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PREFACE

Cooperative Vocational Education programs are defined by law as those
involving arrangements between schools and employers that permit planned and

supervised alternation of study with relevant work that jointly contribute to

the student's employability.

The Division of Vocational Education is especially concerned that the

related ciassroom experience is relevant to actual on-the-job experiences.

The student who sees no relationship between what he learns in the classroom

and wna* he 1is reqﬁired to do on the job will lack motivation and wili tend

to either view the classroom experience with indifference or see hisz job only

as a means to =sarn spending money. The cooperative vocaticrnal education teachers
of New Jersey are dedicated to seeing that this dozs not happen.

Cooperative office education students are not the only ones to profit
from meaningful experiemces in the classroom and on the job. New Jersey
businessmen find an excellent source of trained and eager employees who plan to
make office work their career and are ready and willing to exert extra effort
to conform to the highest expectations of their employers.

Through the combined efforts of teachers, administrators, and businessmen,
cooperative office education programs in New Jersey continue to increase, to
improve, and to stand out as a model for the nation.

This study is the first in-depth state-wide research oun cooperative
business educafion in the nation since the passage of the Vocational Education
Act of 1963. It provides a model for much needed study and evaluation of :
other cooperative vocational education programs. The Division of Vocational
Education is pleased to have had the opportunity .to participate in this important

project.

Robert M. Worthington, Ph.D.

Acsistant Commissioner of Education
And

State Director of Vocational Education
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INTRODUCTION

Many educsators emphasjze the importance of planned work exper-
ience in the education of the large number of youth who plan to
enter adult employment upon leaving high school.

Yot all educators share the conviction that a cooperative pro-
grem is needed. They point out that many students go through a
cooperative education program and benefit little by it, while others
become good workers without participating in a cooperative education
experience. Those graduates secure office positions after completion
of the regular pattern of business studies.

The Vocational Education Act of 1963 and the Vocetional Amend-
ments of 1968 have given great impetus to cooperative education and
to the cooperative office movenent. Interest in cooperaitive education
as an integral part of the total program of vocational education has
increaséd steadily.

A review of programs in existence in the State of New Jersey
just prior to the passage of the Vocationel Education Act of 1963
revealed that the State had twenty-iive cooperative office education
programs. The State Department of Education, Division of Vocational
Education, has placed a great deal of emphasis on the expansion of
coopérative office education opportunities in New Jersey. The.nunber
of cooperative office educatior programs in New Jersey increased
from 25 programs inm 196% to 104 programs in 1967T.

Of the 17,802 June, 1969, higﬁ school graduates who were enrolled
in office occupations classes in New Jersey, approximately lC‘percent

or 1,799 students were enrolled in cooperative programs. State and




federal aid for New Jersey programs of cocperative office occupa-
tions increased from $6,396 in the 196L4-65 school-year tol$395;h67.
in the 1968-69 school year-.l | | | | |
Although there has b .n such a great increase‘in the namperp
of participants and the amount of support for cooperatlve offiee
education programs, a survey of both emplrlcel llterature and;
research revealed the need Tor further appraisal of such.programs{
Additional rnformatlon regardlng secondary school programs 1n cooper—
ative office education is nceued by business educators in order‘to'
determine the effectiveness of such programs as 4 1earnrng dev1ce

in the preparation of studehts for office jobs.

Purpose of the Study

Although there is a difference of oplnion regardlng the.valae
of cooperative office educsation, it is believed by mahy to be an .
effective learning device in the preparation of students'for_office
jobs. The purpose of this study was (1) to determine the present
status of cooperative office education programs in_ﬁer Jersey aﬁde
(2) to evaluate the effectiveness of cooperatiye'officeredueation,

In order to determine present status, thoseppeople'postsdireetij.
concerned with cooperative office eaucation ih;New Jersey ﬁere-
questioned regarding program enrollment, Jjob experleaces, time™ spent
on the job, and reactions to the program. Effect;veness of coOper—CJ
ative office educatiocon was determined by studylng-d;fferenees

between beginning office workers who participated ip-cooperatiVe '

lFlgures supplied by Division of Vocatlonal Educatlon, New Jersey‘
State Department of Educatlon. . :

[Kc -

wll Toxt Provided by ERIC
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office education while in high school ard those who did not partici-

L

pate with respect to employment, Job satisfaction, and ratings of

Job competency.
With the additional knowledge of cooperative office education,

it is possible that cooperative office education can he amended and

advanced to greater effectiveness.

Statement of the Problem

The problem studied in this investigaticn was a determination
of the characteristics of the cooperative office education program
in New Jersey and the responses to goals of this program by beginning

office workers who were previously enrolled in ccnperéﬁive office

education.

