR 
IMPROVEMENT 



!~AIR!E VIEW AGR!CUI.-TURAL AND MECHANICAL COLLEGE 
GRADt1Ki'E SCHOOL 

WORKSHOP SHEET III & 'N 
THESIS (OR ESSAY) REPORT 

*TURN IN THIS FORM WITH YOUR COMPLE'rED THESIS 
OR P.SSAY 

NAME Dorothy Faye Jones 
2eo7 Southland St. Apt. D 
na11~s , Tif<as ~~215 

(Yermanent omectdress) 
- 2207 S anthJ a od St, A;at, P 

TITLE OF THESIS OR ESSAY: 

THE La G n PTN'KSTQN HJ'.GH 

SCHOOL BUSINESS EDUCATION 

DEPARTMENT CURRICULUM AND 

SUGGESTI6NS FOR IMPROVEMENT 

RECORD: 
NUMBER OF PAGES: 33 

Nt"MBER OF TABLE OR CHARTS 14 

DEGREE Master af S9ieoce 

DEPARTMENT: Business Education 
' . ' 

DATE SUBMITTED January , 1970 

PREVIOUS DEGREES: 

BS/ Prairie View A. & M. College 
(DEGREE) (COLLEGE) 

May, ~96~ {AT) 

(DEGREE) (COLLEGE) 

{DATE) 

U!IDERGRADUATE MAJOR 13us e Edu. 

UNDERGRADUATE MINOR Health Edu. 

GRADUATE MAJOR: Bus . Edu. 

ATE MINOR Guidance 

BRIEF SUMMARY OF THESIS ( OR ESSAY) 
{Not to exceed 100 words) 

(1I'his summary is a permanent bibliographical record. I t 
should be written carefully). 

In the the.sis title , the L. G. Pinkst on High Sc~ool 
Business Education Department Curriculum and Suggestions 
for Impr ovement, results were recorded, conclusions were 
drawn; and, recommendations were made, as a result of the 
complete study. 



THE L. G. PINKSTON HIGH SCHOOL 

BUSINESS EDUCATION DEPARTMENT CURRICULUM 

AND SUGGESTIONS FOR IMPROVEMENT 

by 

Dorothy Faye Jones 

A Thesis 

Submitted to the School of Arts and Sciences 

of Prairie View Ao and M. College 

in Partial Fulfillment of the Requirement 

for the Degree of Master of Science 

PRAIRIE VIEW, TEXAS 

January, 1970 



A Thesis for the 

M. S. Degree 

by 

Dorothy Faye Jones 

has been approved for the 

Department o:f 

Business Administration 

by 

Advisor -----
Department 

() 



DEDICATION 

To my mother, Mrs . Mozell Gull ey , and grand- parents , 

Mr . and Mrs . Haston Beasley, whose prayers and tender 

encouragements gave me a strong deter mination to reach 

this goal . 

D. F . J • 



ACKNOWLEDGEMENTS 

, 

The author wishes to express her grateful appreciation 

tor the valuable assistance rendered by the many persons 

cooperating in this study . I am particularly indebted to 

Dr. Kenneth H. Briggs , whose constant guidance and generous 

help carried the entire work to its completion . 

D. F. J. 



TABLE OF CONTENTS 

CHAPTER PAGE 

1 I. 

II . 

III . 

THE PROBLEM AND ITS SCOPE ••.••....•••••.••••• 

The Pr obl em... . ................... . .......... 1 
Need for the StudY••••••••••••••••• • ••••••••• 1 Del imitations ................................ l 
Pr evious Research•••···•·•··•• • •·•· • ••••••••• 2 
Methodology •••••••·••·•••••••••••••••••·•·••• 5 
L. G. PINKSTON HIGH SCHOOL BUSINESS 
EDUCATION DEPARTMENT DEPARTMENTAL CHART 
SHOWING SEQUENCE OF SUBJECTS• •••••••••••••••• 6 

Typewriting 1 ................... . .......... . . 7 
Typewriti ng 2 ••·••••••••••·••••·••• • ••••••••• 8 
Typewriting 3 ••••·••••••••·••• • •••••••••••·•• 9 
Typewriting 4 ••••• • •• • ••••••··••••••••••••••• 10 
Shorthand l••••••••••••••• • ••••·••••••••••••• 11 
Shorthand 2 ••••·•• • ••••••••••• • ••• •• ••••••••• 13 
Shorthand 3 • • ••••·•••••••••••• • ••••••••••••• • 15 
Shorthand 4 • • •••••••••••• • ••••·•• • ••••••••••• 17 
Business Arithmetic 1 - 2 ••• • ·•• • ••••••••·••• 19 
Bookkeeping l • • ••• • ••••••• • •••••••••••••••••• 21 
Bookkeeping 2 •••••••••••••••••••••••••••••••• 23 
Bookkeeping 3 • • • · •••••••••·••••••••••• •• •·••• 24 
Bookkeeping 4 ••••· • • • • • •••••• • •••• · •••••••••• 25 
Vocational Office Education•••••••••••••••••• 26 

