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CHAPTER I 

INTRODUCTION 

Statement of the Problem 

The situation facing the junior colleges throughout 

the United States today looms as a vital step in the con-

tinuation of the two-year college set-up as it now stands. 

Questions are arising m every band* Doe® the junior 

college warrant a place in the educational program? One 

group refers to the junior college as a "glorified high 

school." The group on the other and of the scale of 

opinion finds it difficult to exhaust the number of advan-' 

-t&ges which the junior college holds for Its students and 

community. It is possible that this controversy will remain 

as long as junior colleges are in existence. Whether this 

situation is good or bad has not been proven. However, 

one point is observable. The resulting motivation tends 

to stimulate the junior college in efforts to prove its 

value of existence. The fact remains that the junior col-

lege has set up definite purposes which it has a duty to 

fulfill. It must be alert to its opportunities. Those 

who favor junior colleges are able to list numerous advan-

tage® which a junior college offers the students. However, 

advantages are not enough. An individual may have innumerable 



aJvantages, but unless these advantages are later con-

verted into opportunities backed by knowledge, then these 

advantages mean nothing. Guidance is the key to the door 

of opportunity, Education stands on the inside of a door. 

Opportunity stands on the other side. Proper guidance leads 

the way through that door* If the junior college is to 

serve its students as it should, then it must have access 

to the key of opportunity—to show the students the oppor-

tunities and, in turn, the way to take advantage of them 

for the utmost benefit. 

Texarkana College is a junior college which serves a 

wide area. Its value cannot be denied. However, isany of 

the students who attend Texarkana College plan for only 

two years of college. Their purpose, upon completion, is 

to obtain a job. Therefore, these studente must have guid-

ance if these two extra years of training above high school 

work are to prove more valuable than those same two ye.-rs 

spent in gaining business experience. They roust have a 

knowledge of their possible opportunities. They must be 

aware of those things which they must know and do to take 

advantage of these opportunities. Herein, lies a funda-

mental duty of the junior college. 

This study will attempt to point out the importance 

of guidance in the life of the students of business at 

Texarkana College. A well-organized guidance program is 

important to a successful junior college. The business 



students must feel that they are capable of doing good 

work when they are employed. The businesses, through 

past experience, most feel that they are getting a well-

trained and applicable employee. A planned guidance 

prograa paves the way for such understanding* The college 

is aware of the need. It is hoped that this study will 

be a step forward toward the meeting of this need. 

Sources of Data and Procedure 

The procedures of research which are to be used are 

threefold: (1) historical, |2) interview, and (3) question-

naire. 

Through extensive research of much literature on guid-

ance, a complete preview of the rising need for guidance of 

business students is possible. Several types of literature 

are necessarily surveyed* Recent books and articles by 

prominent authorities on guidance and junior college work 

prove invaluable as a means of presenting a background 

for the need of such a plan of guidance. 

In order to determine the type of guidance, if any, 

which the junior college students had received while in 

high school, the writer contacted the principals of the 

high schools which furnish the majority of the students at 

Texarkana College. The Texarkana schools contacted were 

Texas High School, Arkansas High School, and North Heights 

High School. Former training influences the type and degree 



of guidance which a student on the junior college level 

needs. Personal interviews with the dean of the college 

were mad© to gain insight as to attitudes toward planned 

guidance in relation to the conditions which exist at the 

present tine. 

A condensed picture of the labor situation in the 

Texarkana area was conceived through contacts with the Tex-

arkana Division of the Texas Employment Agency and Texarkana 

Chamber of Ooiaiseree. 

Current literature and detailed correspondence with 

authorities and educational information bureaus served as 

a basis for a procedural outline for the making of a com-

munity survey* 

The questionnaire was sent to two hundred (200) students 

{twenty from each year) who attended the college during the 

period 1938-194$ to determine value received from their 

college work, and to ask their opinion of ways to increase 

the present value. These names were carefully selected 

from the records of the business classes during the pre-

scribed period# 

In accordance with the stated name of the study, the 

problem of a plan of guidance concerns the students of 

business at Texarkana College* Necessarily, the study 

also includes a recognition by the junior college authori-

ties of the responsibility for the development of those 

personal qualities which cannot be separated from an 
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individual*s mechanical fitness for success in industry. 

Occupational guidance is a phase of guidance as a whole* 

Recipients of the questionnaire were chosen by random 

sampling from the business classes over the ten-year 

period between 1938-1943 in the belief that this period 

covers those years referred to as normal Just before 

World War II, those years during the war, and those years 

immediately following the war. It is believed that this 

period produced representative students who, accordingly, 

express representative needs and views. 

Definition of Terms 

Most of the terms used in this study are familiar* 

However, a few of the t e w which will predominate should 

he clarified in order to indicate their connotation in 

relation to the text. 

"Junior college1* is defined by standards recommended 

by the American Association of Junior Colleges; 

A junior college is an institution offering 
two years of instruction of strictly college grade. 
This curriculum aiay include those courses usually 
offered in the first two years of the four-year 
college, in which ease these courses must be iden-
tical in scope and thoroughness with the correspond-
ing courses in the standard four-year colleges, 
fhe Junior college may, and is likely to, develop 
a different type of curriculum suited to the larger 
and ever-changing civic, social, religious, and voca-
tional needs of the entire community in which the 
college is located.1 

3-Doak S. Campbell, Critical Study of Stated Purposes 
of the Junior College, p. 10. 



"Terminal curricula" are those designed specifically 

for those students who do not anticipate further training 

beyond the junior college, but who desire a diploma, 

either in general culture fields, or in vocational courses 

fro® which they way eater directly into gainful employment 

in non-professional or seai-professional occupations.^ 

The tern "guidance" herein used shall refer to that 

process by which the student is aided in the solving of 

current problems while the underlying and ultimate objective 

of this aid is self-guidance on the part of the student* 

Guidance not only inforaa the students concerning oppor-

tunities, but also develops in the students those quali-

ties, both personal and professional, which are to be 

desired. 

•̂ Vocational guidance® is that guidance which has as 

its purpose the informing of the students concerning 

opportunities in the various occupations, qualifications 

and standards of these, and the individual's chances for 

success in relation to these occupations. 

Organization of Study 

The first chapter will contain the customary and 

necessary points of introduction. This introduction will 

attempt to give the reader an insight as to the purpose 

and content of the report. 

2lbid., p. 10. 



Any study of a specific nature must have a© a basis a 

broader background. The second chapter is devoted to a 

discussion of the rising need for guidance of business 

students in the complex world of today, The need will be 

shown in relation to the demands of the business world. 

In contrast, the situation© confronting students concerning 

knowledge of opportunities and how to take advantage of 

these opportunities will be discussed. This chapter Is 

deemed necessary for complete coverage of the specific 

problem* 

In order to know what Texarkana College is supposed 

to accomplish, and to determine if these accomplishments 

are being made. Chapter III will be concerned with purposes 

and offerings of the college. A view of the guidance pre-

sent, if any, will be included to act as a point of 

departure for the proposed plan of guidance. 

The fourth chapter is composed of results from the 

various surveys which are to be made. It will be upon 

the basis of these results that the proposed plan will 

rest. 

The culmination of the study is the proposed plan 

of guidance itself. This plan is to be a workable plan 

which will make it possible for Texarkana College and 

similar schools to serve its students and community with 

a greater anount of efficiency. 
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The conclusion contains the final comments of the 

writer, connecting and contrasting any result® which 

are important to the study. 

Related Studies 

So study of this type has hitherto been made in 

connection with Texarkana College* 

In 193S a thesis was written by M M &en© at the 

University of Texas entitled "Integration of Coswercial 

Teaching with Business." In 1949 Clara I'olf wrote a 

thesis at North Texas Stat# College entitled ^Desirable 

Personality Traits in Business.* Each of these studies 

i® related in part to the present study, and is used 

for statistical reference* 



CHAPTER II 

HEED FOE AMD SCOPE OF GUIDANCE 

During the past century, this nation and the world 

have progressed very rapidly in the development of mater-

ial accomplishments. Great strides have been made by 

our scientists. Still greater accomplishments loom for 

the immediate future. However, how far can the world 

progress without complementary progression by the other 

side of man—his social thinking? 

Before the world developed into such a complex 

situation, nan solved with comparative ease those prob-

lems which were confronting the immediate family and 

their welfare. The sons and daughters in that family 

knew the extent of their choice of a future, for it was 

rather limited, and was usually already mapped out for 

them. Guidance, as needed then, was adequately taken 

care of by the family. 

The Industrial Sievolution changed the complexion of 

the world. Mew fields were opened. Opportunities led 

to further opportunities. The family has lost complete 

control of the situation. Problems have evolved from 

local significance to problems of widespread importance. 

The information needed as a basis for many major decisions 

has become vast in bulk and scope. 
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Many changes have evolved to create these major 

factors influencing American youth. Population trends 

have played their part. The United States today is 

constantly directing itself toward being a country of 

oldsters rather than youngsters. In 1050 fifty-two 

per cent of the population was made up of people under 

twenty years of age. this percentage had dropped to 

thirty-five per cent in 1940. Predictions by the Bureau 

of Census state that the percentage will have fallen to 

twenty-nine per cent by I960, only ten years in the 

future.*̂ " A direct result of this situation is post-

poned employment* Competition between the younger and older 

workers is inevitable. To compete with experience, the 

young workers are going to have to bring with them 

to the job a mature personality and an ability to do a 

high quality of work. The schools will have proportion-

ately fewer young people to educate, but the need for 

an increase in the quality and quantity of education 

will be demanding* The young people coming from the 

high schools of the nation will come to recognise more 

and more the important factor of maturity plus greater 

ability as prerequisites for success in the business 

world. The logical way for many of these individuals to 

turn is toward the junior college. 

^Phebe Ward, Terminal Education in the Junior College. 
p. 9. 
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Industrialization has brought to America many impor-

tant changes. One of the moat outstanding of these changes 

in relation to education is the increase in the number of 

semi-professional occupations# As industry expanded, 

leaders of professional status could not cope with the 

great variety and volume of additional problems without 

assistance fro® some source* As a result of this need, 

thousands of jobs were created as assistants to these men. 

Society is continuously becoming more complex. As the 

complexity increases, semi-professional jobs will increase. 

The junior college is the dividing line between the pro-

fessional man and the unskilled worker. The junior college 

is the production center for semi-professional workers. 

However, not only have these changes affected the techni-

cal side of nan, but also he is confronted with more 

leisure time. The school must now assume the responsi-

bility for developing the personal side of the individual 

in such a way as to make it possible for him to enjoy 

life to the fullest and contribute his help to the 

building of an even better society. 

As the world has changed, the American people are 

seeing more and more the importance of education to the 

Individual, In 1940, eighty-five per cent of the children 

frost five to seventeen years of age were enrolled in 

schools. In relation to the junior college specifically, 
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the percentage of students in the age group from eighteen 
2 

to twenty has doubled over a thirty-year period. Faith 

in education is continually increasing. Youth find the 

future waiting ominously. Which way should they turn? 

There are so many avenues possible, yet the right choice 

is so important. That choice hinges upon so ©any things. 

Who is the logical one to lead in the making of such a 

choice? Obviously the school has a great responsibility 

in the directing of youth down the most satisfying avenue. 