General Hypothesis

Cooperative office education students will be suﬁerior to nou-
ccoperative office education students with respect to certain
variables. Specificaliy, they will be employed sooner, will bde
employed in more responsible positions, will receive higher earnings,

will be more satisfied with their Jobs, and will bes rated more Highly’

by their Job supervisors.

Delimitations of the Provlem

The study was delimited in the following manner.

1. Schools used in the study were limited to public secondary

schools in New Jersey.

2. Only those schools having cooperative office education pro-

grams during the 1968-69 school year were considered for sampling.




3. Accuracy ofithe information pertaining to future'programs
of cooperative office education in New Jersey was dependent upon
the replies of those persons 'serving as principals of New Jﬂrsey
high schools during the 1968-59 school year. No attempt was made
to.contact superintcndents of schools or boards of education
regarding such programs.

4, No attempt was made to atudy courses taken by the students,

academic achievement, or socroeconomic status.

Definition of Terms

Certain terms used throughout the study may have more than one
meaning or have special meaning. As used in this study9

CoOperative office education 1s-def1ned as a program of voca-

tional education developed jointly by the school and business in
which Jjob skills and adjustment are secured through an organized
sequence of supervised Job cxperiences in paid part—time employment
and thrcugh classroom experience in related 1nstruc+1on.

~

Cooperative office education student is a high school senior

who“participated in the cooperative office education program in his

school during the 1968 69 school year.

Cooperative office educatio greduate is a June, 1969, high‘

school graduate who participated in the cooperative office education

program in his schooi.

Non-cooperative office education graduate is =a June, 1969, high

school graduate who was enrolled in business classes and who- planned
to secure an office Jjob after his graduation from high school.
Coordinator is the person designated by the high school as being

in charge of the cooperative offiﬂe educatiOn program.



eeeee—<operating business firm is the compsny which employed the

students involved in the cooperstive office education progran

during the 1968-69 school year.




RELATED RESEARCH

Research was reviewed and classified into three areas:

(1) state-wide studies, (2) follow-up studies, and (3) comparative

stndies.

Few studies of cooperative office education on a state-wide

besis have been reported and 1ittle was found regarxrding the evalu-

ation of cooperative office education as & learning device in the

preparation of students for office Jobs. Thereforas, some studies

of coopevative education 1in other subject areas vere included imn
the review of related research.

The number of schools participating in the state-wice studies

has been relatiwvely small. No state-wide comparative studies of

cooperative office education have been reported in the literature.

Mos:t of the state-wide studies on cooperative office esducation have

attempted to determine +he practices and procedures of the progreams

in existence in the states studisd. Although there is some variation

in the findings, there is a great desl of agreement regarding the

selection of students for participation in the program, the securing

of business positions for the students, the duties ot the coordinators,

and in the determination of the advantages and disadvantages of

cooperative education. In addition, most of the studies reported that

the people involved with cocperative office education expressed &

favorable attitude toward it.

The state-wide follow-up study conducted by Michigan State Uni-

versity was most inclusive and comprehensive in determining the status

of cooperative education graduates approximately ten months after

graduation. It was concluded that cooPérative vocational'education

Q
. _—
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contributed to the students by assisting in locating employment
soon after graduation. Employers benefitted because many trainees
remained with their cooperative training employer full-time after
graduation.

In those comparative studies of ccoperative education which
nave been reported, primarily in the distributive education areas,
few significant differences were found between those wofkers,who
participated in cooperative education programs while in high school
and those who did not participate. TheAstudies have'been limited
and conflicting outcomes have beesn reported particularly in the area
of Job adjustment and satisfaction.

Findings of the studies reported in the review of the research
have been 1arge1y supported by a number of other studies done on a
local level that have employed essentially the same approach. However,
because of the growth of cooperative office education and because of
the lack of comparative studies in this area, there is a need for
additional data regarding‘both the status and the effects éf cooper-
ative office education on beginning workers; .An obvious research
gap exists in the area of cooperative office education. Thére is a
continuing need for the evaluation of such programs and the role they

play as rart of the preparation of students for the world of work.

o
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PROCEDURES USED IN THE STUDY

The purpose of this study was to (1) determine the present
status of cooperative office education programs in the State of
New Jersey and (2) evaluate the effectiveness of cooperative office
education. The New Jersey State Department of Education, Division
of Vocationel Education, waé contacted to obtain permission to con-
duct & study of the cooperative office education programs in New
Jersey. Permission was granted by Dr. Robert M. Worthington,
Assistent Commissioner of Education, State Director of Vocational

Education.