SUGGESTIONS FOR IMPROVEMENT •••••••••••••••• • • 28 

The Work of the Educat or • • •••••••••.•••••••• • 28 
Evaluate your Curriculum ••••••••••••••••••••• 30 

SUMMARY AND RECOMMENDATIONS • • • • •••• • •••• • ••• • •••••• • 32 

S urnrnary •••••••••• •• • • • • • • • • • • • • • • • • • • • • • • • • • • 32 
Recommendations ••••• • •••••••••••••••••••••• • • 32 

BIBLIOGRAPHY 



CHAPTER I 

THE PROBLEM AND ITS SCOPE 

The Problem 

The main purpose of this study is to show the present 

curriculum of the Business Educ_ation Department at L. G. 

Pinkston High School, and suggestions for improvement of 

the curriculum. 

Need for the Study 

Business Education is an integral part of the total 

education program and should prepare its students to be 

effective citizens, to realize fully their individual 

capacities , to achieve increasingly effective human re­

lationships, and most of all, to attain economic com­

petency both as efficient workers in suitable occupations 

and as well- informed and skillful buyers of business goods 

and services in everyday living. Business Education Pro­

grams should be organized to meet the educational needs of 

all the students in the school . 

Delimitations 

This study was limited to the Business Education 

Department at L. G. Pinkston High School , Dallas , Texas. 



Previous Research 

General business education for youth at the L. G. 

Pinkston High School has a twofold objecti ve : (1) to 

provide for all youth a background of consumer infor­

mation concerning everyday business relationships , such 
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as buying and selling goods and services , taxes , and in­

surance and (2) to provide for all youth who plan to pur­

sue some phase of business as a career more specific in­

formation about office and store work , working conditions, 

promotional activities , job seeking , and advancement op­

portunities in business . 

Two avenues are open at L. G. Pinkston High School 

in making provisions for the development of economic 

understandings: (1) to offer a course in general bu8i ­

ness education and (2) to include in required courses 

learning experiences which promote economic understandings. 

It is not practical to plan for the general business edu­

cation of all youth through elective course offerings . 

Only the required courses at L. G. Pinkston High School 

influence all who attend these classes . Consequently , as 

long as general business is set up as a separate elective 

course, it will not be a part of the program of all stu-

dents. 



In order for all youth to develop sound understand­

ings and appreciations of the social and economic world 

in which they live, business education should be in­

cluded as a part of the general education requirements 

made of all youth. The secondary school that is in­

terested in all students attaining the economic under­

standings necessary to live in our democratic society 

will plan to make use of the help of the business edu­

cation faculty in determining how best to meet this re­

sponsibility through required courses. 

3 

There i~ also the need for more advanced training in 

applied economics. All youth need to study the nature 

and heritage of capitalism. They should have the op­

portunity to learn why we have adopted capitalism in pre­

ference to socialism or communism. They need to study 

about government regulations in business. They need to 

develop objective attitudes toward such applied economic 

problems as government regulations, labor-management re­

lations, labor unions, social security, foreign trade, 

and taxation policies. The well-planned general education 

program for the secondary school will provide opportu­

nities for all students to gain these understandings and 

attitudes. General business courses designed to develop 

these attitudes and understandings should be included in 
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the program of all vocational business students. 

Vocational business education is designed primarily 

to meet the needs of students who elect to prepare for 

positions in business while in high school. The effec­

tive business education program for these students will 

include experiences which enable the student to take his 

place in society both as a worker and as a citizen. In 

addition to providing a broad background of economic and 

social understandings, a strong business education pro­

gram will provide the vocational student with the skills, 

knowledges, and abilities needed for specific jobs in 

business. 

Skills are primaril7>, expected of one who seeks em­

ployment; but there is also a strong demand made upon the 

personality of the employee, upon his ability to get a­

long with others, and upon manifest enthusiasm and in­

terest for the work to be done. Training in attitudes, 

behavior patterns, integrity, dependability, appearance, 

and health-care, interwoven with the fabric of skill­

building planned for the business education student, en­

courages growth in these important characteristics. 

Habits of promptness, accuracy, and thrift in both time 

and money are important attributes which the student achi­

eves only from experience. 



A strong business education pr ogram will develop 

courses which prepare certain types of students for more 

routine jobs in business , that is, those whose needs are 

not met by the typical business education curriculum. At 

L. G. Pinkston High School , the counseling pr ogram will 

help the student to select an area of specialization in 

which he may hope to succeed. 