Guidance cannot be limited to a specific kind nor a 

specific act. There are several kinds of guidance. How-

ever, all forms of guidance are interrelated and the gen-

eral objective of all guidance is to assist an individual 

in making his choice intelligently in whatever realm that 

choice may lie.^ Modern conditions of society and the 

increasing demands of specialization have enormously 

increased th© problems of adjustment. More and more, man 

is becoming dependent upon the man next to him. Young 

people below the age of eighteen or twenty are not needed 

in industry as they formerly were.** The life span of the 

worker has increased. The youth now has a longer period 

in which he may prepare for his life work. This mater-

ially changes the work of the school. The school must 

2Ibld.. p. 14. 

5Eastern Commercial Teachers Association, Vocational 
Guidance. Annual Yearbook, p. 5. 

4Ibid., p. 19. 
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now literally start the student toward a goal, chosen by 

the student himself, but founded upon the principle and 

background opened by the program of the school. The 

competition for almost all types of jobs has increased, 

making it difficult for the individual to find a suitable 

job without assistance. 

when one speaks of vocational guidance, he many 

times does not look beyond the point of technical skill. 

Technical skill is important when considering qualifica-

tions and abilities for a particular vocation,, but tech-

5 

nical skill alone is not enough. When viewing a job, 

techniques and personal traits cannot be measured sepa-

rately. Each phase of the individual is equally important. 

Ho vocational choice may be considered a successful one 

if the individual is unable to adjust to his other areas 

of living. Guidance leading toward the ability to make 

adjustments is a fundamental requisite. Business leaders 

today are quick to acknowledge the fact that the lack of 

technical skill is"the cause of much less maladjustment 

1 than is inability to solve personal and social problems. 

An efficient worker must be a well-adjusted individual. 

The foundation for adjustment must be felt as a responsi-

bility of the school. 

^Frank Endicott, Guidance and Counseling of Business 
Education Students, p. 10. 
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One educator explained: 

The problem of the teacher is to prepare 
boys and girls, men and women, to take the 
techniques they learn, consider them rationally, 
frame feasible plans, and cooperate with society 
for purposes larger than the individual." 

Thus, it can be seen that technical knowledge is not 

enough* Along with a professional attitude which must 

be developed, there are also personal traits which must 

be added in order to enjoy the greatest success in the 

chosen field. In the May, 1949, Issue of the Balance 

Sheet« Henry Schuld, the author of "Employer Looks at 

the High School Graduate," points out these personal 

traits listed as desirable by employers; honesty, 

accuracy, personality, efficiency, initiative, tact, 

adaptability, poise, congeniality, and cooperation. 

Developing and cultivating these traits must not be 

overlooked by the school in preparing students for the 

business field, because business demands more than the 

application of techniques. It demands the ability to 

make satisfactory adjustments, to meet each new situation 

intelligently, and to be able to get along with others. 

Then the school is to a great degree responsible in help-

ing its students to prepare to meet these situations by 

developing needed self-confidence in themselves and their 

ability to do a good job. 

Somewhere in the experience of every youth there 

must be some interest, some enthusiasm, something that 

^F. G. Nichols, Commercial education in the High 
School, p. 24* 
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he wants to do that can be promoted in connection with 

his school life, if teachers are looking alertly for 

7 
the opportunity to help. It becomes a fundamental duty 

of every school, therefore, to know as much as possible 

about its students. This obviously calls for effort on 

the part of the school. Common sense is many times a 

good guide. Individual guidance must be subtle and per-

sonal; yet there is a fine point beyond which guidance 

will be interpreted as "meddling" and all value will be 

lost. 

The school as a whole may help in this process by 

culmination of the different types of records which should 

be kept. At the same time the teacher is learning his 

students, the school laust also be in the business field 

observing opportunities and requirements. By knowing 

both sides of the picture—students and business—the 

school may be able to integrate them and bring good to 

both. The school has a two-fold duty. The duty to busi-

ness is to train students to fulfill the requirements set 

up by the business world. The school*s duty to the students 

is to give them training adequate to meet those business 

requirements. 
*>&*• 

It has been said that in our complex society, you 

must get along with people or you simply do not get along. 

Every person intending to enter public work of any sort 

?P, W. Cox, Guidance by the Classroom Teacher, p. 74. 
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should keep in mind that statement and strive to develop 

the ability to get along with people and adjust to new 

situations. The majority of workers do not work alone, 

but instead, as a part of the whole for the good of the 

whole. As a cog in the ®achin@t he must click adequately 

with every other cog.** 

In 1946 Northwestern University conducted a survey 

of employers all over the United States to determine 

their opinions concerning needs of employees just out 

of school. The following suggestions were offered by 

these employer's for business educators: 

1. Provide more and better vocational guidance, 

using interest, aptitude, and other tests. 

2. A further development and extension of th® 

cooperative plan. 

- 3. More emphasis on fundamentals, basic courses, 

and broad general education. 

4. More lectures by experienced business leaders. 

5« More carefully planned programs for each indi-

vidual student in terms of his needs and his strong 

points. 

6. More emphasis upon public speaking, letter writ-

ing, and "utilitarian English." 

7. More and closer contacts between business and 

higher institutions. 

^Eula Reno, Integration of Commercial Teachime 
with Business» p. 6l. 
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8* Summer employment in industry for counselors 

arid professors. 

9. Determine acre clearly the purpose or purposes 

of higher education in relation to business and industry. 

10. Better balance between technical and general 

courses. 

11. Avoid a stampede to "glamour® jobs and to the 

field of personnel work.^ 

These suggestions should be carefully studied >y colleges 

who are truly striving to produce the best possible 

results. 

'The amount and kind of guidance will, of course, 

vary greatly with different students and under different 

conditions. Not all students have the sar&e physical 

needs or resources. Some already have a vocation chosen; 

others will soon leave school, after sotae fourteen years 

of study, with neither choice nor preparation. Soree are 

socially adjusted; others just cannot seem to .get along. 

All have had different experiences of life. The school 

must determine the result of these experiences and guide 

the individual accordingly. 

The need is great and the program must be ambitious. 

Ti:«es have changed. Education must remain in step, or else 

take the consequences of being classed as an outooded 

institution. Business education is faced v ith a task 

^Frank Endicott, Guidance and Counseling of Business 
Education Students, p. 17. 



which is a difficult one, but is not an impossible one. 

The educators must educate the students in every phase 

of their lives to such a point that they will be confi-

dent when they face the business world. Educators must 

also bring to the business raan an understanding of what 

the school is doing. By bringing these two points into 

solid harmony, business education could accomplish a job 

which would give strength and added meaning to the term 

"education." 

The junior college has a unique opportunity. Its 

students are at the changing point in their lives*-the 

change from adolescence to the point of having to make 

important decisions concerning a lifetime. Guidance for 

these decisions must be recognised by the junior college 

as a basic purpose for its existence. 



CHAPTER 111 

PURPOSES AMD FULFILLMENTS OP TEXAiOCANA COLLEGE 

Texarkana College is a public junior college accred-

ited and approved by the Association of Texas Colleges 

and The Southern Association of Colleges and Secondary 

Schools, 

This college is set up to meet a variety of needs. 

For those who wish a four-year college course, but feel 

that financially this is impossible, the junior college 

meets their need. Eliminating the outstanding cost of 

room and board for two years, the possibility of four 

years of college is closer to a reality. The courses 

for students in this category are identical with the 

same courses offered at the four-year college. The stu-

dent is advised to plan his studies at the junior college 

in correlation with the requirements of the college to 

which he plans to transfer at the end of the first two 

years. This procedure tends to eliminate the unnecessary 

mistake of taking courses which are not acceptable for 

credit at other institutions. 

Another service which the junior college performs 

is to those students who desire only two years of college. 

The catalog of Texarkana College suras adequately the 

junior college's relationship with these persons, 

19 
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Every ambitious person wants to go to the top. 
how far he can go depends on several factors, among 
which are the following: How deeply interested is he? 
How well suited is he to the vocation he has chosen? 
How hard will he work? How intelligent is he? How 
much training will he take? The amount of his train-
ing is only one factor among several* Intelligence 
is one. Industry is one. In every technical and 
professional field there is more to be learned than 
can be mastered in two years. But the choice offered 
by the junior college is not between two years of 
college and four. It is between two years of college 
and none. The junior colleges undertake, in their 
terminal courses, to help equip the young person 
in two years to earn a living and to be a good citizen. 
Texarkana College offers the graduate a program 
he can complete satisfactorily in the time he has 
available.1 

The majority of the students enrolled at Texarkana 

College are former students of three high schools situated 

in Texarkana, Texas, and Texarkana, Arkansas. Those stu-

dents who are residents of Texarkana, Arkansas, are not 

obligated to pay out-of-state tuition, though the college 

itself is situated in Texas. Therefore, those students 

from across the state line enjoy equal advantages with 

those living in Texas. 

However, the campus of Texas Senior High School is 

directly adjoining the campus of the college. This 

familiarity with the college during high school days is 

most likely responsible for the fact that, of the three 

schools, Texas High customarily furnishes the greatest 

number of students each year. The college must discover 

what type of guidance has been received while in high 

3-The Texarkana College Catalog. 1949-1950, p. 10. 
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school if it is to know where to begin in the guidance 

of its own students. 

Texas High School has no planned guidance program* 

The principal and teachers attempt to assist the students 

with their decisions when they indicate need of help. 

These teachers and the principal have had no formal certi-

fication for the task of counseling. The assistance 

given is based upon previous experience of the advisor, 

which, though important, is not a wholly adequate basis 

for true guidance. These persons have full-time respon-

sibilities which must be completed. Many do not feel 

that they have time for this extra duty. There is also 

present the big factor of lack of information upon which 

to base such important advice. In many cases, it is quite 

likely that adequate and wise guidance was received by 

individuals, However, the blaring fault of incidental 

guidance is its lack of recognition of the principle that 

guidance is for everyone; not for only those who recognize 

their own need and seek assistance. 

Arkansas High School employs a full-time guidance 

director who uses her time for individual conferences 

and for administration of* tests. Two periods are devoted 

to classroom work. These two periods are used for voca-

tional information classes and are open to all students 

in the high school. This work deals with personality, 

study, and Information pertaining to various vocations. 
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Special personal interviews are conducted dealing with 

student; problems and particularly guidance in selecting 

proper courses to fit the individual need and prepare 

the students for their activity after graduating from 

high school. The school feels that it is handicapped 

by the fact that it is unable to offer as much diversi-

fied training as is needed. 

The North Heights School furnishes Texarkana College 

with fewer students than the two previously mentioned 

schools, the guidance program In this high school is 

similar to that program of Arkansas High School. One 

difference is that the iiorth Heights School does not 

conduct tests as extensively as the other school. Worth 

Heights has a Distributive education program established 

which aids many students in their choice of an occupation. 

However, the students who take this program usually go 

to work upon completion rather than attend college. The 

state of Arkansas is doing much toward setting up a sound 

guidance program throughout the state. In the near future, 

both of these schools in Texarkanat under state direction, 

plan to improve present guidance programs. 

Texarkana College has no plan of guidance in operation 

at this time. The advice from the teachers at the time 

of registration is the only source of information con-

cerning the subjects which the student should take. The 

decision as to plans for the future are decided by the 

student alone on the basis of whims and few facts. 
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During the semester the students are welcome to seek 

advice from the deans and teachers.' However, unless the 

decision is of great importance, the students feel that 

they would be intruding upon an already heavy schedule. 