5election of the Sources of Data-Phase 1

In order to determine the present status of cooperative office
education in the secondary schools in New Jersey, it was decided to
jnclude those people most directly involved with such programs in
the 1968-69 school year. All high school principals, all business
education department chairmen, all cooperative office education
coordinators, and as many as possible of all the cooperative office

education students and cooperating business firms were contacted.

”



Selection of the Sources of Data--Phase II

. Phase II of tie study.was to determine whether or not signifi-
cant differences existed between two groups of beginning office
workers. One group, the COE group, participated in cooperative office
education programs during the 1968-69 school year. The other group,
the non~-COE group, did not participate in cooperative office educa-
tion. To accomplish the purpose as stated, it was decided to follow
to their full-time jobs a group of June, 1969, cooperative office
education graduates and a group of June, 1969, non-cooperative office
education graduates. The non-cooperative office education group weas

composed of graduates who had been enrolled in business classes and

. >
who had planned to secure office positions after graduation; however,
they had not pertic.pyated in the cooperative office education pro-

grams in their schools. Job supervisors were contacted to rate the

beginning office workers.
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Development of the Instruments for thgﬁCollection and Recocrding
of the Data

In order to collect the data needed concerning cooperative
office education programs in the public secondary schools of New
Jersey during the 1968-69 school year, it was necessary to employ

a reply card, five questionnaires, and two rating scales.

Form A--Principal's Questionnaire. Form A was designed to be

sent to every principal of every public high school in New Jersey.
The data to be collected were comprised of factual information,
opinions and viewpoints regarding cooperative office education.
Since not all schools had a cooperative office education progranm,

not all questions were answvered Ly all of the principals.

Form B--List of Participating Business Firms. This form was

sent to each coordinator to determine the names and addresses of all

participating business firms.

Form C~-Coordinstor's Questionnaire. Form C wes constructed

to obtain from the coordinators deteiled information about the
cooperative office education program in each of their high schools.
The initial step was to compile a ligt of questions regarding all
phases of cooperative office education for which the coordihators
were responsible. The questions were then categorized into six areas
of concern. The six sections included are: Background Information,
Participating Pupils, Cooperating Business Firms, COE;Coordinator,
State Department of Eaﬁcatién, and Additional Informeation. Certain
typés of background dafa were requested in order to aid in the inter-
pretation of the findings. Information includéd was correlated with
information requested'bﬁ the forms to the other participating groups

ERiCin Phase I. ::ﬁﬁxz

Full Tt Provided by ERIC.
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Form D--Cooperating Business Firms. Form D is a checklist®

sent to the cooperating companies. to determine their responses to

perticipation in cooperative office education programs in New Jersey.

Form E-~-~Student Questionnaire. This was used to obtain student

information pertaining to their Jod experiences-as‘coqperative-offzee

education participants.

Form F--List ¢f Non-COE Business Graduateslu_968 69 'This form

was sent to all business educaticn department ehairmen to obtain the

names and addresses of their nonmCOE business graduates.

Form'G--Job Information Questionnaire. Form G vas sent to the

two groups of graduates foliowed to their full time Jubs app;oximate;y3
four months after graduation from high schooi.@ In;ormetion requested
was presented in two parts, one dealing % 1th background information

and the other dealing specifically with the graduate s present "Job.

Form H--Employee Rating Form. This form is explained further

under the section Job Performance Rating Iristrument.

Development of the Measuring Instruments

To ¢btain the information needed in Phase II of this study
regarding the evaluation of cooperative office education, it was
essential that some sort of measuring instrument be devised to
determine satisfaction and that another be used tc measure Job per-

formance. A lengthy investigation was made of possible sources, and

various devices were considered.

14



12

Job Satisfaction Scale

After checking the litera+ure for statements which professed7

to 1nd1cate degrees of Job

and modified for 1nclusion

\\

satisfaction, six statements were chosen

in a job sat1sfact10n scale for use 1n

.Phase II of thls study. Entitled "Your Vlew cf Your Job, the 1tems
 were presented in the paired compar1sons format. Two 1tem sequences;-
‘called Forms I'and II, were prepared. The Job satisfaction scale

‘became the second page of Form G.

Job Performance Rating Instrument

One of the major aspects of Phase "I of this study vas to

ascertain whether or not 31gn1f1cant d1fferences ex1sted between

. the job performance ratings of two groups of beginning off1ce workers.