Methodology 

The following steps were utilized as a method of 

procedure in gathering and compiling data presented in 

this study: 

1. Information from the L. G. Pinkston High 
School Handbook was compiled. 

2. The data was analyzed and interpreted. 

3. Conclusions were drawn and recommendations 
were made . 



CHAPTER II 

L. G. PINKSTON HIGH SCHOOL 
BUSINESS EDUCATION DEPARTMENT 

DEPARTMENTAL CHART SHOWING SEQUENCE OF SUBJECTS 

No. of Credits Major 
10th 11th 12th in Subject or 

Grade Grade Grade Field Minor 

Type 1-2 Business 
Arith. 

1-2 2 Minor 

Type 1-2 Type 2-3 2 Minor 

Business 
Arith. 1-2 Type 1-2 Type 3-4 3 Major 

Type 1-2 S•hand 
1-2 

Type 3-4 3 Major 

Type 1-2 S 1 hand 
1-2 2 Minor 

Type 1-2 S 1 hand Type 3-4 
1-2 S•hand 

3-4 4 Major 

Type 1-2 S•hand Bkkpng 
1-2 1-2 

Type 3-4 4 Major 

Type 1-2 s•band Gen. Bus. 
1-2 

Bkkpng 
3 1/2 Major 1-2 

Type 1-2 S 1 hand VOE 
1-2 

Bkkpng 
5 Major 1-2 



DESCRIPTION OF COURSE AND EXPECTED OUTCOMES 

Name of Course : 

Department : 

Sequence : 

Prer equisite: 

Typewriting 1 

Business Education 

Tenth {10th) Grade 

None Required: 

1 

No 

No . of Weeks : 

H. s . Units : 

Text {s) : 

Periods/week 5 

College Units½ 

20th Century Typewriting , Elemen­
tary Course , pages 1- 115, by 
Lessenbury, Crawford and Erickson . 

DESCRIPTION OF COURSE: 

The first course in typewriting is designed to meet the 
needs of those students who desire to learn to type for 
personal use and to lay a foundation for those who wish 
to continue typing as a vocation . 

EXPECTED OUTCOMES 

Through participation in the learning of Typewriting 1 , 
the student should: 

1 . 

2 . 

s. 

Understand the use of all operative parts of the 
machine with some degree of skill; 

Appreciate the value of neatness in all work; 

Use correct working habits which will insure speed 
and accuracy; 

Type business forms neatly , using the essential 
materials properly as carbon paper, envelopes, and 
erasers ; 

Type correct copy from rough draft exercising judg­
ment in placement of material, observing rules for 
punctuation and meeting the requirements of speed 
and accuracy; 

Be able to properly care for the typewriter by know­
ing when and how it should be cleaned. 
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DESCRIPTION OF COURSE AND EXPECTED OUTCOMES 

Name of Course: 

Department: 

Sequence : 

Prerequisite : 

No . of Weeks: 

H. S . Units: 

Text{s): 

DESCRIPTION OF COURSE: 

Typewriting 2 

Business Education 

Tenth {10th) Grade 

Typewriting 1 Required: No 

Periods/week: 5 

College Uni ts ½ 

20th Century Typewriting, Elemen­
tary Course, pages 116-231 , by 
Lessenbury and Erickson . 

This course is a continuation of Typewriting 1 which re­
emphasizes the basic techniques of typewriting and intro­
duces the students to better control of the machine and 
more advanced material to master. More emphasis is placed 
on attitudes important to business and personal associations. 

EXPECTED OUTCOMF.S 

Through participation in the learning experiences in Type­
writing 2, the student should: 

1 . Reveal an understanding of the true value of smooth­
working business relationships and behaviorisms; 

2 . Understand business forms as to their purpose, form, 
and method of evaluating finished copy; 

3. Exercise good judgment in evaluating a finished copy 
as to mailability; 

4. Exhibit confidence and pride in acquired skills; 

5. Show evidence of strengthening of the correct techni­
ques which make for speed and accuracy. 
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DF.SCRIPTION OF COURSE AND EXPECTED OUTCOMES 

Name of Course : Typewriting 3 
Depart ment : Business Education 

Sequence : Eleventh (11th) Grade 

Typewriting 1 & 2 Required: Prer equisite : No 

No. of Weeks: 18 Periods/week: 5 

Coll ege Units½ H. S . Units : 

Text (s) : 20th Century Typewriting , Advanced 
Course , pages 1-297 , by Lessenbury , 
·and Eric ks on. 

DESCRIPTION OF COURSE : 

The second year of typewriting is offered as a vocational 
subject . It is designed to aid the student in reaching 
such proficiency in typewriting that he may meet the de­
mands of the modern business office. 

EXPECTED OUTCOMES 

After participating in the learning experiences offered in 
Typewriting 3, the student should be able to : 

1 . 