They do not feel free to go to these teachers with small 

problems which are important to their peace of mind, 

and indirectly to their over-all work, but have nothing 

to do with that teacher's subject matter. 

The students at the college need to know early in 

their junior college career whether they plan to go two 

years only, or if they desire four years of work, A 

battery of tests and counselor^ advice would be invalu-

able to this situation by helping the student discover 

possibilities available in relation to his own abilities. 

The result of indecision is the large number of students 

who, not knowing whether they are or are not going four 

years to college, drag along with no goal in mind. These 

students take the two-year college course preparatory to 

four years of college; then find that four years of college 

is impractical or impossible for the®. These two years of 

academics, in most cases, have equipped them no better for 

a position than their high school work had provided. 

Those subjects included in the curriculum of Texark-

ana College are basic. Every course is offered in an 

attempt to fulfill a need of the students. The question 
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involved stands: "Is the program adequate for those stu-

dents who plan for only two years of college?" 

Sixteen courses sre listed in the college catalog 

under the heading of "Business Administration". Six 

of these sixteen are courses in typewriting and short-

hand. In each group the courses cover three step-ups: 

elementary, intermediate, and advanced. A course in 

business principles is taught to introduce the student 

to the modern business world. The commercial law course 

taught is a terminal course covering contracts, negotiable 

instruments, insurance, property, etc. Office Practice 

and Secretarial Training is designed for those who plan 

to enter the secretarial field. This course covers dicta-

tion and transcription review, office ethics, duplicating, 

interviewing, telephone techniques, etc. Of the sixteen 

courses offered, four of these are specifically designed 

as terminal courses. In addition to Business Law, these 

are Business Correspondence and English, Office Management 

and Practices, and Industrial Supervision and Foremanship. 

Correct business letter forms and fundamental English are 

included in the Business Correspondence course. The office 

management course includes the various problems of organi-

zation and control of office woris;. The foremanship course 

is designed for those who are already in minor supervisory 

jobs. Specific job problems serve as the core for this 

course. A similar course is offered for credit which is 
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transferable* A bookkeeping course is offered which covers 

fundamentals of proprietorship, partnership, and corporations, 

This course serves those students who had no bookkeeping 

in high school, but need a foundation for future accounting 

courses# This course is not transferable to another college. 

Finally, two accounting courses are offered. The standard 

course in principles includes all those features customarily 

associated with such a course. The other accounting course 

is a survey course for engineering, home economics, and 

other professional groups. These courses comprise the 

business curriculum at Texarkana College. 



CHAPTER IV 

SURVEY itESULTS 

Labor Situation in the Texarkana Area 

The labor fore© in Texarkana is composed almost 

entirely of people who are native to the area. There has 

been a definite tendency of migration from the rural area 

to the city during the last decade. The incentive for this 

move has been provided by increased industrialization. The 

white labor force (as of August 1, 194$) numbers 27,140.^ 

Of this number, IS,{$35, or 69*4 per cent, are male and 

8,305, or 30*6 per cent, are female. The number of skilled 

and serai-skilled persons seeking employment in this area 

since the war has materially increased. The labor force 

2 
in the area may be classified as follows: 

TABLE 1 

CLASSIFICATION OF LABOR FORCE, WHITS A1TD 
COLORED, IN THE TJSXARKANA „R3A /.S 

OF AUGUST 1, 1943 

Classification Number 

Professional and managerial 3 , 2 7 0 
Clerical and sales 5,710 
Service 6,285 
Agricultural 7,955 
Skilled 3,150 
Semi-skilled 6,140 
Unskilled 6.970 

Total W j m 

^Industrial Texarkana« Report of Texarkana Chamber 
of Commerce, p. 17. 

2Ibid., p. 17 
y z 6 
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The writer is well aware of the fact that this table includes 

count of tls® colored workers in Texarkana, and Tex;rkana 

College does not have colored students in its enrollment. 

However, the first two classifications, professional and 

managerial and clerical and sales, are the only two of the 

group which will be used in this instance. It is co.^on 

knowledge that the percentage of colored in fchesrr two 

classifications would be too minute to discolor the inter-

pretations in any way. This table reveals to some extent 

the size of the field to which Texarkana College furnishes 

employees. Sosm part of the number of managerial positions 

may be quite easily products of Texarkana College. Junior 

colleges prepare students for semi-professional positions. 

Many managerial positions come within this range. The 

entire or 14*5 per cent, which make up the clerical 

and sales classification say be considered objectives of 

junior college students, with these classifications as a 

basis, It say be assumed that Texarkana College has a very 

good outlet for its students. 

During the last decade there has been a marked increase 

in the quality of available labor.^ This is attributed 

to the large number of employees who had v&rtiiae experience 

in industry. Much of this experience was received by Tex-

arkana employees at *led Sivtsr Arsenal Plant and the Lone 

Star Defense Corporation located just outside of Texarkana. 

3lbid., p. X?. 



This availability of experienced labor should give added 

meaning to the junior college*s responsibility to produce 

workers who will be capable of competition with these workers, 

It is interesting to note the current representative 

pay scale as of August 1, 194£:^ 

TABLE 2 

REPRESENTATIVE ?A5T SCALES IN T8XARKAKA 
ASEA AS TO JOB CLASSIFICATIONS 

AS OF AUGUST 1, 194$ 

Classification Amount 

Common labor, male 60-65# per hour 
Semi-skilled labor, male 75-90$ per hour 
Skilled labor, male 90#-fl#10 per hour 
Common labor, female 50# per hour 
Semi-skilled labor, female 60$ per hour 
Skilled labor, female 75i per hour 
Stenographer |25-|50 per week 
Bookkeeper #35*-f60 per week 
Sales clerks #16-135 per week 

The stenographers, bookkeepers, and sales clerks 

(includes salesmen for manufacturing firms, etc,} are 

those which coine within the jurisdiction of junior college 

preparation. The remainder are trained in trade schools, 

high school, or on the job. The top limit for the male 

skilled laborer per week (forty-hour week) is §44-00* 

The top limit for a female skilled laborer is 130,00 per 

week (forty-hour week). The top limit for stenographers 

is $50.00 per week; for bookkeepers, $60.00 per week; 

Void., p. 19. 
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and for sales clerks, 435.00 per week. On the basis of 

these comparisons, training provided by the junior college 

(semi-professional) has higher average standard than 

other job classifications. 

The foregoing figures are constantly in a stste of 

change. However, they adequately fulfill their purposes 

here—comparison of types of labor and general labor 

situations. 

Needs of Employers 

If the junior college is to train employees who will 

adequately fulfill the needs of business and industry, 

the view of the situation from the employer's standpoint 

must be determined. These employers are in a good position 

to show the school the shortcomings of present, and the 

needs of future, employees. 

Frank S. Endicott has been the instigator and leader 

for a number of surveys concerning qualifications and needs 

of beginning employees in business. The results are 

enlightening. When asked concerning specific personal 

characteristics that are considered essential by employers, 

they most frequently mentioned those characteristics relating 

to the ability to get along with others. Of course, basic 

qualifications such as honesty and loyalty are essential. 

However, upon summarization of all results, this factor of 

5prank Endicott, The Guidance and Counseling of 
Business Education StuSenta, p.""IX. 
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ability to meet and work with people heads the list of those 

most clearly related to success. A typical comment by 

employers follows; 

Ability to get along with others. Most failures 
are caused by inability to get along with others, 

rather than lack of ability.® 

The question was asked: "Kow much specialized train-

ing do employers prefer?" The answers were closely asso-

ciated with the type of position in question. The consensus 

of opinion appears to be that a broad general education with 

emphasis upon those technicalities which will be necessary 

for success is the best plan for those going into semi-

professional work. A representative comment follows: 
In the technical field, it is, of course, essen-

tial that the graduate has had the full specialized 
courses required for the work involved. On the 
other hand, we very specifically desire and prefer 
a well-rounded course, with sufficient of the human-
ities to result in a well-educated individual rather 
than a mere technician. This is the reason 
that we prefer graduates from colleges rather than 
from the specialized technological schools.7 

A very important phase of the survey concerned adjust-

ments which must be made after employment and for which the 

beginning worker is poorly prepared. Adjustments must be 

made by every beginning worker. To know something about 

the attitudes of employers concerning these adjustments 

enables the prospective employee still in the process of 

training to develop an attitude which will be conducive 

to immediate adjustment. The adjustment problems listed 

^Ibid.. p. 12, 

7Ibid., p. 16. 
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by employers may be classified under four main headings 

as f ollows: 

1. Unrealistic attitude toward progress and 
what is required for advancement. 

a. They expect too rapid advancement 
b. They fail to realize that they must 

contribute to the company by hard 
work and production. 

c. They desire to avoid required routine 
tasks. 

d. Unwillingness to start at or near the 
bottom. 

2. Lack of understanding of desirable relationships 
with fellow workers and supervisors. 

a. Difficulty in getting along with others 
and working as member of a group. 

b. Inability to take criticism and suggestions. 
c. Lack of tolerance of those who did not 

go to college. Underestimation of the 
value of experience. 

3. Difficulty in making adjustment from college life 
to routine, detail, speed, and regular hours. 

ft 

4. Inability to apply theory in practical situations. 

The following response is typical in answer to the question 

of adjustment: 
Impatience as to progress. Most students have 

been taught that they are being trained for leader-
ship responsibilities, but are not told that it will 
be a number of years before they qualify for these 
responsibilities. Years of experience must be first 
obtained. Many students are unwilling to do routine 
jobs in order to gain experience." 

A comprehensive survey of needed qualities of young 

business workers was made by a class in the American Insti-

tute of Business in Des Moines.^"0 The survey was for the 

% M d . . p. 16. 9ibid.« P* 17. 

^Mathilda Mahler, "Business Personality Survey", 
Balance Sheet, XXII (February, 1940}, p. 261. 
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purpose of determining the traits of character and person-

ality most important in obtaining and holding a position. 

Eighty men and women were personally interviewed by mem-

bers of the class. Questionnaires were filled out at the 

time of the interviews. The persons interviewed were asked 

to designate ten qualities that they considered important 

when hiring a new stenographer. The position of stenographer 

may be used as a criteria for other similar positions in 

the business world; thereby, making it possible to apply 

the results of this survey to similar positions. 

The eighty men and women listed sixty different traits 

of character and personality, as well as technical require-

ments. Sixteen of these were repeated often enough to be 

selected as most important. Listed in order of rank, the 
11 

qualities are: 

Appearance Transcription 
Personality Cooperation 
Capability Health 
Initiative Experience 
Loyalty Education 
Typing accuracy Neatness 
Shorthand skill Dependability 
Honesty Punctuality 

As this survey indicates, personal traits are of primary 

importance. Technical skills rank sixth and seventh in this 

survey, 

According to this accepted survey, the most comraon 

reasons for dismissals by these eighty persons in 1939 

were: inefficiency, lack of Interest, lack of initiative, 

11lbid.. p. 4. 
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carelessness of appearance, inaccuracy, laziness, and ill health. 

It is very interesting to compare results concerning qualities 

desired and reasons for dismissal. The sane persons who 

listed personal appearance first in desirable qualities for 

employment ranked inefficiency in the first place as causes 

for dismissal, thus, it is important to have both qualities 

of good personal traits and mechanical skills. The employee 

may be selected primarily upon personal qualities, but if he 

is to remain, he must also be efficient in the job which is 

his responsibility. 