This job performance rating scale is 51m1lar to the scale once used

by the Un1ted States Civil

SerV1ce Comm1ssion.,

Entitled "Employee'Rating 'Form," Form H was sent to the super—jf“

asked”to”rate their employees 1n six areas. Quantity of Acceptable L

,jvisorsﬂof_the two groups of beginning off1ce workers. 'They vere

Work 'Quality_of-Acceptable Work In1t1at1ve, Work Attltude, Attitude'

Toward Others, andlover—All'Value. D1rect10ns were 1ncluded which

asked the supervisor to compare the employee w1th other workera within e

the same grade and kind of

nated on each form.

work . The employee to be rated waa desig-

Coding and Tabulation of: the Datalpfﬁf

Because of the volume

collectionvinstruments, th

of information requested by the data'

e sta provided were sorted and coded for-’7“

S
'|
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transfer to IBM Data Processing Cards. In the instances of open
questions, it was necessary to determine general categories for
coding after the replies were received. For Fhase I of this stndy,
an IBM 1130 was programmed to obtain the tallies presented in the
tables. An electronic calculator was used to determine the per-
centages. For Phase II, an IBM 360-4L4 was programmed to produce the
tallies and group means for each of the characteristics in the
employee rating scale. The IBM 1i30 was used to odbtain the tallies

for the job informatiqn,form.amd for the Job satisfaction scale.

Treatment and Analysis of the Date
The first treatmenf of the dats was by separate qategories.
Individual tallies "'and percentages ;ere determined.for all items of
the forms used in both Phase I ‘and Phase Ii of the study. As
reported previously, a judgment‘was-made to treat each group sep-
arately. This eliminated the need in Phase I to use only those

schools from which a reply had been received from all four groups

contacted. The same judgment applied to the data collected in

Phase II.

w

statistical analysis. In order to test the significance of the

difference between the mean scores received by the COE group and the
non-COE group on the job satisfaction scalg and the émployee rating
form in Phase II of the study, the standard deviation, standard

error of the mean, the standard error of the difference between the
means, and the Fiéher t test were computed. In additiﬁn, the Chii
square'test of sighificanée ﬁﬁs applied to data. collected from Form G,

J&b Information Questionngire, in Phase II of the study. These data

© 16
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were in the form of proportidns. The chi square test enabled a

determination of whether the differences between the theoreficgl;

and the observed proportions in selected categories were due to
chance variatiors in sampling. An electrohic:caléulator;vasjuSea

to assist in the statistical analysisféf the-dafé.




FINDINGS, CONCLUSIONS, AND RECOMMENDATIONS

- Status of Cooperative Office Education in New 3ersey

The major findings &nd;conclusiéns regarding the status of the
coopergtive office education program in New Jersey sre summarized
below.

1. The use of cooperative office education has increased in
New Jersey. Of the 2T7 public high schools in New Jersey, 121 or
43.7 peréent indicated that they offered.d cooperative office educa~
tion program duriﬁg the 2968-69 school year. There was an increase
of.8h programs or more than 300 percent over & ten-year period. More
than half of thgse progrdms were startedeithin_the past three &ears,
and more are planned for the future.

2. The program is offered for & full school Year in almost
three-fourths ©f the schools. In most of the programs, students
spend one-half day in school and one-half day on the job.

3. Most of the coordinators appeared well-qualified for theirv
positions as indicated by their education backgrbund and their own
job e€xperience. Only 5 percent of the coordinators did not have an
undergraduate degree in business education. Forty percent of thenm
stated that they had g master's degree in buéiness education, and an
additional 15 percent said they wefe working on a master's Adegree at
the preéent time. Apprgximétely g9 peécent of the coordinators
reported that they had some office #ork experience.'

4, The principals were satisfied with the qualifications and
work of the coordinators. Thevvork of the coordinators was appraised

in four areas and was rated "above average" in each of the areas by

y 15
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T0 percent or more of the principals-~classroon instruetion, organi-
zation of the program, public relations, and Jobdb supervision of
studeats.

5. A vwide variety of methods were used to assist in the selection
of students for the program. The students were influenced by both
the school and home. Approximately 80 percent of the coordinators
indicated that they worked with the guidance department in their
schools in the selection of students for the cooperative office educa-
tion program, and nearly the same number said they used the pérsonal
school records to assist in studént selaction.

6. The businessmen were strong‘suppdrters of the cooperative
office education program. In additicﬂ.io supervising %Lhe students -
while on the job, the businessmex aséiéted in the developﬁent of the
program. Sixty-three percent of the coordinators reported the use
of an advisory committee to assist in the development of the procgranm,

T. Mest of the students worked between 15 and 20 hours a week
and were paid the prevailing wages for the jobs held. More then one-
half of the students were paid between $1.55 and $1.84 an hour. The
- mone§ received ver hour ranged from $1.25 to $2.5Lk. |

8. Employers, cocrdinators, and students indicated that not all
of the students were provided a varied, comprehensive training program.

