
University of Manitoba

The Business Education Department Head In

Manitoba Public High Schools:

A Survey of outies And Responsibilities

A Major Thesis

Submitted to the Faculty of Graduate Studies

in Partial Fulfillment of the Requirements

for the Degree of Master of Education

Department of Curriculum:

Mathematics and Natural Sciences

Faculty of Education

Elsie Solar'

Winnipeg '

B"A", B"Ed.

Manitoba

19 81

i; i.ii v,"

{i lrtEstíÍ,

May



THE BUSINTSS EDUCATION DEPARTMENT HEAD IN

I4ANITOBA PUBLIC HIGH SCHOOLS:

A SURVEY OF DUTIES AND RESPONSIBILITIES

BY

TLSIE SOLAR

A thusis strbnlittecl t<l tllc Fìactrlty of Graduatc Stuclies of'

the l-jriivcrsity ol Manitoba in partial fulfillnlent of the requirements

of' tliL' cJcgree of

MASTER OF EDUCATION

o" l98 I

Pennissit-n iras been grarrted to the LIBRARY OF THE UNIVER-

SII'Y OIì MANI'fOBA to lcrnd or sell copies of this thesis, to

tlrc NA'l IONAL LIBIìAlìY OF CANADA to nricrofilm this

tlrt'srs irrlcl to lencl or se ll copics of the film, and UNIVERSITY

N,llCIìOIrlLlvlS to publish an al¡stract of this thesis.

The alrtlior rescrvcs other prrblication rights, and neither the

thcsis uor e xtensivc cxtracts frolll it nray be printed or other-

wisc rcprt-:duccd rvithoLrt the autl'ror's written penlission.



TABLE OF CONTENTS

ACKNOWLEDGEIVENTS i

LIST OF TABLES ii

ABSTRACT iv

Chapter

I" INTRODUCTTON . ]-

Statement of the Problem
Purpose of the Study
Need for the Study
Limitations
Delimitations
Definition of Terms
Organization of the Thesis

II" REVÏEW OF THE LTTERÀTURE L7

Brief History of The Department Head
Position In The United States

Brief History of The Department Head
Position In The Province of Manitoba

Criteria for Selection of Depar:tment
Heads

Characteristics of A Department Head
Role of The Department Heads
Duties and Responsibilities of Business

Education Department Heads
Summary

TII"PROCEDURESO.56

Introduction
The Development of the Study Topic
Selection of Participants
The Questionnaire Instrument
Collection of Data



Chapter Page

General Data
Analysis of Departmental Functions
Departmental Strengths and Weak-

NCSSES

V. SUMMARY, CONCLUSIONS AND RECOM-
MENDATTONS 98

APPENDIX 1I1

Appendix A
Appendix B

BIBLIOGP.APHY 1]-9



ACKNOWLEDGEMENTS

The researcher owes a debt of gratitude to many

people who have been instrumental in bringing her to

the completion of this thesis" Among them are:

Dr. George Porozny, major advisor, for his

direction, advice and assistance in guidance throughout

the preparation of this thesis"

Special thanks is exLended to Dr. Murray McPherson

for his encoi.rrag:ement and 'interest"

A specì-al debt of gratitude is expressed to

Isabella Drydeno Consultant for the Department of Education,

for her invaluabl-e assistance given to me with respect

to information needed in this stttdy"

The researcher wishes to express sincere appreci-

ation to Dr. Phillip Husby for assistance on the thesis

committee.

Thanks is extended to all the Business Education

Department Heads in the Province of lt4anitoba who part-

icipated in the survey"

Special consideration is given to my husband'

Mel and my sons, Grant and Todd, for their faith,

understanding, constant support and encouragement were

of inestimable val-ue to me.

a



LIST OF TABLES

TabIe Page

l. Distribution of Four Different Categories of
Schools in Manitoba That Have Business
Education Department Heads o o 65

2. Distribution of Business Teachers üIho Were
Teaching Full Time In The Business Educaticn
Department In Manitoba Schools

3. Distributíon of Business Teachers Who Were
Teaching Part-Time in The Business Education
Department ín Manitoba Schools 67

4. Distribution of Teachers Wi-th Business Education
Training In Thirty-Four Manitoba Schools " 68

5" Distribution of Student Enrol-lment in Thirty-Four
Manitoba Schools That Had Business Education
Department Heads " 69

6 " Distrj-bution of Hì gh SchooI Program Patterns
Offered In Educat.ion In Thirty-Four Manitoba
Schools Which Have A Full Time Business
Education Department Head " 70