In 194$t Clara Wolf mad® a personal survey of twenty-

three large representative business firms operating in 

1P 

Dallas, Texas. The purpose of the survey was to determine 

the desired qualifications of workers beginning in the 

various offices. The data were secured from personnel direct-

ors. Traits and skills were set up as to five degrees of 

importance as follows: highest importance, very important. 

average importance, some importance, and no importance. 

Integrity was mentioned more times than any other personal 

trait as the most important. Fifteen of the twenty-three 

interviewed rated it of highest importance.^ Total rankings 

showed that integrity, industry, and loyalty had the highest 

number of ratings. In this survey, appearance had the 

least total rank of any of the nine traits. 

•*-2Clara Wolf, Personality Traits Desirable in Office 
Workers, p. 20. 

13Ibid.. p. 23, 
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Eatings given to the skills needed in a business office 

are important. Accuracy with facts and figures, and grammar 

and spelling received fifteen and sixteen ratings, respect-

ively, of highest importance.^ The next skill having the 

highest number of highest importance ratings was the use of the 

telephone. Running a close fourth place was typing. Accord-

ing to these personnel directors, the basic emphasis is 

•placed upon typing, use of telephone, and accuracy with facts, 

figures, grammar, and spelling. 

In conclusion, the personnel directors were asked to 

list the number of ways in which they thought an employe© 

might increase her or his value to a business firm. Some 

typical answers are listed as follows:"*̂  

1. Do your work efficiently and rapidly, then 
do other work. 

2. Learn more than is required of you. 

3. Assume responsibility! be cooperative. 

4. Show interest and initiative on each job assigned, 

5. Have ambition, determination, ability, and 
personality. 

6. Get along with people, 

7. Carry out each assignment to the best of your 
* ability. 

The thought behind all of these remarks seems to be 

efficiency, interest, and speed, Evidently, the personnel 

^Ibid., p. 24. 

15Ibid., p. 28. 
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directors place a premium on a worker who possesses the basic 

ingredient of success—efficiency. 

At first glance, one might feel that the various surveys 

contradict each other. However, careful study of the surveys 

as a whole tend to show clearly one truth. Success is made 

up of a combination of elements and situations which must 

balance in order to achieve goals. Personality is important. 

Technicality is important. The successful employe© combines 

the two as the need is seen. The school must give adequate 

response for the development of both. Then the former stu-

dent, and present employes, applies himself and his skills 

as the situation demands. 

Follow-up Survey of Graduates 

Texarkana College is not divided into separate schools. 

In the present set-up the only means of determining business 

students is from the class records in courses such as account-

ing, shorthand, etc. It was from these records that were 

chosen the two hundred recipients for the questionnaire* 

It is quite understandable, therefore, that a percentage of 

the returns would be from former students who did not con-

tinue in the business field and, as a result, would not be 

qualified to provide information. Another factor which 

should be noted when studying percentages of returns was 

the lack of information at the time of selection concerning 

what the students did upon graduation. No type of follow-up 

study is conducted at the junior college. 
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The authors of Prognosis. Guidance, and Placement in 

Business Education state that when questionnaires are sent 

to individuals, returns from thirty to fifty per cent are 

16-

adequate for a valid study. Two-hundred questionnaires 

were mailed. From this number, 104, or 52 per cent, were 

returned. Twenty of these will not be used in this study* 

Eighteen of the twenty continued formal education in 

another institution. The remaining two did not specify 

what they did upon completion, but did not obtain a job. 

The students questioned were asked the type of job 

which they secured when they left Texarkana College* Table 

3 shows the types of positions held by the el&hty-four 

former business students and the percentage of the total 

for each type of job. 

TABLE 3 

TYPES OF POSITIONS HELD 81 
BUSINESS STUDENTS OF 
TBXAEKANA COLLEGE 

Types of Positions Number Percentage 

General office 40 47.6 
stenographic 12 14.3 
Bookkeeping . . 7 6.3 
Sales work 7 a.. 3 

4 
14 16.7 

Total Bk 100.0 

1 
J* Frank Dame, Prognosis, Guidance, and Placement 

in Business Education, p. 
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General office work was listed more often than any 

other type of job. Forty of the eighty-four, or 47.6 

per cent, obtained general office work when they left 

Texarkana College. Stenography ranked second highest with 

twelve, or 14.3 per cent. Saleswork and bookkeeping claimed 

an equal representation of 8.3 per cent. Fourteen of the 

eighty-four persons were employed in a variety of occupations. 

Five of the fourteen are in business for themselves. Included 

in the remaining nine are such jobs as bus operator, teletype 

operator, laboratory assistant, etc. 

It is interesting to note the large number of former 
* 

students who remained in Texarkana to find employment. 

Sixty five of the eighty-four persons, or 77.3 per cent, 

found employment in Texarkana. Three of the remaining 

nineteen obtained jobs within a radius of thirty miles. 

Ten of the eighty-four failed to definitely designate the 

town of employment. The remaining six found employment in 

various cities. These figures indicate that Texarkana 

College is a junior college which is furnishing many stu-

dents to the Texarkana business area. Texarkana College 

scope of employment lies in the immediate area surrounding 

Texarkana. Therefore, the college should strive to determine 

the needs of the area and act accordingly. 

In order to determine the prevailing means of job 

discovery among the students, the recipients of the 



3^ 

questionnaire were asked to designate the way in which they 

found out about the job* The results of these answers are 

shown in Table 4. 
* 

TABLE 4 

SOURCES OF JOB DISCOVERY OSED 
BY STUDENTS OF BUSINESS 
AT TEXARKANA COLLEGE 

Sources of Discovery Number Percentage 

Friends , . . . . 36 42*$ 
Personal contact 29 34.6 
Advertisement . . 6 7 . 2 
Employment agency « 5 5.9 
Other ft 9.5 

Total 54 100.0 

These facts are very important, for they bring to 

light a definite need. Approximately 77 per cent of the 

students surveyed learned of the job either through friends 

or by personal contact. The employment agency was useful 

in fewer instances than any of the others. This indicates 

that the students are "on their own" when they leave the 

college as far as job finding is concerned. No organized 

assistance is evident. 

It is impossible to tabulate the reasons for changing 

of jobs. Many of the returns contained several reasons; 
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thereby, making percentage calculation meaningless. It 

is unquestionably evident, however, that better oppor-

tunity and higher pay are by far the most popular reasons 

for change. Dissatisfaction was listed only five times, 

and inability to get along was not mentioned as a reason 

for change. 

One of the primary concerns of this survey was to 

determine deficiencies which the former students recog-

nized when they began their first Job. Table 5 presents 

the information concerning these needs. 

TABLE 5 

NEEDS FELT OK If'ITIAL JOB BY 
FORMER STUDENTS OF BUSINESS 

AT TEX ,4 HI AM A COLLEGE 

Heed Number of Students 
Checking Each Seed 

Greater ease in meeting people . . . 40 
Greater technical skill « . . . 3? 
More effective English . . . . . . 26 
Greater ability to work with others . . . . . . 5 

The need for a greater ease in meeting people leads 

this list of deficiencies. Greater technical skill is 

a close second. Greater ability to work with others appears 

to be less noticeable by far than the others. Only five 

of the eighty-four returns considered this need a problem. 

The questionnaire contained a list of three types 

of courses which are not now included in the curriculum at 
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Texarkana College. A space was included for additional 

write-ins. The question asked was: "Which of the follow-

ing courses do you feel would have helped you moat?" The 

results are tabulated iri Table 6. 

TABLE 6 

COURSE HEEDS OF STUDENTS OF BUSIN&33 AT TEXARKANA 
COLLEGE, BASED UPON VOCATIONAL NKEDS 
OF FORMER STUDENTS ON INITIAL JOBS 

Course Number of Students 
Checking Each Course 

Business machines . . . . 45 
Occupational information 44 
Office etiquette and procedures . 15 

As Is indicated, business machines and occupational 

information are courses which the students feel would have 

been valuable to them. Fifteen of the eighty-four felt 

that a course in office etiquette and procedures would 

have been helpful. Three former students felt that a per-

sonality course would have helped the®. One felt that a 

Business English course was needed. 

In conclusion, It should be beneficial to this study 

to view various representative statements which tend to 

express attitudes toward work done and improvements possible 

at Texarkana College. The following comments are typical: 

Shyness handicaps many people in the business 
world. These students should be given special 
attention. 

Needed to know how to get out and meet people. 
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Fifty per cent of success on any job is 
knowing how to get along with co-workera and to 
meet the public. Teach students how to shake hands 
and introduce themselves. Shyness in an office 
or on any job tends to retard technical knowledge. 
You have to have confidence within your own self 
to succeed. This is gained with full knowledge 
of your job and smooth relations with co-workers. 

Personally, I feel that each student, upon 
entering Texarkana College should be required to 
take a course in which he would receive information 
on every occupational field. Perhaps a non-credit 
course, but compulsory nevertheless. 

I believe a course using real machines would 
be very helpful. 

The telephone is important in every office. 
Suggest all office workers learn value of pleasant 
voice and how to secure information over the phone. 
It seems all inexperienced workers are shy on the 
phone. 

With the exception of a course in accounting, 
I was not much better prepared for the job I now 
hold Igeneral office) than when I graduated from 
high school. 

These thoughts tend to emphasize the need for a defi-

nite program of personal development in order to produce 

an individual capable of success. The need is also shown 

for an occupational-information program in order to help 

the students decide which occupation is most likely to 

be suitable to their ability, aptitude, interest, and 

preparational possibility. 

Surveying the Community 

One of the recognized responsibilities of the junior 

college is adequate preparation for those students who 

desire only two years of college as preparation for a 
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semi-professional position in the community. With these 

students 1B mind, the college must set up a terminal curri-

cula which will satisfy the needs of both the students and 

the prospective employers in the community. Thus, the 

first problem is that of determining the community needs 

as a basis for a curriculum* A community survey is the 

answer to this problem. The paramount questions ares 

How many specific jobs in this community are available for 

junior-eollege-trained personnel? How can we prepare stu-

dents in the limited time available for earning a living in 

the community aa well-adjusted and active members of the 

community? 

file first decision to be made is the determination of 

just exactly what is desired from the survey* It must not 

be so broad that no definite information is secured# Exper-

ience has show that to survey one occupation at a time gives 

best results. Occupation by occupation the community 

is gradually covered, As each occupation is studied, the 

college can set up in or remove from its curriculum the 

course determinations which seem beat in light of survey 

facts# The aingle-curriculum survey has been described as 

a well-organized look at the community through the eyes of 

one particular occupation, secured through interviews that 

are well-planned, purposeful, carefully recorded, and 

interpreted as guides to the establishment and development 
16 

of a terminal curriculum# 

^Phebe Ward, Terminal Education in the Junior 
p* 2d« 
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A major factor in the success of an occupational sur-

vey is the selection of the administrator, or surveyor. 