9. An overwhelming majority of the businessmen vere pleased
with the performance of the cooperative office education students.

The students involved in this study compared favorably with students
of other Yyears. N
- 10. Very fé% male studenfs participated in coéperaﬁive office

education. Ninety percent of.the studénts in the prcgiam are girls.‘

19
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1l1. The main advanitages of the pfogram were that the program
bridged the gap between school and work, and it provided the exper-
ience the student needed. For the businessmen, it provided them with
the needed part-time employees.

12. The main disadvantage of the program was that students could
not participate in the complete school program. 9Only 20 percent of
the students were able to participate in school activities. Schedul-
ing difficulties occurred in school and on the Job because of the
half-dey in school and half-day on the job format used by most of
the schools.

13. The students believed that the cocperative office education
program was beneficial. Approximately 90 percent of the students
indicated that the cooperative office education program was beneficial
and was satisfying their needs and thaet the program had inspired them
to do better work. However, less than half of the students said they
had been asked to contribute to the classroom instruétion.

1k, The most important suggestion for improving the cooperative
office education program as indicated by the businessmen and the
coordinators was that more emphasis should be placed on fundamentals.
The students thought that the best way to improve the program was to
inform and encourage students with the needed interest, aptitude, and
ability for office positions to consider the cooperative office educa-
tion program. The other suggestions rankedvsecond or third in impor-"
tance for improving the piog:&m were that more emphasis should be
placed on correct business techniques and more attention should be

given to the development 6f a good business personality.

20 .
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15. The Division of Vocational Education has encouragzzd and
supported the organization and continuation of cooperﬁtive office
edﬁcgtion programs in New Jersey. Slightly more fhan 60 percent of
the coordinators reported that funding by the Division of Vocational
Education had helped establish the cooperative office education pro-
gram in their schools. However, moré information regarding cooperative

office education is desired by the coordinators.

Effectiveness of Cooperative Office Education

The major findings and conclusions pertaining to the effects of
cooperative office education on beginning office workers are summarized

below.

. Those conclusions based on the findings of the Jjob information

questionnaire are as follows.

1. Many of the cooperative office education graduates were
putting their training to work by being employed in .office cccupations.
Approximately 80 percent of theose contacted were employed in an office
on a full-time basis.

2. Of those cooperative office education graduetes and nonT
ccoperative office education graduates contactéd who weré not working
full;timé,-more than one-half were enrolled in programs'of’higher
‘education.

3. The cooperative office edncation program was beneficial to
those students who wanted tojbegin working immediately after high_
school graduation. A significant di fference was present inlfavor'of
the cdopéraﬁive office education graduates in the speed of securing

full—time‘office‘positions,after graduation.

21
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L. A significant difference doeS‘exist in the methods'used.to
obtain employment ‘between the beginnsng office workers who have’or
_have not completed e hlgh school" program of cooperative officei.
education. The cooperative office education group received more
help from schosol in obtaining'johs.’ Less than 30 percent of the
non- coOperative office education graduates obtained their Jobs
through “the schcol..

5. The cooperating business firms were henefitlng from their
:participation in the cooperative officefeducation‘program, Eour months
after graduation,}more than one-halffcf'the cooperative office:educaf
tion graduates were still vorking with the same company theyiworked

{:for while in hlgh school. | .

6. A significant dlfference does exist in Job titles between
cooperative office education employees and those who have.not par-
ticipated in a coOperatlve offlce education program. Secretarial
work was’ performed by 27 L percent of the cooperative office educa-_
ftion graduates,rand approximately 20 percent of;the'non-COE graduates

';vereuperforming secretarial duties;. | | . | o

‘ET; Cooperative office education did not.appear to have an effect
_on the’ salary earned on the f1rst Job 1mmediate1y after high school‘
Egraduation._ A significant difference did not exist in the beginning
vaeekly gross wages received by the beginnlng offlce workers who did
f;or did not partlcipate in cooperative office education while in high
ischool.-pf. S L | ‘

8°i Cooperative’office education.appeared to have an.ef ect'on=
the salary 1ncreases”rece1ved by the beglnning workers.f At~ 1east one
'1ncrease in paybwas reported by 59 percent of the cooperative office‘
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education graduates and by nearly 38 percent of the non--cooperative
office educstion graduates. A significant difference existed in
favor of the cooperative office education group in the weekly gross
wages earned five months after graduation from high school.

9. Cooperative office education did not appear to have an
effect on job stability or on the reasowxs why an employee changed

Jobs.