7 " Distribution of Selection Process For Position
of Department Head As Perceived by Forty-Two
Business Education Department Heads 7L

B " Release Time From Classes for Forty-Two Busj-ness
Education Department Heads In Manitoba
Schoolso.:72

9 " Distribution of Release Time From Teaching For
Forty-Two Business Education Department Heads
In Thirty-Four Manitoba Schools 73

66

i_ l-



Tables Page

l-0. Additional Remuneration Received by Forty-Two
Manitor,.a Business Education Department Heads
Fc:: Theì_r Position 74

11. Distribution of RemüR-ie::ation Received by Thirty-
Six Business Education Department Heads in
Manitoba Schools 75

12" Number of Business Education Department Heads
lVhose Schools possessed Clearty Defined Job
Descriptions For Their posit.ions 76

r3" Years of Teaching Experience prior to Appointment
As Business Education Department Head 77

L4 " Number of Years Experi-ence as Business Depa::tmen-t
Education Heads in Manitoba Schools For
Forty-Two Business Teachers . 78

15 " Distribution of The Highest Academic eualifica-tions Held by Forty-Two Business Education
Departmen-t Heads In Man.itoba Schools . 79

L6 " Analysis of Department. I{ead Budget Functions " . B0

L7 " Analysis of Department Head Curricul-um
Furrctions 82

18. Anal-ysis of Departmer-it Head Textbook
Functions . " 84

19" Analysis of Department Head professional_
Development Functions 86

20" Analysis of Department Head personnel Functions " BB

2L. Analysis of Department Head public Relations
Functions..egl

22 " z\nalysis of Department Head Administration
Functions . " 93

23. Major Strengths of The Business Education
Department Heads I positj_on 96

24" Major Weakness of The Business Educatj-on
Department Hea.ds I Position 97

l- r_ l-



ABSTRÀCT

The primary objective of this study was to identify

and evaluate forty-four functions of the business education

department heacs in the Public High schools in the province

of Manitoba" This study arso identified the major strengths

and weak-nesses of the business education department head

pos ition "

Procedures or Methods

The subjects of this study incl-uded business education

department heads who were presently in this position t ot
had been a departrnent head on a rotation basis, and still
teaching in the business education department.

The respondents of this study included forty-four
business education department heads. A mailed question-

naire was used to ga't-her data" A total- of forty-two
questionnaires \^/ere returned by the business educaiion

department heads who participated in the survey" The

results of the survey \,vere analyzed and tabled.

l-v



Findings and Ccrrclusions

I, It is the opinion of most of the department

heads surveyed that a job description is essential

for all department heads "

2" The results of the study strongly indicate that
release time for department heads from teaching duties
is necessary so that the head.s would have time to do their
supervi.sory and administrative work.

3" The department heads do not have a definite
awareness of what their duties and responsibilities should

be"

Recommendati-ons

rt is recommended that a job description for business

education department heads shoul-d be avairabre in every

schoor division in the province of Manitoba" An attempt

should be made to up-date the job description annually.
It i-s recommended that an i n-service session be

arranged at least once a year for all business education

department heads so that they would have the opportunity
to exchange ideas and share coÍrmon topics 

"

IL is suggested that some release time should. be

given to al-l- business department heads from their teaching

duties.



CHAPTER f

INTRODUCTION

The department head position is considered an

integral part of the organizationar structure of many

secondary schools. Department heads must be able to
perceive the overall goals of their oepartments and to
develop the techniques which will improve the quality

of i-nstruction at the teacher's level.

There Ís consensus among writers in secondary

education that the department head's position resulted
from the increased size and complexity of the American

high school. Further, many believe that principals

inaugurated the position in order to rel-ieve them of
some of the administrative trivia that demanded much of
their time. These same authorities have taken care to
point out, however, that the department head was often a

high-powered cl-erk whose major responsibility was the

collection and disseminati-on of information and materÍals
within the department and betiveen the department and the
administration.

whereas there seems to be general agreement about

how and why the department hea¿ì position originated, there
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currentl-y exi-sis in the literature a variety of opinions
about the worth and function of the department head in
the high school of today. Douglassrf for exampre, says

that the duties of department heads are both supervisory
and administrative. Jacobson, Reavis, and Logsdon,2

claim that department heads do not have a supervisory
function¿ äs no time is allotted for this during the
regular school da1z, These same authori.ties state
that the title "department head" is merely bestowed

on an individual in order that he can be given

aclditional- status. 3 Another source indicates that in
general, department chairpersons are merely somewhat

glorif ied teachers. The onJ-y desirable d.istinction is
often a slightly higher salary than that of the regurar
teacher.4

Criticism about the department head position
is fairty comrnon, Few authorities, however, have

'1-H- R. Dougl-ass, Ms¡dern Administ¡ation of secondary
schools r grga+¿gËgq uñîo7-an¿:senior lligh schoors" znct ud@ssacrrîsetts:
Blaisdel-l Publishing company; A Division of Ginn and comparly/
L963) , p. 28.