He must organize, conduct, and report the results of the 

survey. The job is a full-time job which some junior col-

leges may feel they cannot afford. It is possible to work 

out a plan whereby the instructor of particular subjects is 

17 

responsible for the survey of hia occupation. Even in a 

case such as this, there must be one person who leads and 

connects it all* This leader may be the dean, or an instructor 

who is especially interested and qualified for the job. If 

such an instructor is given the task, his teaching chores 

must necessarily be lessened. Each teacher in the depart-

ments effected by and concerned with the survey must be 

informed as to the importance of the work being done, and be 

delegated a responsibility. These teachers will form the 

survey staff, or committee. A survey office must be set 
18 

up as headquarters for the survey. This office would be 

headed by the surveyor and the survey staff would look to 

it as headquarters. Such organization centralizes the 

responsibility in administering the plans without destroy-

ing the relationship which should exist between the surveyor 

and the community employers. The office also facilitates 

the major requirement of continuous community contact. The 

process must be periodic if the school is to receive full 
17Ibid., p. 30. 

lgIbid.. p. 33. 
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benefit from the survey organization. Busy deans do not 

have time to be constantly glancing toward the community 

in an effort to keep the curriculum and community in 

perfect step. 

Many problems evolve when a survey is undertaken. 

Such problems as providing sufficient time and expense-

allowance for planning, conducting, and reporting the 

survey are always present. One of the most pertinent 

problems that must be solved is that of allocating respon-

sibility to one person for initiating surveys, assisting 

in making them, and in asking the reports. Each junior college 

must work out the plan to fit its immediate situation. 

The following suggested procedure for making the 

community is adapted from suggestions made by Phebe Ward 

19 
in Terminal Education in the Junior College. 

SUGGESTED PROCEDURE FOE MAKING THE SURVEY 
IN THE COMMUNITY 

I. Become familiar with the survey field. 

1. Study available reports of surveys. 

a. Analyze available reports for suggested 
survey techniques that are applicable to 
the local situation. 

b. Consider surveys made by various state 
departments of education. 

2. Consult junior colleges for information. 

a. Secure information from other junior col-
leges concerning their surveys and their 
terminal curricula. 

19 Ibid., p. 147. 



45 

b. Confer with instructors and surveyors who 
are active in other programs. 

II. Plan the detailed organisation of the survey. 

1. Select the field in which the survey is to be 
mad®. 

a. Flan to work in one field at a time. 

b. Include all of the occupations in the local 
community gradually by means of niany surveys. 

2. Set up the purposes of the survey. 

a. Define the primary purposes of the survey in 
terms of developing the terminal curriculum, 
including establishing the need and securing 
the necessary information for organization 
and development. 

b. Phrase the secondary purposes in terms of the 
detailed information required for the develop-
ment of the curriculum—that is, extent and 
nature of the need; number of trainees who 
can be placed annually; specific employers 
who will hire them; job qualifications, 
descriptions, and analyses; outline of course 
content; instructional material to be devel-
oped; suggestions for general education; 
testing; counseling; etc, 

3. Determine the type and methods. 

a. Utilize the type of survey that lends itself 
best to the local situation in terms of the 
desired results, remembering that the single-
curriculum survey of one occupation will 
achieve more meaningful results than a commun-
ity canvass resulting in a gathering of 
statistics. Concentrate upon making useful 
contacts and gaining pertinent information 
for training purposes, limiting the contacts 
to those that the instructor or surveyor 
can make. 

b. Limit the territory to the potential placement 
area of the college. 

c. Employ the methods that are most effective 
in the local situation, featuring personal 
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interviews and group conferences rather than 
mailed questionnaires, Us® checklists as a 
means ox recording interviews, inserting the 
entries immediately after the interview; and 
resort to self-administered questionnaires 
only when the placement area is too wide 
for the use of interviews. After the initial 
(composed of representatives of labor, commun-
ity organizations, and employers), using as 
committee members those people who seemed 
most interested and helpful during the 
interviews. 

4* Organize a plan for the survey procedure, 

a. Draw up a plan for the survey work, particu-
larly in reference to the field work and to 
the relationship of the people who are parti-
cipating in the survey, 

5. Secure the approval of the administration* 

a. Consult with the administration before pro-
ceeding with work in the field# 

b* Secure the co-operation of the administra-
tors in introducing the surveys to the 
faculty and to groups in the community 
{providing letters of introduction or tele-
phone appointments from the dean or 
president1s office). Don't plan to arrive 
for interviews without the necessary pre-
liminary arrangements. 

6. Arrange for the necessary assistance* 

a. Conduct as much of the field work as possible 
without the assistance of disinterested work-
ers, but call upon all of the faculty who 
will participate in the program* Remember 
that helpful contacts and pertinent infor-
mation are far more important than statistics 
secured by "drafted" interviewers. 

b. Secure help in recording and tabulating the 
findings, organizing a plan whereby the data 
may be summarized daily* 

c. Secure clerical and stenographic assistance. 
Business classes can be very helpful in this 
respect. 
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d. Provide for teacher-tine and expense-
allowance for the field work. Otherwise, 
the surveyor must conduct the community-
work during vacations and late afternoons 
and scrape for expenses the best way that 
he knows. This type of situation will 
discourage any surveyor or instructor, 

7. Prepare the required forms. 

a. Prepare checklists for recording the inter-
views, first trying out the form on a few 
people before employing it for general 
use. 

b. Develop letters of introduction and any 
other forms that will -facilitate the work. 

III. Carry out the survey plans. 

1. Hake the contacts in the community by means 
of personal interviews, the number depending 
upon the purposes. 

2. Record, summarize, and interpret the data. 

a. Keep an accurate record of the data col-
lected during interviews and meetings. 

b. Summarize the findings in terms of their 
relation to the survey. 

c. Interpret the data in relation to training 
needs and curriculum development. 

IV. Make recommendations based upon the findings. 

1. Prepare brief written recommendations. 

a. Summarize the findings in terms of evidences 
of the need for training, immediacy of the 
need, employers* assurances of placements, 
working conditions in the occupation investi-
gated, and other pertinent data. 

b. Outline recommendations concerning the organ-
ization of the proposed program, content of 
courses, instructional material to be developed, 
and public-relations programs to be established. 
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2, Submit the recommendations to the administration. 

a* Present the recommendations for approval 
before planning all of the program in 
detail. 

F. Prepare a report of the survey. 

1. Write the survey. 

a. Secure the services of an interested faculty 
member who understands and appreciates the 
survey technique. 

b. Make ample information available for the 
report. 

2. Supervise the production of the report. 

a. Secure some one's services for the editing. 

b. Supervise the typing and mimeographing. 
A good plan is to secure the services of 
a typing class which Mould be willing to 
do a good job. 

3. Make the report available. 

a. Many of those persons interviewed will be 
interested in the results. This will be 
a good means for developing good public 
relations. 

VI. Plan effective uses of the survey findings. 

1. Plan to establish a curriculum on the basis of 
the findings if they warrant such establishment. 
Add courses to curricula already in use where 
the need is obvious. 

2. Follow through with plans to justify the tiiae 
and money allocated to the survey, making necessary-
changes when the need arises. 

3. Make constant use of the survey information in 
planning the courses, developing instructional 
material, selecting the instructors, planning 
the counseling, following up the students, 
evaluating and revising the curriculum, and 
securing the co-operation of the community. 
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4* Arrange for a continuous survey, 

a* Make arrangements for continuing the survey, 
providing teacher-time and necessary expense, 

b. Keep the contacts in the field alive in 
order to be alert to changing job require-
ments, need for additional training, and 
necessary revisions of the curriculum. 

When the junior college has completed the survey and 

has determined the needs of the community, it is then faced 

with the proDiem of organising the curricula. Every junior 

college should dedicate its terminal-education program to 

the two-fold task of developing workers for business and, 

20 

at the same time, make them into good individual citizens. 

Objectives for the terminal curriculum must be preparation 

for making a living and for living. Primary objectives of 

business occupational training include preparing the stu-

dent for employment within two years in the occupation for 

which he is best suited because of his interests, ability, 

and employment opportunities; providing him with the skills, 

knowledges, appreciations, and attitudes that will enable 

him to enter and progress in the occupation; and develop-
21 

ing traits which will help him to be a good citizen-worker. 

However, specific objectives for each course cannot be determined 

until the class has met and the teacher has analyzed the needs 

of the individual students. The instructor should wait to 

organize details of the course after the first few class 
20Ibid., p. 43. 

21Ibid., p. 44. 
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meetings. In the meantime studying records which give an 

insight to understanding of the individual students. 

The junior college has a great responsibility in 

setting up a terminal curriculum which will prepare the 

students in two years to lead a successful life in every 

sense. Because the junior college is the last stepping 

stone in formal education for these individuals, it must 

not lose the chance given it, Much planning, organization, 

and hard work ar© the requisites for a successful curriculum* 



CHAPTER ¥ 

THE PROPOSED PLAN OF GUIDANCE 

Because the junior college is a unique situation, 

the junior college must have a unique organization for 

guidance. It has the students under its jurisdiction for 

a shorter length of time than any other part of the edu-

cational process. For many of the students the junior 

college will be the final segment of this educational 

process. It must do justice to these students, while 

at the same time, give a sound foundation to those who 

plan to continue their formal education. 

Students are divided into two groups. One group 

plans for two years of college; the other, four years of 

college. Basically, the problems of both types of students 

are the same in that they are both striving to discover 

ways to make adjustments; but the terminal student *a need 

is characterized by the great urge of immediacy. All of 

the students will have need of ©motional adjustment, occu-

pational information, development of ability to deal with 

others, and a self-understanding. One group must achieve 

in two years what the other group may spread over a four-

year period. The college-preparatory student may plot 

his course in a comparatively leisure manner; whereas the 

terminal student must select his occupation when he first 

51 
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enters if be wishes to realise greatest benefit from hi© 

training opportunities. Within two fears this student 

must be ready to enter the community as a well-prepared 

adult. It is understandable, then, that this maturation 

must be accelerated by a well-planned guidance pro^ra®. 

There is no necessity for organising a separate pro-

gram of guidance especially designed for terxoinal students, 

as distinguished from that of college-preparatory students.* 

A sound guidance program may apply to all. The difference 

lies in the ability of the personnel administering the 

guidance program to recognize special needs of the terminal 

students in relation to existing situations and individual 

problems, Phebe *"ard cites one fundamental concept which 

must t»e accepted by every junior college—namely, that 

the terminal business student is not one who cannot do 
2 

anything well. Usually, he is more interested in and 

better suited for a semi-profession* For hist, the program 

Must be planned to develop his total personality into a 

mature individual. The ultimate goal of all education is 

the production of well-rounded individuals. To succeed in 

the attainment of this goal, a sound plan of guidance is essen-

tial for both college-preparatory and terminal students* A 

well-trained and understanding personnel is a. prime requisite 

to the plan of guidance. 

*?hebe «ard, Terminal Education in the Junior College, 
p. 102. 

2Ibld.« p. 102. 
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Elements of the Guidance Program 

Inform the student concerning educational and voca-

tional opportimitias*—Too many high schools consider the 

Junior college as a substitute for the first two years of 

college# The reason for this misconception lies with the 

junior college itself It has failed to create an interest 

in terminal education among high-school students, parents, 

and teachers. Because terminal education is more recent 

than college-preparatory, the former needs more publicising. 

The junior college must interest, as far as possible, the 

high-school student in order that he can be carefully and 

immediately guided upon entrance* 

There are several ways through which the junior col-

lege may be able to inform the students in the high schools 

of the city concerning opportunities held by the junior 

college* Special booklets have proven very satisfactory 

in many instances# The booklet, written in interesting 

fashion and illustrated, describes the business oppor-

tunities, working conditions, the worker® on the job, and 

the program of training available at the college. This 

booklet will require time and energy# A committee com-

posed of staff members should be selected by the dean of 

the college# This committee would be responsible for 

collecting the information from the various instructors, 

preparing the booklet, and mailing it to high-school 

seniors. This should be done early in the year in order 
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to give them plenty of tinae to investigate and make a 

decision. This booklet should emphasize the two-year 

terminal purpose of the junior college; whereas, the 

formal edition of the annual catalog would more definitely 

point out requirements of the higher institutions from 

the college-preparatory angle. 