Conclusions based on the finding resulting from the job

satisfaction instrument are as follows.

1. A high degree of job satisfaction was indicated by both
the cooperative office e&ucation graduates and the non-cooperative
office education graduatesf

2. A significant difference in Job satisfaction does mnot exist
.betwéen thé beginning office'workers who participated in the cobper-
ative office education progranm vhile they were in high school and

those who did not participate.'

The findings of the employee rating form resulted in the follow-

.ing-conclusions.
>1. The beginning office workers in both the cooperative office
education grouvp and the nog-cooperativé officé education group have
'a good attitude towerd their work. This confirms the results of the
Job satisfaction instrument which indicatéd a high degree of Job
safisfacﬁion was present among bbth groups of beginning'workers.

2, Initiative was the area in which the largest‘number.of -
beginning offiéé workers‘in both groups feceived a low rating. Both
the beginning vorke:é who participated}in cooperative ofrice educa~:
tion and those who did ndf participate needbto show more initiatife

Ri~Ltheir Job performance as‘indicgted by their Job suﬁervisors.

= " : {aB' o
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3.. The,employers weredbetter satisfied with the beginning
office workers who were cooperative office education graduates. iThe
1job supervisors gave higher ratings-to the cooperative office educa-

tion graduates in every area of Job.performance. Areas measured
t‘were:g quantity of acceptable work [quality of acceptable work
.-initiative, work attitude, attitude'toward others, and over-all T
value. | | | | R
wh.l Cooperative office education did not appear to have a signif—g
icant effect at the .05 1eve1 on the- quantity or’ quality of: the work
“performeu oy _%he beginning office worke;s..

S.G No significant difference existed at the .05 level in the
iinitiative of the beginning office workers who were cooperative office
;education graduates and the initiative of those beginning office
workers who did not- participate in cooperative office education.-»

N 'ﬂé. A significant difference does exist at the .05 1evel in
,-favor.of the cooperative office education group ‘in the ratings received
for attitude toward work and at the .05 and .01 levels.in attitude

Y

toward others. _ _
'7.{ A significant difference aoes exist at the .05 and .Ol'ievelsi
gin the overall rating of Job performance received by the beginning
ffice workers who were cooperative office education graduates ag.

"contrasted with those beginning workers who did not participate in

cooperative office education. _
vB.” The me an score for the total employee rating form was 6 730
. .
'”»for the cooperative office education graduates and 6 295 for the non-

cooperative office education graduates.;ll T #

L .



RECOMMENDATIONS
The recommendations are presented in three sections. The first
section is comprised of those recommendations resulting from the
first phase or the study pertaining to cooperative office education
programs in the public secondary schools of New Jersey in 1968-69.
The second section includes those recommendations resulting.from the
dat; collected regarding beginning office workers. The third section

provides recommendations for further research and implications for

cooperative office education programs.

The recommendations resulting from the information reported on

the various data~collection forms +sed to determine the status of

cooperative office education in the public high schools of New Jersey

are as follovws.

1. Some type of continuous reporting system is needed so that
the State Department of Education will have up~to-date information
concerning the number, location, and types of cooperative office
education programs in operation.

2. On-the-~job experiences should be included when teaching the
related classes in order to make the on-the~-job experience more
educationally vaiuable. BSince less than one-half of the cooperative
office education students indicated that they have been asked to
contribute to the classroon instruction, mdre work needs to be done
in the area of teacher-pupil ylanning. »

3. On—the—Job training should contribute directly to the
development of occupational competency. The coordinator should be -

aware of what work is being perfofmed by the student. If‘a varied

22
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program is not offered within a jJob station, the possibility of a
student exchange of jobs after a predetermined time period should
be explored.

L, Since only 20 percent of the students were able to partici-
pate in the.program of school activities, some effort should be made
to include a program of extracurricular activity for the studenis in
the cooverative office education provgram. The possibility of a
morning work schedule should be considered.

5. The primary sugg=stion for the improvement of the cooperative
office education program reported by the studénts, and supportaed by
the coordinators, indicated the need for an expanded and modified
program of information reéarding the velues and opportunities avail-
able to the students, the faculty, and thé administration.

6. A primary suggestion for the improvement of the program indi-
cated by the coordinators and the businessmen was to place moré
emphasié on fundamentals. In order to Aetérmine'how best this can
be accomplished, there should be discussion betw§en the school, the
on-the~jJob supervisor, and the students.

T. Efforts should be made to determine how the cooperative
officé education program can provide for the full range qﬁ gtudent
abilities. Work stations should be made évailablé for dii students
who need, want, and can profit from"partiéipation in the program.