The
2r" Ii" Jacobson, W. G. Reavis, and J. B. Logsdon,Effective school Principal, 2nd, Ed., (Engrewood clifis,J. : Prentice traf f-inc" , -1963) , p. f óg "
3
Ibid" , p. ilQÍl 

"
L'H. R. Douglass , R. K " Bent,

Democratic Supervision in Secondarv
Rrverside Press, 196\) , p. 28"

N.

and W"
Schools

G. Boardman,
(Cambridqe:



supplemented. their criticism with specific suggestions

for improvement or v¡ith alternatives to the department

head plan.

Kidd states that, contrary to the opinions of

some critics, the department headship is very much a

part of the org,anizational structure of many of the

secondary schools, Unfortunatelyn however, very little

has been done to develop the potential of the department

headship since its original development.5

What the department head should be doing was at

best only superficially considered by most authorities

in secondary education. What he was doíng was open to

specul.ation" It seems essential, therefore, for a study

of the functions of business department heads as perceived

by individuals holding the position to be undertaken" At

the same time it must be remembered that the success of

any program is going to depend to a large extent on the

type of leadership provided for that program"

The leader must set the course by det-ermining

priorities, selecting areas of emphasis, and setting the

example for the remainder of the department" Kal-b, stated

that "It has been said that an army is only as good as

5
J.

Supervisory
R. Kidd, "The
Ro1e" NASSP,

Department Headship and the
49 2303, October , L965, p. 70.
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its office::, " 
6 To further expand on this statement

one n'.ight ad.d that the progress of business education in

any school- is dependent on the l-ocal leadership supplied

by the department head. For this reason a study of
+-he duties and responsibílitj-es of the business education

c-lepartment heads in Manitoba public schools was selected

as an area which should receive examination.

6"M" B" Kalb, "The Role of the Department Chairman"
Eastern Business Teachers Association Yearbook. Administration
and. Superviåion of Business Educa't:þl. Somervill@
Press, 1966, p" l-15.



STATEMENT OF THE PROBLEM

The problem of this study was to determine the duties

and responsibilities of Business Education Department Heads

in li{anitoba Publ-ic High Schools and the manner in which these

administrator's perceive their functions.

PURPOSE OF THE STUDY

The primary purpose of thj-s study was to identify
and compare the functions performed by Business Education

Department Heads in the Public High Schools of Manitoba"

Many duties and responsibilities vrere examined

relating to department heads. Different school division
policy manuals vrere studied" Few school divisions have

wrj-tten job descriptions for Business Education Department

Heads " Job descriptions wh.ich were received from school

divj-sions were found to be very vag:ue. The job description

usually l-isted anywhere from five to twelve duties and the

last duty would read something to this effect:

"The Department liead maybe required to
perform such other duties as the principal,
and the supe::intendents' department deem
necessary " 7

There are those functions which the department

7'Seven Oaks School- Division Policy Manual.
Duties of
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heads generally perform and ihere are functions whicir they

believe they should perform and do not have the opportunity

to do so" To help clarify this role ambj-guity, it seemed

desirable and necessary to obtain some consensus about the

role that the Business Education Department Head was expected

to perform" This is a study to examine the role functions

and compares the actual responsibility responses with the

major strengths, weaknesses of limitations of the position

of Business Education Department Head"



NEED FOR THE STUDY

Many books and articles in the field of

admi-nistration and supervision emphasize the important

positions of the principal and the subject supervisors

in pubtic high schools. However, few writers devote

time to the position and role of department heads

within the school" Yet, the department head may be

in a position to upgrade instruction within his o\^/n

department better than other members of the faculiy"

Despite the fact that one of the most
important functions of the school principal
is the improvement of instruction, in
reality necessary to enable them to ivork
effectively with teachers in aIl subject areas"
It seems that curricul-um has become so broad
that they must rely on an approach that
incorporates real utili-zation of the
department head. A plan of action must be
initiated in order to tap the potential
inherent in the position so Ûrat teachers
can have availabl-e specialists in their
teaching areas. This approach can be
one which could be most meaningful to
teachers j-n actual daily classroom instruction"B