Since many high schools have no organized plan of 

testing, the junior college may interest potential termi-

nal students through a vocational-guidance service. This 

service may be carried on by the same guidance service 

conducting testing services in the college itself. This 

extra service will require a comparatively small amount 

of time and money, but will quite likely open the eyes 

and minds of many undecided individuals. By showing 

these students their strong and weak points, the junior 

college may point out to these individuals new possibili-

ties and opportunities. On the other hand, if a complete 

testing and counseling program is in effect in a particu-

lar high school, the major need will be cooperation between 

the high-school and junior-college guidance services. 

It is imperative that the two-year student enter into 

the terminal curriculum when he first comes to the junior 

college rather than wandering around in a state of indeci-

sion, clocking time in college-preparatory courses, or 

dropping out altogether. Guidance services at the time 
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of registration are essential as a means of helping the new 

students to begin thinking in terms of a particular job 

and the curriculum to fit that job. 

On the day before registration or on the first morn-

ing of registration, occupational-information assemblies 

should be held for the purpose of informing the students 

through well-planned talks by various instructors on the 

major types of jobs provided for in the curricula and the 

vocational opportunities to which they lead, After these 

assemblies, the students should be invited to join smaller 

groups, or be present for an interview in which questions 

concerning specific jobs may be asked. In addition to these 

services, the collage should set up an occupations course 

for the many students who will not be able to decide until 

sometime during the year which goal they should seek. 

Because this is true, the curricula of the college should 

be arranged whereby those fundamental background courses, 

essential for every well-rounded individual, are offered 

along with the occupations course at the beginning. Mo 

matter, then, how the student decides to turn, no time will 

be wasted because of indecision. 

Secure information concerning the student.—Cumulative 

records are essential to sound guidance. In many instances 

the junior college is at a disadvantage in relation to 

cumulative records. The ideal situation, of course, occurs 

when the high schools have kept complete records and are 
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willing to allow these records to follow the students. 

This, again, emphasises the need for close cooperation 

between the high schools of the city and the junior 

college. 

If the foregoing situation is not present, then the 

college must secure the information for itself. The infor-

mation must be obtained and be readily usable soon after 

the time of registration if immediate help is to be received 

by the student, A time should be scheduled at the regis-

tration period (this period customarily covers three or 

four days}, for the students to supply information about 

themselves, such as parents* occupations, home conditions, 

nationality, etc. Many times this information is more 

helpful to the counselor than any other single source. 

A period should also be designated for the taking of 

standardized tests by the students. If possible, the 

week before registration should be used for this purpose. 

This gives the counselor time to tabulate and record the 

grades before the student comes for registration. If 

the student already has on file records from standardized 

tests, it is usually desirable for that student to take 

the tests again. The time, cost, and energy is small 

in relation to the enlightening and good which is 

possible. 

Guidance, itself, is not new. For many years teachers 

have taken students on field trips to offices and factories. 
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They have taken fell® students to Interview successful 

people in the various occupations* Biographies and auto-

biographies have been recommended for use in making occu-

pational choices* These techniques hair# been in use for 

many years* Recently, however, a newer method has been 

introduced* This method is not based upon a pre-supposed 

fact that the student has the ability to diagnose his own 

interests and aptitudes* It is based upon the assumption 

that students need assistance in deten&ining their aptitudes 

and interests as well as in the securing of information 

about jobs* This later type of guidance has as its object 

the prevention of maladjustment by setting before the stu-

dent all possibilities and his chance for success in relation 

to each possible goal* 

The process of testing has its roots in the theory of 

individual differences* The fact that every student should 

be treated individually is so universally and completely 

accepted today that it is difficult to imagine a time when 

all students were thought of in overall and- standard 

terms* ¥@ must fit the school to the needs of the student, 

1 

rather than the student to the school. M a recognition 

of individual differences is basic* However, it is only 

the first step* Recognition is not enough* These differ-

ences must be measured if they are to be dealt with ade-

quately* The school must have an accurate picture of the 

3d* G. Paterson, Student Guidance Techniques, p. 27* 



58 

student if it is to do a good job of guidance. Guidance 

should serve the individual in at least three respects# 

In the first place, it should make possible for the student 

a clear picture of himself, A picture as clear and true 

as the combination of modern scientific techniques, ingen-

uity of educators, counselors, and advisor© are able to 

provide. Secondly, guidance should advise the student con-

cerning the variety of opportunities—vocational, educational, 

and social—which are in the school environment and those 

beyond its scope. Finally, it should attempt to guide 

him wisely toward those opportunities which are available 

and appropriate to his particular needs and capacities.^ 

Tests are given for many purposes# The outstanding 

purpose, however, is to make possible more accurate planning 

for the individual. By determining the extent of growth in 
* 

the past, an insight as to future capacities is possible. 

It is common knowledge that different people possess 

various degrees of ability for certain tasks. Tests may 

be given for the purpose of determining these special apti-

tudes. Recognition of these aptitudes many times serves 

as an impetus for greater achievement by the student. He, 

knowing that he does have strength in ability for the task, 

is able to capitalise on this knowledge and make greater 

strides. It should be remembered that one testing is insuffi-

cient for proper and extended guidance* Testing, as is 

guidance, is a process; not an act. Test results should be 

4Ibid.. p. 23. 
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cumulative. As a whole they should verify the individual*s 

needs, capacities, interests, and achievements. Testing 

is unquestionably important. Wise and continuous adminis-

tration is imperative. Because the junior college adminis-

ters to the student over such a short interval of time, 

the nost opportune situation exists when it is possible for 

testing records to follow the student from high school. 

When these records are not available, the junior college 

has an even more important task facing it. In a short time, 

the student must discover himself and the possible avenues 

for the future. The junior college must recognize its 

responsibility. The students are entirely dependent upon 

the college for this initial step in the right direction. 

There are several types of tests which deserve explana-

tion. These standardized tests are for the most part 

objective for obvious reasons. 

Scholastic Aptitude 

This is the commonly used intelligence test. Although 

it is thought that these tests measure innate character, 

it is difficult to separate this from acquired knowledge. 

Consequently, intelligence and achievement tests tend 

to measure identical traits. Many student surveys have been 

made to determine the relationship between foental-tests 

ratings and various chances for success. Studies do prove 

the fact that some occupations require a high score on such 
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•bests. It should be remembered, of course, that other 

factors play a large part in success in an occupation, but 

it is possible to set extremes above and below which entrance 

into and success in that occupation may be predicted. The 

use of mental tests in guidance is at present limited by 

the lack or inadequacy of information on the requirements 

for the different occupations.^ The junior college, because 

of limited time with the student, is concerned with the 

number of tests each individual should be given to obtain 

an accurate basis for guidance. Two groups of tests would 

be desirable. However, because these test scores are used 

in connection with so many other test results, records, 

etc., on© test is enough for a rating which can be relied 

upon. It should be noted that if the results are not in 

aggregate agreement with other evidence, another test should 

be given for the sake of reliability and safety. 

Special Aptitudes 

Individuals are more capable in some types of activi-

7 

ties than in others* Specific aptitudes exist apart from 

general intelligence. These special characteristics are 

found in varying degrees in the same person. The import-

ance of discovery of these special traits in individuals 

cannot be overly emphasized in relation to vocational 

% . f. loos, Guidance in the Secondary Schools, p. 297. 

6Ibid.. p. 307. 7Ibid.. p. 311. 
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guidance. The task for the school is to bring together 

the individual possessing a particular pattern of aptitudes 

and characteristics and the type of work requiring a simi-

lar pattern. Aptitude testing for many traits is still 
g 

in the state of infancy. However, progress is continu-

ously being made, and even with their deficiencies, many 

tests now available would be valuable to a comprehensive 

guidance program# 

Achievement 

Achievement tests are given to determine the present 

value of past experience and the status of students in any 

field. They are valuable from the standpoint of showing 

strong points to be capitalized. By knowing what has been 

achieved, the school may be guided in knowing the fields 

in which the student is likely to make the most progress. 

The accurate Measurement of the abilities and interests 

of students to discover their weaknesses, strengths, and 

problems in order that they can consider plans for an 

education and for a life career in terras of possibilities 
Q 

for success and happiness, is unquestionably important. 

Interest Inventories 

These inventories are not tests in the true sense 

of the word. They are usually in questionnaire form, 

composed of numerous items, list of occupations, school 

G. Pateraon, Student guidance Techniques, p. 36. 

^L. V. loos, Guidance in the Secondary Schools, p. 376< 
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subjects, and activities for which the student indicates a 

like, dislike, or indifference to the item. The more 

extensive the listings on the test, the wore accurate the 

results will be.^ Successful persons in the same occupa-

tion exhibit similar patterns of likes and dislikes. These 

inventories make it possible to measure and determine 

patterns of likes and dislikes. A characteristic pattern 

which denotes a great liking for a particular type of 

occupation does not necessarily mean that the student will 

be successful in the occupation, There are so many other 

things which must be considered. This is merely one indi-

cation, but an important and significant one. By combining 

the results of this inventory with outcomes of other tests 

and observations, a complete and accurate picture may be 

obtained. The junior-college years offer an opportune time 

for the taking of this type of test. The individual is 

usually mature enough for sound judgement as to his likes 

and dislikes. He is not basing his choices on adolescent 

fancies as a rule. Significant facts in pattern form can 

be obtained from interest-test results. 

The four types of tests described above by no means 

exhaust the types available. Those mentioned, however, 

form a sound core around which can be developed an adequate 

basis for a guidance program. Various special tests can 

be administered as the need is discovered. 

^ D . G. Paterson, Student Guidance Techniques« p. 36. 
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It is not practical in a study such as this to pre-

scribe specific tests for an institution. The selection 

of these must be rcadc by a faculty committee which has 

done much studying and cor.parin̂ ; of various tests in order 

to determine the specific tests which will best fill the 

needs of the school. This committee roust set up a criteria 

which the tests mist meet. The many factors of validity, 

reliabilityt cost, ease of adjnini st ering, scoring, and 

reputation of the authors must be carefully considered. 

The selection coraraittce has a great task which must be 

diligently accomplished if the guidance program for which 

the tests act as a basis is to be sound. In the appendix 

of this study may be fount! a partial list of companies 

which publish tests which have proved their worth in the 

field of testing. This list should provide enough choices 

for a good selection of adaptable tests. Test catalogues, 

listing the various types of tests, may be obtained from 

these publishers and cut to valuable use by the faculty 

cormnittee. 

Traxlor has set up certain principles governing the 

use of objective tests In diagnosis and instruction which 

are quite worthy of mention in this discussion: 

1. Test results are valuable in the degree to which 

constructive use is made of them in securing improved 

educational and vocational adjustment and distribution. 
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2. As far as possible, tests should be employed which 

measure the achievement of the pupils with respect to the 

purposes of the individual school using the tests, 

3. No test is infallible. 

4. Achievement in a particular subject nearly always 

bears close functional relationship to general intelligence. 