8. More male students sh§u1d be eﬁcouraged to participate'in
the programnm. | |

9. Aiﬁhough 68 percent of the coordinators reported thaﬁ their
school had an advisory committee,:it is.importaﬂt that advisory
committees be consulted regarding all aspects of the'oPef#tion of
the cooperative‘éfficéleducation'program.

Q |
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1l0. Cooperation from the high school guidance department is
needed to provide information to the coordinators regarding the
students. In addition, they should be able to provide information
to students with the needed interest, aptitude, and ability regard-
ing the value of cooperative office education.

11l. Business firms should be informed of the program and should
be encouraged to pearticipate on a regular basis.

12. Consultants from the Division of Vocational Education should
be available to assist with the continuation, evaluation, and expan-
sion of the progrem as well as with the preliminary organization o
the cooperative office education program in the schools.

13. Since so many of the people working most closely with
cooperative office education believe it contributes to the total
school program, those schools that do not have Such e program should

study the advisability of offering a cooperative office education

program for their students.

The recommendations resulting from the information pertaining

to beginning office workers as obtained through the use of the job

informstion questionnaire, the job sastisfaction instrument, and the

employee'rating form are as follows.

-

1. Some type of follow-up System should be initisted by the
schools so¢ . that gradgates of the school can be located.

2, Since less than thirty percent of the non-cooPerative office
veducation graduates indlcated that the school had assiSted them in
obtainlng a full time Job, efforts should be made to determine how

the school's placement function can be strengthened.

FS
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3. Efforts should be made to encourage initiative on the part
of students to better prépare them for office positions.

L. A continuing program of follow-up and evaluation is needed
to accurately determine the results of participaticn in cooperative
office education.

5. The cooperative office education program should be organized

4
in such a way as to obtain the bPehavioral outcomes desired in beginning

office workers.

Recommendations_ for Further Research and Implications for

Cooperative Office Education Programs

1. Efforts should be made to clearly differentiate between work-
expe;ience education and cooperative education. There appears to be
some confusion regarding these terms, even with the people most
closely involved with cooperative office education.

2. ©Since interest in office work was the factor which influenced
students most to apply for the cooperative office education progrean,

a study of self-concept may be helpful in determining what makes
students interested in office work. Why do they choose it, or what
forces them to choose it? |

3. Teacher education”ipstitutions should offer comprehensive
courses for coordinators.v Csurse content should not be limited to
the-methods of organizing a coopérative pfogram. |

r,?h' A greater effort should be made for a continuous evaluation
of tﬁebprogram by the schools. Such evaluation'should be concerned
with the students while they are in échool and aftér graduation.

5. A studyrshould be made to determine why students who-piagned

to obtain an office position after graduation did not do so. - Why did

~
¥
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they enroll ir programs of higher education, or why did they select
some other type of work?

6. An analysis should be made of the factors related to job
satisfaction of beginning office workers.

T. A study should be made to determine job-relaied differences
whichido or do not exist Letween those beginning workers who par-

'tigipatéd in cooﬁerative office education and those who did not
p&rtiéipaie. Graduates of those schools that do not offer & cooper-
ative office eduéatiOn program should be included.

8. A study should be made to determine whether or no* more
secretarial than clerical students are encouraged '.o participate in
the cooperative office educatibn proéram. w

9. Qualifications for the position of coordina.or should be
esteblished. A feasibility study might be conducted to determine
the desirability of establishing cerfifigation standards.

10. A conference, or series of conferences, should be sponsored
by the State Department of Education, Division of Vocational Education,
for curficulum policy formulation. Randomly selected cooperative
office gducation students and non-cooperative office education
studenﬁé should attend, as should coordinators, feachers, business

personnel, and représentatives from the Division of Vocational Educa-

tion.
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Table 1.

Percentage of Replies to Each Form

mﬁ'.)'ﬁmU{GUdPN“
|

- Department Chairman Reply Card -
- Prlncipal 8 Questionnaire -
~ List of Part1c1pat1ng Business Flrms, 1968~-69
- Cuordinator s Questlonnalre
Coopﬂratlng Business Fivme' »Questionnaire
- Student Questionnaire : T e
~ List of Non-COE Business Graduates, i968-6%
= Job Information Questionnaire
- Employee Rating Form

‘ 30 '

Number Number of Percentage Number

~Form Distribut=d Replies of Replies Used Percentage
X 277 216 74 .4 216 190.0
A 277 270 97.5 251 2.9
B 121 - 110 90.9 104 94.5
C 121 109 90.1 , 103 95.3
D 1,112 735 66.1 . 574 77.9
E 1,650 1,562 94 .1 1,518 97.9
F 98 88 89.8 76 86.3
G-COE 400 294 73.5 237 80.6