2 . 

4. 

Meet the minimum employment s peed and accuracy standards 
for beginning typists; 

Apply knowledge of the mechanics of English, sentence 
structure, punctuation, capitalization, abbreviations , 
syllabication, and spelling with confidence ; 

Use the time- saving devices of experienced typists ; 

Type satisfactorily a piece of work on the first at­
tempt by estimating length of material, arranging and 
placing material effectively on the page , and making 
corrections quickly , neatly, and without damage to the 
copy . 
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DESCRIPTION OF COURSE AND EXPECTED OUTCOMES 

Name of Course : Typewriting 4 
Business Education 

Eleventh (11th) Grade 

Department : 

Sequence : 

Prer equisite : Typewriting 1 , 2 , & 3 Required: No 

No . of Weeks: 18 

½ 

Periods/weeks 5 

College Units ½ H. S. Units: 

Text(s) : 20th Century Typewriting, Advanced 
Course , pages 298- 390, by Lessenbury 
and Erickson. 

DESCRIPTION OF COURSE: 

This course stresses the close correlation of typewriting 
with shorthand in transcription of shorthand notes, the 
development of a control speed to meet employment standards , 
and increased job pr oduction understanding and performance 
commensurate with the level of individual skill . 

EXPECTED OUTCOMES 

Upon completion of this course , the student should: 

2 . 

3 . 

4. 
s. 

Have an understanding of business procedures and 
policies; 

Be able to meet employment standards for various 
levels of typing positions; 

Show a high degree of expertness in job production; 

Indicate a proficiency in machine operation; 

Show an increased capacity for turning out mailable 
work in quantity and quality to meet the standards 
of well- run business offices. 
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DESCRIPTION OF COURSE AND EXPECTED OUTCOMES 

Name of Course : 

Depar tment : 

Sequence : 

Prer equisites : 

No . of Weeks: 

H. s . Uni t s : 

Text(s) : 

DESCRIPTION OF COURSE: 

Shorthand 1 

Business Education 

Tenth {10th) Grade through 
Twelfth (12th} Grade 

Typewriting 1- 2 

18 

Required: No 

Per iods/weeks 5 

College Units½ 

Gregg Shorthand Diamond Jubilee 
Series , Functional Method , by 
Leslie and Zoubek. 

The first year of shorthand is considered a prevocational 
and skill - building subject . It is designed to provide 
students with the knowledge of the Gregg Shorthand System, 
the application of this system to a limited vocabulary, 
the ability to transcribe shorthand notes in longhand with­
out stressing style and form, and an awareness of the use 
of the conventions of written English in transcription. 

Extensive and purposeful drills of word lists and con­
nected matter are used to develop skills of the shorthand 
system. There is constant repetition and review of the 
principles which are previously presented as well as the 
presentation of new principles in all connected matter 
used for dictation and transcription practice. Through­
out the course , emphasis is placed upon attitudes im­
portant to business and personal association. 

EXPECTED OUTCOMES 

Through participation in the learning experiences of Short­
hand 1 , the student : 

1 . Acquires an understanding of the Gregg Shorthand 
System; 

2 . Indicates an understanding of the application of the 
Gregg System of shorthand to a limited vocabulary; 



3. Shows knowledge of the use of the conventions of 
written English in transcription; 

12 

4. Realizes the value and use of shorthand as a time­
saver for business and for personal use; 

S. Respects property - personal and otherwise; 

6 . Indicates an appreciation for the value of exact ­
ness and neatness in all work; 

7. Displays attitudes conducive to good work habits; 

8. Shows respect for the other person in social re­
lationships; 

9. Evinces an understanding of the value of a pleasant , 
cooperative manner in working under direct super­
vision; 

10. Shows confidence in own ability at certain levels 
of achievement; 

11 . Spells all shorthand outlines rapidly and accurate­
fy; 

12. Reads from shorthand notes rapidly and accurately. 
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DESCRIPTION OF COURSE AND EXPECTED OUTCOMES 

Name of Course : Shorthand 2 

Department : Business Education 

Sequence : Tenth (10th) Grade through 
Twelfth (12th) Grade 

Prerequisite: Shorthand 1 

18 

Required: No 

No. of Weeks : Periods/week: 5 

College Units½ H. S . Units: ½ 

Text(s): Gregg Shorthand Diamond Jubilee 
Series, Functional Method, by 
Leslie and Zoubek . 

DESCRIPTION OF COURSE: 

Repetition of principles previously presented as well as 
the presentation of new principles in all connected :matter 
used for dictation and transcription practice . Through­
out the course , emphasis is placed upon attitudes im­
portant to business and personal associations . 

EXPECTED OUTCOMES 

Through participation in the learning experiences of Short ­
hand 2 , the student : 

1 . 

2 . 