5. Intelligence tests involving language are not 

highly valid measuring instruments for the pupils who have 

language difficulty. 

6. Scores on all intelligence and achievement tests 

are influenced, to some extent, by practice. 

7. The real cause of a disability may be ft:r removed 

11 

from the disability as revealed by a test. 

Guidance Testing is a book which is recommended for 

those individuals who are associated with test adminis-

tration ; yet, have had little specific training for the 

task. The book wan prepared by the Occupational Information 

and Guidance Service of the Division of Vocational Education 

in co-operation with the Division of Secondary -Education 

of the United States Office of Kdueatrioru The foreword 

best explains how this book can be very helpful: 
This book is addressed to those individuals 

who are faced with the responsibility of carrying 
on a guidance program in which they must directly 
or indirectly administer and interpret tests, even 
though their training in tests and measurements 

^ A . E. Traxler, Techniques of Guidance, pp. 187-9. 
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is limited. It deals with questions they must answer, 
such as: How are the tests selected? What is the 
place of testing in the guidance program? What things 
must be considered in planning a testing program? 
What should be measured? How are test results used 
in the guidance program? A chapter is devoted to 
the answering of each of these q u e s t i o n s . * * 

To conclude the discussion concerned with the import-

ance of testing to a sound guidance program, it is fitting 

to quote a significant statement made by A. E. Traxler: 

The thesis is now widely accepted that the 
backbone of any guidance program worthy of the 
name is an individual cumulative record and that 
the roost important source of data for the cumulative 
record is a well-organized testing program.1-' 

Guiding; the individual—The informing of the students 

and the securing of information concerning them prepares 

the way for dealing with the individual. This, in actuality, 

is the basic purpose for which the information has been 

collected. The first two steps culminate in individual 

guidance. The problem confronting the college and the 

student at this point is the selection of an individual 

curriculum which will prepare the student for a satisfying 

job in relation to his abilities, aptitudes, interests, and 

personality. This necessarily requires complete study of 

the cumulative record, including test results, but it is 

not enough. An initial interview is necessary. This 

interview is similar to employment interviews in as much 

as the counselor "sizes up" the student in relation to a 

12C. P. Froehlich and A. L. Benson, Guidance Testing. 
p. v. 

E. Traxler, Techniques of Guidance, p. 12. 
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particular occupation. The counselor must have a good con-

cept of what constitutes a successful worker in each type 

of business position for which training is offered. At the 

time of the interview he "plays" his knowledge of the occu-

pation against his knowledge of the individual. The result 

is the ability to predict, to some degree, the possibilities 

for success for the individual in a certain occupation. At 

this point the fact should be emphasized that the counselor 

makes no decisions for the student. He merely presents 

and interprets the facts to the student. The decision is 

made by the student, or els®, the basic value and purpose 

of guidance is lost, Emphasis must remain on the student, 

himself. This interview should be the final step in the 

process of selection of a curriculum by the student. Fol-

lowing this interview, or those interviews if necessary, 

the student is ready to begin actual study toward the 

selected goal. 

It should be noted that the initial interview is 

merely one type of interview and does not set up a fool-

proof plan which can be followed without complications to 

a successful outcome. Quite differently, the students will 

need continuous help with their variety of problems. An 

interview with an understanding and interested counselor 

often leads to solution. 

After a group of students have chosen a particular 

vocation, they have common interests in the same occupation. 
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Therefore, group personnel services may be instigated 

by the school to bring about valuable results. Information 

can be imparted to the group as a whole by an informed 

instructor. An informal atmosphere is possible in which 

the students will freely discuss mutual problems. This 

type of counseling saves wuch time which the counselor 

may use in attempting to help solve individual problems 

which are not conducive to group discussion. These group 

assemblies, headed by an instructor, should be organized 

and scheduled by the junior college to serve as a sound 

continuous basis for other types of guidance. This is a 

phase of the program through which every instructor may 

directly contribute. 

As was indicated by results of the questionnaire sent 

in connection with this study, occupational orientation 

is a primary need of the junior college student. This 

occupational information is of two types—that which 

shows the national and long-term situation and that which 

reflects the local situation. In both types, the student 

needs an over-all view of the world of work, including 

information about major fields, and the various occupations 

in each field that have similar requirements; facts which 

affect the nature and the decreasing or increasing import-

ance of the various fields; customary methods of entering 

the work; working conditions; promotional avenues; advantages 
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and disadvantages of the work; and the personal and edu-

cational requirements for success.^ 

A proven method through which this information may 

be imparted to the students is by means of a special 

occupat ional-information class highly recommended for 

beginning junior college students. This class would be 

taught by the counselor {his only formal class), and could 

be conducted in various ways which might include lectures, 

forums, outside speakers, tours, etc. Opportunity for 

variety is great. The importance of a course such as this 

at the time of entrance cannot be overly stressed. The 

students must learn early what they wish to follow in 

order that precious time will not be wasted. 

The task of accumulating and keeping up-to-date 

occupational files is a big task* However, more and more 

emphasis is being placed on such material by the business 

world. Trade associations and various companies publish 

free materials describing their occupations. The govern-

ment publishes innumerable types of pertinent information» 

The Federal Security Agency is a source of information with 

which every school should be acquainted. Information can 

be supplied or references to sources furnished on all 

types of occupations. In the collection and preparation 

of such data, the librarian can be of great service. The 

counselor and librarian should work jointly on the main 

^Phebe Ward, Terminal Education in the Junior College, 
p. 116. 
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task, while individual instructors contribute as much as 

possible in relation to their various subjects. The task 

of actual arranging for and receiving of the material may 

be delegated to interested students; thus, giving them a 

sense of responsibility and also experience in dealing 

with the business world. It should be emphasised that 

the gathering of occupational information is a continuous 

process. The file is never complete. 

Schools are awakening to the fact that technical 

skill is not the only factor in preparation of a future 

employee. Personal development is essential to success. 

Such qualities as emotional control, character, ability to 

^et along with others, and pleasing personality are requi-

1? 

sites for success in the business world. ^ The answer to 

this problem in many cases may be found in a personality 

course. Taught by an individual with vitality and well-

liked by the students, a course such as this could help 

immeasurably in proper personal development. Of course, 

special problems of maladjustment in personality must be 

dealt with as individual eases. The counselor is in the 

best position to administer in such a situation. 

Summation of elements which should be included by the 

junior college in guiding individual students follows: 

G. Nichols, Commercial Education in the High 
School, p. 24. 
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1. Initial interview—The students learn about them-

selves and types of jobs in which they are interested* At 

the end of this interview, the student should have a some-

what definite idea as to the course that he would like to 

follow. 

2. Group personnel services—The students with common 

interests are gathered and the discussion is centered 

around mutual problems. Every instructor contributes to 

the guidance servic© in this phase. 

3* A course should be offered which informs the 

students of occupational conditions, both national and 

local. If the course is not required, its Importance 

should be highly emphasized. 

4. A course on personal development should be 

offered which will attempt to point out and develop in 

individuals those traits which are desired by employers. 

Organization of the Guidance Program 

There ar© many types of guidance programs in practice 

and varying degrees in the amount of guidance which is 

being received by the students of business in junior col-

leges. The junior college is recognized as an institution 

working under a definite handicap in relation to guidance 

activities because of the two-year span limitation. How-

ever, it cannot be denied that guidance is an essential 

element in the make-up of a successful junior college. 
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The dean of the college is the chief organizer of an 

active guidance program. The success of a guidance pro-

gram depends upon the deanTs establishment of a framework 

which will insure smooth operation of the program. v' The 

guidance aspect must be an integral part of the entire 

school program. Each member of the faculty must feel that 

guidance is important—so important that they want to have 

a part in its growth and functioning. The dean must develop 

this attitude. Through frank teacher meetings and reading 

suggestions, he can increase the interest and the guidance 

background of his teachers. The counselor performs the 

activities involved in carrying out the guidance services, 

but he is not the central figure. The support and help 

which is given by the teachers (a necessary backing), is 

conditioned by the attitude of and support which the dean 

gives to it. Kach person in the school has an important 

role to play, but the dean is in a key position to "make" 

the program. Under his supervision the planning, organ-

ising, and coordinating of the efforts of all must be done 

in such a way that the guidance program may be made effective. 

In short, the dean provides for, encourages, facilitates, 

organizes, and implements the program. Actually, as is 

the dean, so is the guidance program. 

There are basic steps which must be taken in the 

organization of a guidance program. These are: 

Basic Guidance. Nebraska Guidance Service, Depart-
ment of Vocational Education, p. 17. 
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I. The dean himself assumes responsibility for 

initiating the guidance program. The dean should thor-

oughly explain what guidance could mean to the junior 

college, and help the teachers to see it as an inspiration 

to the fulfillment of purposes and goals of education, 

rather than an added burden. Through talks with indivi-

dual teachers and, then, these teachers speaking to less 

interested friends on the staff, interest will gradually 

spread. 

II. The efficient dean sees that the program is devel-

oped through faculty discussion and cooperation. It Is 

important that the faculty should help fomulate procedures 

and general objectives of the guidance program. A con-

tinuous inservice training program is one method of insur-

ing the effectiveness of the guidance program. The develop* 

ment of the personnel point of view among faculty members 

is the first prerequisite; the training of teachers in the 

techniques of personnel work, the second. Inservice train-

ing is a means for giving teachers a tool that they can 

use and an opportunity to combine theory and practice. 

Such a training program would not eliminate future pro-

fessional training, but it does help the faculty to keep 

up-to-date on guidance practices and to acquire greater 

proficiency in practice. 

There are a variety of procedures to be used in 

planning an inservice training program. General faculty 
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meetings may be used to consider specific problems in the 

guidance program. These meetings may also be used to 

study certain chapters from books pertinent to the guidance 

topic. Outside speakers, regularly scheduled meetings, 

general group discussions, and reports from teachers are 

all part of the inservice program. Cooperative planning 

in small groups is more effective than lectures on guidance. 

It is important for these groups to work out an over-all 

long-terns plan considering testing, cumulative records, 

occupational information, etc., and the need in terms 

of money, time, and personnel. However, actual instigation 

of the program should be handled step-by-step. 

The informing of the faculty concerning objectives and 

importance of a guidance program is important, but this is 

not the only group which must be informed. The student 

body must see the significance of the program if it is 

to be a success. The presentation of guidance plans and 

the importance of guidance can best be given the students 

by individual teachers who have recognized the objectives 

and are interested in the success of the guidance service. 

When the stage has been set by these teachers, a mass 

assembly should be called for the purpose of further 

explanation and clarification by the dean and counselor 

(if the counselor has already been chosen). The important 

thing is understanding by the students that nothing is 

being forced upon them. Rather, it is an additional service 
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set up to make their study more meaningful. When the 

students are able to recognise its worth to them in relation 

to individual desires and future plans, the guidance pro-

gram is well on its way to a successful start, 

III. The counselor is selected. The counselor is 

equal to the dean in importance to the success of the 

guidance program. Selection, then, must be carefully 

made. The selection of the counselor rests with the dean. 

He must select someone who has all necessary formal quali-

fications plus the ability to work well with the faculty. 

There are several outstanding duties and qualifications 

which a counselor should possess which should lead in the 

selection. Some of these are: 

1* He must be adept in the understanding of people. 

2. He must know the fundamentals of properly 

recording information received in such a way as to receive 

maximum benefit. 

3. He must be acquainted with the major sources of 

occupational information. 