Non~COE $00 476 52.9 248 52.1
H-COE 237 191 80.6 186 97.4

Non-COE 248 210 . 84.7 200 95,2
Totals 5,439 4,261 3,713
NOTE: Letters used in Table I indiéate the following:



Table IIX

Job Satisfaction Choices of 1969 Graduates
(Form G-2, COE N=237 (15), Non-COE N=248 (15)

Statement COE Non~COE

E. My job broadens my outlook. 979 967
: 27.5% 25.9%

A. My job is wore absorbing than 799 800
a hobby. : - 22.5% 21.5%

B. My job keeps me from getting ' ' 788 800
bored. ) 22.2% 21.5%

C. My job is a necessary evil. 380 445
10.7% 12.0%

F.” My job gives me the feeling a 364 471
day will never end. 10.2% 12.7%

D. My job is labor in vain. . 245 237
. 6.9% 6.4%

Totals 3,555 3,720
- — 100.0% 100.0%

Table III
Values of the Six Job Satisfaction‘sﬁatements

Statement Valué
A. My job is more absorbing than a hobby. l2;08?&‘

B. My job keeps me from'gétting bored. 1.983

C. My job is a necessary evil. .843

D. My job is labor in vain. .000

E. My job broadens my outlook. 3.391.

F. My job gives me the feeling a day will

o nmever end. i ' .8585
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Employee Rating of the Non-Cooperative Office Education
as Reported by the Immediate mbwmndmeHm

Table V

{(Form H, N=20Q)

1969 Graduates

Lower Group

Middie Group

mwmwmw Group

Trait .ﬁoawﬂ%wwnmw High Low Typical High Low H%%Hnmw High woanM
Quantity of Acceptable 3 10 10 7 48 37 16 42 27 200
Work ) (23 - 11.5%) (92 - 46.8%) (85 - 42.5%) 1100.0%
Quality of Acceptable 2 ¢ 9 10 53 33 12 45 27 200
Work (20 - 10.0%) (96 - 48.0%) (84 - 42.0%) 100.0%
Initiative 9 9 7 15 42 27 18 39 36 200
(25 - 12.5%) (84 - 42.0%) (91 - 45.5%) 100.6%
Work Attitude 8 4 10 b 46 23 14 44 47 200
(22 - 11.0%) (73 - 36.5%) (105 - 52.5%) 100.0%
Attitude Toward Others 1 1 7 4 55 25 15 40 43 200
(9 - 4.8%) (84 - 42.0%) (98 - 49.0%) 100.0%
Over-all Value 5 8 10 6 56 26 14 25 46 200
(88 - 44.0%) 100.0%

(23 - 11.5%)

(89 - 44.5%)

O
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'ETable’VI

Mean Scores of the Cooperative Office. Education Graduates
R © - as Rated by . The1r Employers
' (Form H, N 186) '

Trait ., oo oo . Meam -

.Attitudeliomard dtners" i. t'A Hii :jn :- 'f.iagc7;045
Work Attitude.' . ..td:‘__d J'._.  '- .'3:_ o 61919d
1 Over all Value . ‘hh. | ..m'.'_o'. d--. - 6.é38.
Initiative:- f:‘ LD e _iﬁ ".n”: - . '6.559’
‘Quality ofiAcceptable worglﬁ_“.:: ff7'}ffi "”'f_; 6.516

‘Quantity of Acceptable Work - . - . . 7 - ~ 6.500

fTable;VII

_ Mean Scores of the Non Cooperative x‘fice Education Graduates
‘ ' as Rated by their Empioyers
(Form H, N=200)

fTrait;;”;;”'-‘dJ:j:'Jﬁ fif'_.k 'J.ﬁ ",fMean_,?“:

'VZWork Atticude.'fd:,t; :HE;Y].,Vf;f~’{r*;;du3 o _-}6.5;5_'
Attitude Toward.Others j:;tdfi:‘j'1a:nfiff':ff' ) 4.455
:.dOver—all Value - 7A‘;_ﬁj: fdf_ff'.ffd*tf?i;”f7ufc6.275.

'EQuAIQtQ.Sffxcaeﬁtébié-watkf o E;;fﬂd};c' :,”,15;185<:

ﬁrQuantity of Acceptable Work..;r;fﬁi:c;?;ﬁinﬁn; ”i{]é;ijO{

f,ﬁvInitiative,f; ff3ff f?fﬂ?f@fff*;ifJffffui?'ti | 6.140¢
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