Shows a comprehensive knowledge of the Gregg Short­
hand System; 

Indicates an understanding of the application of the 
Gregg System of shorthand to a nontechnical business 
vocabulary; 

Shows an understanding and comprehension of the use 
of some of the conventions of written English as used 
in transactions; 

Indicates a realization of the value and use of short­
hand as a timesaver in personal and business trans ­
actions; 



5. Evinces good working habits in making maximum use 
of instructions with a minimum of wasted time and 
materials ; 

6 . Indicates an appreciation for the value of exact­
ness in all phases of the shorthand study; 

7. Recognizes personal limitations and understands 
methods of improvement; 

8. Recognizes shorthand outlines in the shorthand 
plates rapidly and accurately; 

9 . Reads own shorthand notes rapidly and accurately; 

10. Writes shorthand outlines fluently , unhesitatingly , 
and legibly when copying from the shorthand plates 
or in taking dictation at a suitable speed for new 
and studied material . 
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DESCRIPTION OF COURSE AND EXPECTED OUTCOMES 

Name of Course: 

Department : 

Sequence: 

Prerequisites: 

No . of Weeks : 

H. s . Units : 

Text{s) : 

DESCRIPTION OF COURSE: 

Shorthand 3 

Business Education 

Eleventh (11th) and Twelfth 
(12th} Grades 

Shorthand 1 & 2 Required: No 

Per iods/week: .5 

College Units:½ 

Gregg Dictation, Diamond Jubilee 
Series , by Leslie , Zoubek and 
Strony. 

The second year of shorthand is offered as a vocational 
subject . It is designed to aid the student in reaching 
such a proficiency in shorthand and transcription that 
he may meet the demands of the modern business office . 
The course stresses the close correlation between the 
transcription of shorthand notes into well-planned mail­
able transcripts and the application of good English 
usage to all communications . 

Dictation and transcription skills are further developed 
through intensive and extensive drills to refine the 
basic skills and to raise the level of performance. 
Personality traits c onsidered essential to success in 
business is strengthened. 

EXPECTED OUTCOMES: 

Through participation in the learning experiences of 
Shortnand 3, the student : 

1 . Indicates a thorough understanding of the construction 
principles used in Gregg Shorthand System; 

2 . Evinces an understanding of the necessity for the 
fusion of the skills of typewriting and the con­
ventions of written English into the transcription 
skill; 
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3. Shows an appreciation for the value of using correct 
transcription techniques for production of mailable 
transcripts; 

4. Indicates a business-like approach to all work; 

5. Shows a respect for property -- personal and other­
wise; 

6. Shows respect for the other person; 

7. Evinces an appreciation of the value of a pleasant 
and efficient manner in following directions of or 
working with another person; 

8. Exhibits confidence in own ability and performance; 

9 . Indicates an appreciation and understanding of own 
level of achievement; 

10. Shows an increase of power in the application of 
the shorthand system; 

11 . Indicates a level of achievement in transcription 
skills to meet the minimum business standards for 
beginning stenographers. 
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DESCRIPTION OF COURSE AND EXPECTED OUTCOMES 

Name of Course: 

Department : 

Sequence : 

Prerequisite: 

No . of Weeks: 

H. s. Units: 

Text(s) : 

DESCRIPTION OF COURSE: 

Shorthand 4 
Business Education 

Eleventh (11th) and Twelfth 
(12th) Grades 

Shorthand 3 

18 

½ 

Required: No 

Periods/week: 5 

College Units:~ 

Gregg Dictation, Diamond Jubilee 
Series, by Leslie , Zoubek and 
Strony . 

The second year of shorthand is offered as a vocational 
subject. It is designed to aid the student in reaching 
a proficiency in shorthand and transcription that he may 
meet the demands of the modern business office . 

Dictation and transcription skills are further developed 
through intensive and extensive drills to refine the 
basic skills and to raise the level of performance. 
Personality traits considered essential to success in 
business are strengthened. 

EXPECTED OUTCOMES : 

Through participation in the learning experiences of Short­
hand 4, the student: 

1. Indicates a knowledge of , and appreciation for , Gregg 
Shorthand as a useful tool in taking dictation rapidly 
and accurately; 

2 . Shows increased versatility and good judgment in 
applying transcribing skills to business letters of 
increasing variety and difficulty; 

3. Evinces an appreciation for neatness and accuracy of 
accomplishment with a minimum waste of materials; 
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4. Exercises good judgment in evaluating a typed tran­
script suitable for mailing; 

5. Recognizes individual strengths and weaknesses and 
understands procedures for further development; 

6. Exhibits independence of detailed instructions; 

7. Handles all property with a great appreciation for 
its structure , value , and use; 

8. Produces mailable transcripts, showing skill in 
three basic skills - - typewriting, shorthand, and 
correct written English; 

9 . Shows the development of dictation and transcription 
skills by producing mailable transcripts in quality 
and quantity to meet standards for various levels of 
stenographic positions in a well- run business office. 