4. The counselor must be a man who knows many people 

in order to be able to meet varied needs. 

5. He roust be a leader in every sense of the word. 

6. He must possess technical training, a Ion?; list 

of personal qualifications too numerous to mention, and 

some experience. 

7. He must be able to detect trends. 
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B. He roust possess the ability to detect real causes 

of problems. 

The dean will have a difficult responsibility in the 

selection of & competent counselor. However, careful con-

sideration and good judgement should lead the way to a 

v/ise choice. 

I?. Careful consideration is ^iven to the selection 

of faculty members for specialized jobs. The counselor will 

need several helpers upon which he can rely to assist him 

in keeping occupational information up-to-date, compile 

teat results, etc. Teachers should be selected for these 

special jobs on the basis of interest in the program and 

enjoyment, of reading about and studying new developments 

in the field of guidance. In a junior college small in 

size, probably not more than one teacher will be desig-

nated as special assistant at first. The dean of vromen 

m y be in many circumstances the ideal person to assume 

these special duties. I-iuch of the routine clerical work 

may be done by students who will do the work for little 

recompense. It should be remembered in this respect, how-

ever, that much of the guidance information is confidential 

and must be kept that way by the counselor. 

V. The accumulation of student records is a very 

important step. This accumulation of records presents a 

more difficult problem in the junior college than in other 

types of schools. However, once set in working order, 

the job is neither difficult nor overly time-consuming. 
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If adequate records have been kept by the high school, 

close relationship between the dean and the high school 

will help the junior college immeasurably. If no former 

records are available, a plan must be set up whereby needed 

information is obtained, Standardized test results form 

an important part of these records. The practice of each 

teacher keeping an anecdotal record of facts and then 

turning these facts into the counseling office adds much 

to the value of cumulative records* 

Arrangement of all student information in loose-leaf 

folders facilitates the addition to the file of more current 

information. That part of the record which is usable by 

and helpful to the teachers should be kept in an easily 

accessible part of the counselor's office. However, 

there are certain confidential facts which the counselor 

may have which should not be available to all of the teach-

ers. The counselor must have a confidential file which 

he alone is permitted to use. Even the dean many times 

should not have access t© these confidential file® because 

of his administrative duties. These fine points must b© 

worked out among the parties concerned in terns of the 

type of information. 

It cannot be overly emphasized that this information 

must be kept up-to-date if a true picture of the student 

is to be had at a given time. Management of cumulative 

records may be delegated to the assistant to the counselor. 



77 

¥, An occupational-information file and an adequate 

testing program must be developed. The development of 

the occupational-information file should be a joint project 

undertaken by the counselor and librarian. Each is in a 

position to be valuable to the development and maintenance 

of the file. The dean should make it clear from the begin-

ning that the librarian has a special duty and service to 

render in this respect. Student help customarily used in 

the average library may assist, or be extended to assist, 

in the actual ordering and filing of the material when it 

has been selected by the librarian and/or the counselor. 

Local agencies and business men are often valuable 

sources for this file* Contacts with these sources should 

be nourished and capitalized upon by the dean and counselor. 

This phase of occupational information must not be neglected, 

for many times this is the most important phase of the 

occupational-information file in the junior college* 

The question of tests involves, of course, the question 

of expense. Tests are not the answer to all problems, and 

should not assume an importance out of proportion to their 

usefulness. However, testing is an essential element of 

a sound guidance program. The dean should appoint a faculty 

test committee which is willing to make a study of testing, 

investigate various types and costs of tests, and make 

choices and recommendations in the light of possibilities 

for the specific junior college* 
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VI. Provision must be made for allocation of funds 

for the guidance program. Cost of guidance and persona©! 

services must be measured in terms of safeguarding vast 

educational investments, reducing social maladjustments, 

and preventing social waste and disorder. Calculated 

in such terns, costs of guidance are low.^ 

Costs of guidance may be calculated on the basis of 

actual expenditures for the salaries of professional 

specialists and their related expenses in any institutional 

situation. The seventh annual report of the Director of 

Measurement and Guidance of i4assaehus©tts» dated Decem-

ber 29, 1944, showed a per-pupil cost per year for guidance 

in the high school of #6.31» or approximately four per cent 

lit 

of the total cost of operation. 

There seems to be no reasonable economic argument against 

provision for guidance. Nevertheless, a realistic view of 

the situation must be taken. Frequently economy pressures 

for junior colleges are great. The demands for other ser-

vices are many times paramount. However, by framing favor-

able opinion concerning the program in the minds of the 

local citizenry and by showing how much more valuable study 

could be, it is possible that a small Increase in tuition 

would be acceptable by the majority. 

If nothing of this sort is possible, wise and careful 

budgeting may allow parts of the program to be installed 

and gradually the entire program may be possible. 

^Ibid., p. 111. lgIbid.. p. 104. 
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Once a philosophy has been agreed upon and the many 

issues involved in planning a program based upon that 

philosophy have been solved, then the dean and faculty 

are ready to begin. A step-by-step procedure is more apt 

to insure success than a head-long rush into an entirely 

new program# Success is dependent upon every member of 

the staff. However, the dean must be the guiding hand. 

The development of a successful guidance program is a 

delicate and intricate task, but the results of a task 

well-done are profoundly satisfying to those responsible, 

no matter how large or small their part of that task may 

have been. 



CHAPTER VI 

FIKDIHG3 AND RS€0f#IEKDATI0I3 

Findings 

The following findings nay be dram from the study 

of literature and analysis of results of the survey of 

former students of business at Texarkana College: 

1. A study of the labor situation in the Texarkana 

area reveals that the semi-professional positions demand 

a higher average salary than positions the training for 

which may be received in trade schools, high schools, and 

on the job. 

2. The most important traits and qualifications listed 

in the literature by employers were those of integrity, 

skill, and ability to apply oneself to the job. 

3. The follow-up survey pointed out the following 

facts: 

a. General office work and stenographic work 

outranked all other types of positions obtained by 

business graduates, 

b. Approximately 77*3 per cent of those surveyed 

obtained employment in the Texarkana area. 

c. Approximately 77 per cent of the students 

surveyed learned of the job either through friends 

SO 
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or personal contact. This points to the need for 

some type of placement service to be inaugurated 

at the junior college. 

d. Better opportunities and higher pay far 

exceeded all other reasons for change in positions. 

e. Need for a greater ease in meeting people 

leads the list of deficiencies noted by the beginning 

workers. 

f» The survey results showed a great need 

for courses in business machines and occupational 

information. 

4. A complete survey of the community is essential 

if the junior college is to reach a maximum of efficiency 

in preparation of its students. This survey must be care-

fully planned and administered by an interested and well-

qualified surveyor. 

Recommendations 

The following recommendations are offered on the basis 

of information developed in the foregoing study. Although 

the follow-up survey was limited to former students of 

Texarkana College, the results and recommendations may 

be applied to junior-college situations similar in nature 

and in scope. 

1. Avery junior college must include guidance services 

as an integral part of its program if full benefit is to 

be received by its students. 
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2. The dean of the junior college should take 

the leadership in the organisation of a guidance program. 

3. Each junior college should conduct a community 

survey in order to determine the types of jobs available 

in the community, the qualifications necessary, etc, 

l/ith this survey as a basis, new courses should be added 

and courses already in the curriculum revised to meet 

the needs shown, 

4. Each junior college should train its students in 

accordance with attitudes and opinions of employers. 

Specific Recommendations 
for Texarkana College 

The following recommendations are baaed upon results 

of the follow-up survey of former students of business at 

Texarkana College. These recommendations are in addition 

to those previously cited, 

1, A placement service should be set up for those 

students who wish to find employment upon leaving the junior 

college. Constant contact should be made with the businesses 

in the area, and a good public relations attitude should 

be fostered. A plan should be set up in collaboration with 

the existing employment agency in Texarkana, This method 

is being used to good advantage by Pasadena Junior College 

in Pasadena, California. A study of the fundamental elements 

of their plan would be helpful to the organization of a 
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similar plan at Texarkana College. By co-ordinating 

the efforts of the Texarkana Division of the Texas 

Employment Agency and the office of counselor at the 

college, the necessary placements can be successfully 

made* 

2. A system for the collection of information con-

cerning former students should be set up in order to keep 

contact with these students. Follow-up studies are always 

helpful to a school by pointing out strong; and weak points 

of the present curricula, A successful follow-up system 

requires ouch organization. Pasadena Junior College has 

inaugurated a follow-up system which they feel is successful, 

This plan and reports of evaluation may be obtained by 

correspondence with that college. 

3. Provision should be made for the inclusion of 

several courses to be added to the present curricula. 

a. Business machines—actual machines should 

be used. The community survey may serve as a means 

for discovery of the types of machines in common use 

in the business area. 

b. Occupational information—this course should 

be taught by the counselor. It should receive publi-

city among the students in order that they will 

recognize the importance of such a course. 

c. In some course, possibly one already in the 

curricula, the ability to get along with others and 
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the importance of a pleasant personality should be 

emphasized. 

4. A complete occupational-information file should 

be collected and kept up-to-date. 

5. Saeh teacher should be influenced to the reali-

sation that no institutional project can succeed without 

the goodwill and cooperation of all. 



APPSIBIX 



Denton, Texas 
February, 1950 

A study is being made to determine a means by 

which future graduates of Texarkana College may be 

better trained in their respective fields, Your 

helr> is an essential factor in attempting this study. 

Please ansx̂ er the attached questionnaire and 

return it to me promptly. The stamped, self-addressed 

envelope is provided for your convenience. Your 

cooperation will be greatly appreciated. 

Thank you. 

Sincerely yours, 

Martha A, wilier 
North Texas State 
College 
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PLEASE CHECK THE FOLLOCTG: 

Did you secure a job after you left Texarkana College? Yes No_ 

What type? 
{ ) General office ( ) Bookkeeping 
( } Saleswork ( ) Stenographic 
( ) Other: 

¥here? 

If not, why? : 

How did you find out about the job? 

( ) Friends { ) Personal contact 
( ) Saaployment agency ( ) Other: 

How many jobs have you held since you left Texarkana College? 

( ) one { ) three ( } same job 
( ) two ( ) more 

Over period of how many years? years 

Reasons for changing? 

( } Better opportunity { } Dissatisfaction 
( ) Higher pay ( ) Inability to get along 

' { ) Others: 

What do you feel were your greatest deficiencies when you 
accepted your first job? 

{ ) Greater technical skill 
{ } Greater ease in meeting people 
{ } More effective English 
( ) Greater ability to work on the job with others 
( } Others: 

Which of the following courses do you feel would have helped you 
most? 

{ ) Business machines 
( } Office etiquette and procedures 
{ ) Occupational information 
{ ) Others: 

Remarks: 
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PARTIAL LIST OF PUBLISHERS OF TESTS 

California Test Bureau 
5916 Hollywood Boulevard 
Hollywood 28, California 

Cooperative Test Service 
15 Amsterdam Avenue 
Mew York 23, lew York 

Educational Test Bureau 
720 Washington Avenue, s.e. 
Minneapolis 14, Minnesota 

Science Research Associates, Inc. 
22# South Wabash Avenue 
Chicago 4, Illinois 

State University of Iowa 
Bureau of Educational Research 
Iowa City, Iowa 

The Steck Company 
Austin, Texas 

World Book Company 
2126 Prairie Avenue 
Chicago 16, Illinois 
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