DESCRIPTION OF COURSE AND EXPECTED OUTCOMES 

Name of Course : 

Department : 

Sequence: 

Business Arithmetic 1 - 2 

Business Education 

Tenth (10th) Grade through 
Eleventh (11th) Grade (2B -
3A) 

19 

Prerequisite: None 

36 

1 

Required: No 

No . of Weeks : Periods/week: 5 

College Units:½ H. s . Units : 

Text(s): Business Mathematics 

DESCRIPTION OF COUR~F: 

Business Arithmetic is a two semester course which applies 
the fundamental principles of arithmetic to business pro­
blems. The course is planned to present a review and an 
expansion of the understandings and skills already at­
tained from the study of arithmetic , to develop ability 
in applying arithmetical concepts to business situations 
and to maintain a sequence in the Business Education pro­
gram. The Business Arithmetic course is a prerequisite 
to the Bookkeeping courses . 

The business arithmetic course is planned to offered con­
centrated drills and practices in all fundamental operat­
ions applied to integers , decimal fractions, common 
fractions , mixed numbers, and aliquot parts . 

EXPECTED OUTCOMES 

Through participation in the learning experiences of busi­
ness arithmetic , the student : 

1 . 

2. 

Appreciates the contribution arithmetic hes made to 
the advancement of business affairs; 

Appreciates the values of plannin~, budgetin~, and 
record keeping in both personal end business finance; 

Appreciates the contributions banks and other fin­
ancial institutions make to the economics of our 
nation; 
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4. Understands the need for taxes and knows important 
facts about property tax , sales tax, old a~e bene­
fits , end unemployment compensation, income tax and 
customs tax; 

5. Understands how to compute income or cost on home 
buying, installment purchases , end investments . 
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DESCRIPTION OF COURSE AND EXPECTED OUTCOMES 

Name of Course: 

Department: 

Sequence: 

Prerequisite : 

No . of Weeks : 

H. s . Units: 

Text(s): 

DESCRIPTION OF COURSE: 

Bookkeeping 1 

Business Education 

Eleventh (11th) Grade 

None 

18 

½ 

Required: No 

Periods/week: 5 

College Units : ½ 

20th Century Bookkeeping by 
Carlson, Forkner, and Boynton. 

First year book.keeping is planned to develop sn under­
standing of the basic principles of the basic principles 
of book.keeping and how they may be applied to personal , 
social, or vocational use . Emphasis is upon the in­
ternal workings of the business enterprise, and the im­
portance of an adequate and accurate record keeping 
system of all business transactions . The first year book­
keeping student should acquire enough understanding to 
be able to keep e simple set of books for a smell busi­
ness , and should develop sufficient knowledge of funda ­
mental principles for advanced training . 

EXPECTED OUTCOMES 

Through learning experiences in Bookkeeping 1, the student 
should : 

1 . Understand the relationship of neatness and accuracy 
in the keeping of records; 

2 . Know and appreciate the importance of the how, when , 
and where of bookkeeping; 

3 . Demonstrate attitude of self- confidence and reliance 
on own judgment; 

4. Know how to record income and expenditures for a small 
business ; 

5. Show some ability in using records , and in recognizing 
and correcting errors; 
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6 . Show skill in grasping and remembering key ideas and 
drawing conclusions about information gained; 

7. Evaluate with a degree of skill the net worth of a 
business by use of financial papers . 



DESCRIPTION OF COURSE AND EXPECTED OUTCO!-:IES 

Neme of Course : 

Department : 

Sequence : 

Bookkeeping 2 

Business Education 

Eleventh (11th) Grade 

23 

Pr erequisite: 

No . of Weeks: 

H. s . Units : 

Bookkeeping 1 

18 

½ 

Required: No 

Periods/week: 5 

College Units:½ 

Text(s) : 

DESCRIPTION OF COURSE: 

20th Century Bookkeeping, by 
Carlson, Forkner , and Boynton. 

Bookkeeping is of broad educational velue , is a basic 
source of business knowledge , and is an indispensable 
eid to anyone who makes e living in the business world . 
It is a subject which any high school student may study 
with profit . Now , more than ever, it is essential that 
the individual or business maintain en adequate end ac­
curate record keeping system of ell transactions . 

EXPECTED OUTCOMES 

Through participation in the learning experiences of 
Bookkeeping 2 , the student: 

1 . Knows end appreciates the use and value of s multi­
colunm journal; 

2 . Understands the relationship between accounts re­
ceivable end the reserve for bad debts; 

3 . Understands that taxes end payroll deductions are a 
part of modern bookkeeping procedure ; 

4. Recognizes that cash rerister records are an integral 
part of retail bookkeeping systems; 

5. Shows increased speed end accuracy in analyzing 
business papers ; 

6 . Exercises skill in the judgment of financial problems; 

7 . Demonstrates improved skill in neatness and accuracy . 



DESCRIPTION OF COURSE AND EXPECTED OUTCOl1FS 

Name of Course : 

Department : 

Sequence : 

Bookkeeping 3 

Business Education 

Twelfth (12th) Grade 

24 

Prer equisite : Bookkeeping 2 

18 

Required : No 

No . of Weeks : 

H. s . Units : 

Text(s) : 

DESCRIPTION OF COURSE: 

Periods/week: 5 

College Units:½ 

20th Century Bookkeeping--Adv­
enced, by Carlson, et el . 

Bookkeepi ng 3 is primarily prevocetional . The course is 
designed to further acquaint the student with the char­
acteristics of the different kinds of financial record­
keeping systems of business . 

EXPECTED OUTCOMES 

Through participation in the learning experiences of 
Bookkeeping 3, the student: 

1 . Exercises skill in the judgment of financial pro­
blems ; 

2 . Demonstrates improved skill in neatness end ac ­
curacy; 

3 . Demonstrates ability to use business terminology . 



DESCRIPTION OF COURSE AND EXPECTED OUTC0?1ES 

Name of Course : Bookkeeping 4 
Business Education 

Twelfth (12th) Orede 

Department : 

Sequence: 

Prer equisite : Bookkeeping 3 

18 

Required : No 

No . of Weeks : Peri ods/week: 5 

ColleQ'e Units : ½ H. s . Units: ½ 

Text(s) : 20th Century Bookkeeping--Adv­
enced, by Carlson, et el . 

DESCRIPTION OF COURSE: 

Bookkeeping 4 is primarily vocational . The course is 
designed to further acquaint the student with the char­
acter istics of the different kinds of financial record­
keeping systems of business . It is desipned to further 
the development of those skills , under standi ngs , end 
questions aroused in the first year course . 

EXPECTED OUTCOMES 

Throu~b participation in the learning e~periences of 
Bookkeeping 4, the student : 

1 . 

2 . 

4. 
5. 

6 . 

Knows that the kind and size of a business determines 
the type of records that need to be installed end 
maintained; 

Understands that the special columnar journals 
lessen the work of posting ; 

Shows an attitude end understanding conducive to the 
gssumption of responsibility ; 

Demonstrates ability to use business terminology; 

Demonstrates ability to cope with bookkeepinp pro­
blems which require individual effort and thinking 
ability; 

Shows increased skill and ability in keeping records 
to the extent thet bookkeeping will be followed es 
evocation . 
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DESCRIPTION OF COURSE AND EXPECTED OUTCOMES 

Name of Course : 

Department : 

Sequence: 

Prerequisite : 

No . of Weeks : 

H. s . Units : 

Text{s) : 

DESCRIPTION OF COURSE: 

Vocational Office Education 

Business Education 

Twelfth Grade 

Completed experience in Typing, 
Shorthand, end Bookkeeping. 

36 

2 

Periods/week: 5 

General Office Practice, by Archer; 
Applied Secretarial Practice , by 
Gregg; General Record Keeping, by 
Heiges; How to Use Business 
Machines , by Fasneoht . 

Vocational Office Education is an instructional program 
designed for seniors in a high school who desire to be 
trained for careers in service occupations , such as typists , 
stenographers , and secretaries by combining approved work 
experience with related study programs in school . 

Vocational Office Education is designed to meet the needs 
of both the terminal end college- oriented student . The 
VOE Course also provides an excellent foundation for the 
successful pursuit of college requirements and allows a 
student further participation in this field of work for 
obtaining a degree in business administration. 

The student takes his required subjects for graduation end 
the related work in Vocational Office Education et school 
in the morning . He is relieved et the end of the third 
period and reports to his training station instead of 
attending afternoon classes at school . He must spend a 
minimum of three hours afternoon, Monday through Friday, 
getting supervised treining at his approved training 
station. 

The student should receive the prevailing wage paid to 
others engaged in similar work. Since the student re ­
ceives school credit for work experience , continuous em­
ployment throughout the school year is necessary . 



The Vocational Office Education course is planned as i 
part of the Industrial-Vocation Education curriculum. 

1L. G. Pinkston High School , HANDBOOKn , Dallas 
Independent School District, Dallas, Texas . 
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CHAPTER III 

SUGGESTIONS FOR IMPROVEMENT 

The Work of the Educator 

Education in this country is on the threshold of a 

great new era marked by swift and urgent changes. Change 

is the keynote of education today and the educator's job 

is to keep pace with the changing demands of society , 

especially the particular society which he must serve. 

The educator must not only be alert to change , but he 

must create change himself. He must be innovative, 

imaginative, resourceful, and flexible . He must be 

willing to enter into dislogue with others . He must 

be willing to allow others an opportunity to express 

their ideas and opinions . This is not to suggest that 

he should lack leadership, or that he should surrender 

his role of authority to others . It does not mean that 

he should have no ideas himself , and depend entirely on 

others to provide him with ideas. Quite to the contrary , 

he must lead, he must direct , he must insist on quality, 

he must insist on standards, but he must be willing to 

test his ideas and his standards in open forum with those 

who place their trust and confidence in him, who depend 

upon him to provide them with meaningful and significant 
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educational experiences. The educator must be willing to 

change when he sees that change is necessary, and he must 

be willing to listen. For unless he listens, he will 

never learn. There is nothing sadder than a bright, well­

educated, articulate man whose mind closes like a trap 

when a new idea presents itself or when the opinions of 

others are seen as intruders in the private domain of his 

own intellectual pattern. Those who only hear what they 

want to hear, hear nothing at all but the dull, redundant 

monotony of their own self-righteousness . l 

The business education teacl.E-r shares with all other 

teachers in the secondary school responsibility for in­

struction in a number of skills related to the total­

school program. All teachers are responsible for student 

growth in ability to think, to coMD1unicate, and to parti­

cipate in group activities. Because these skills are 

needed in effective community living, the business edu­

cation teacher should be concerned in furthering their 

development for the contributions they make to democratic 

citizenship. The immediate concern, however, will be to 

teach the application of these skills in the business edu­

cation area where the teaching-learning situation will 

1cavalier, Robert P. "The Balance Sheet." Opportunities 
For Teachers, Vol. LI No. 4 (Dec., 1969), P• 160. 
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pr ovide the context for extending the learner ' s facility 

in the use of these skills . In business education classes, 

the context is all that is new in the development of these 

skills . Procedures familiar to teachers in other broad 

fields curriculum areas are adapted in making use of the 

content of the business education field to extend the 

student ' s facility in the use of these skills . 

Evaluate your Curriculum 

The business curriculum must keep pace with these 

inevitable changes . Business teachers should evaluate 

the program of occupational preparation to determine if 

it is meeting the needs of the students . In fact , the 

achool itself has an obligation to evaluate its own pro­

duct--the graduate . 

Evaluation of a business education program will 

determine its status and progress and can be used to pro­

mote future growth. Evaluating a business program can be 

a means of guiding and directing, not merely a means of 

passing an authoritattve opinion. 

One valuable technique that can be used to evaluate 

business programs is a follow-up study of graduates and a 

survey of their employers . The study may reinforce previ­

ous findings , show current changes and differences in 



today ' s employment standards , reveal new findings , or 

point to apparent trends . 2 
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2craene , Andrew De . "The Balance Sheet." Evaluate 
Your Business Curriculum, Vol . LI No . 3 (Nov . , 1969), P• 
166. 



SUMMARY AND RECOMMENDATIONS 

Summary 

The place of business education in the L. G. 

Pinkston High School curriculum is assured because of the 

nature and function of both business and secondary edu­

cation in the promotion of the American way of life. 

Business , by way of its relationships , institutions , and 

functions, is inextricably interwoven into the life fabric 

of American society. The individual cannot escape the 

influence of American business enterprise upon his life . 

The influence that business exerts upon the individual 

is not restricted to actual work activities in business 

occupations. Many individuals are not engaged in business 

occupations; but all individuals are affected, both socially 

and economically, by forces resulting from the behavior 

of the American business enterprise system. No individual 

can escape the business activities involved in the con­

duct of personal affairs. The fact that there is a busi­

ness side to practically every type of life activity makes 

it imperative that the schools recognize the need for in­

cluding business education in the curriculum. 

Recommendations 

The findings of this evaluation seem to justify the 

following recommendations: 
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1. Commercial Law: The one semester course in business 

law should be planned to develop back-ground for under­

standing the legal right and responsibilities of the 

individual in everyday business operation. The course 

4s planned to give the student a knowledge of the 

fundamental principles of law that govern the conduct 

of business activities of both the individual and of 

business concerns. 

2. Business English: Business English is a one semester 

course that should be planned expecially for pupils 

who expect to enter the business world upon graduation 

from high school. 

The course places particular emphasis on meeting the 

individual's immediate and future needs: effective 

speaking and writing techniques relating to accepted 

business procedures; requirements, responsibilities, 

and privileges of youthful employees; realistic self­

appraisal regarding personal abilities and interests; 

vocational trends and opportunities; and extension of 

reading interests in twentieth-century American fiction 

and drama. 

With the offering of these courses the Business Edu­

cation Department at L. G. Pinkston High School , will have 

a better business curriculum. 
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