Several books and articles review briefly the

general functions of the business education department

head i of these most assume that the head is primarily

Bxia¿r op. cit., p 75"



a business education teacher who has accepted some

additional administrative responsibili-"i-es " A study

of related literature shows that relatively littIe

research has been conducted which defines the rol-e

of the business education department head in public

high schools "

Paul High9 noLes that:

Departrnent heads are--first and foremost--
classroom teachers. As teachers and as
subject matter specialis'Ls, they are in a
prime position to assist other members of
their respective divisions in analysing
and improving instructional practices"

King and Moonl$oi-.rt out that:

As you can readily seer the most important
functions of an organization of department
heads is to coordinate the work of the
school and to plan improvement of the school
curriculum"

The above points of view leave no doubt

as to the importance of the role and functions of

the department head" Therefore, it seems that a

study which j-nvestigates the functions of the business

ed.ucation department heads in the Province of Manitoba

9paul g. High, "The Supervisory Role of the
Department Headr" Clsaring House, XL (December, 1965),
p" 2L3.

f%'reA ¡t. King, and. James V. Moon, "The Department
Head in the Pub1ic Secondary School, " The National
AssocÍation of Secondary Scñool Principaff-eülTeE]n,



is i-mport-ant. Very little research has been done in

Canada in relation to Business Education Department Heads "

Many school di.¡isions do not have a job descript-ion for

Business Education Department l{eads and ivhere these

descriptions are available they are usually incomplete and

outclated"
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LIMTTATÏONS

The writer must assume that all r:ep'l iss had. been

carefully considered and were unbiased" A major disadvantage

of the suestionnaire is the possibirity of the misinterpreta-
tion of the questions, This danger is increased when the
questions are ambiguous because of improper formulation or
variations in word meaning associated. with differences in
socio-economic and cult.ural status--weaknesses which are

so much the result of misuse as they are limitations
inherent in the method it.self " Therefore, this stucly

was limited by the validity and reliability of the data

obtained from the questionnaire.

DELIMÏTATTONS

1" This study was limited to the public High

schools of Manitoba with designated Business Education

Department Heads in the school year Lg79-BO.

2" This study was limited to the Department

Head functions included in the questionnaire instrument.
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DBFINITÏON OF TERI{S

The following terms are defined as they were

used in this study:

Business Education: (1) that area of education

which develops skills, attitud.es, and understandings

essential for the successful d-irection of busi_ness

relatj-onships (2) an area of study dealing with the

principles and practices of teaching business subj".t".11
Business Teacher: An accred.ited teacher of

the business subjects, such as shorthand, typewritírg,
office machines, bookkeeping, basj.c business, and other
business .orr=a=. f2

Comprehensive Reg_ional FIigh School: A secondary

regional school that includes both g,eneral education

courses and specialized fields of study in its prog.ram

and thus offers academi_c, business, trade, and technical
. 13suþl ecÈs "

Department: An administrative subdivision of
a school or college giving instruction in a branch of
study as the department of English or the department

-14ot" "

'tl*-Good, Carter., Dictionary of Education.
McGraw-Hill Book Company,-mEiEon. rg7: "

1)"rbid, p. 76.
1 3_.*"Ibid", p" 2BI.
I4-.**lbid., p. 172.
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Department Head: A faculty member who, in

addition to performing the usual of teaching in a

department, has some responsibilit.y for administering

the affairs of the department such as recoÍtmending

the ne\^/ staff member' preparing the departmental-

portion of the daily scheduler âssigning duties to

members of the department, preparíng the departmental

portion of the daily schedule¡ âssigning duties to

members of the department, preparing the budgel,, and

requisitioning supplies. In some schools he is also

responsible for some supervision and for dealing with

disciplinary cases" The department head is usuaily

selected by the principal, the dean r ot appointed by the

board of education, especially in large cities"l5

Duty: What one is under obligation to do,

such obligation being usually moral but sometimes

legal or contractual. 16

Function: A part of a process' action, or

operation that belongs to or is charged to a particul-ar

thing, person, ot group of persons in order that the

overall process, actionr or operation may be accomplished

as planned'i (2) t.he appropriate or assigned duties,

responsibitities, missions, or tasks of an ind.ividual,

lsrbid., p. L72.
r6lbid., p. 19 9 .
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office t oY orge,rization

Generai Education: (1) those phases of learning

which should be the conìmon experience of all men and

women i (2) education gained through dealing with the

personal and social problem-s with which all are

confronted; purposes and programs of general education

may be described r,vith reference to three different and

in some respects opposing philosophical foundations:

(a) rationalism (b) neohumanism, and (c) natural_ism

or instrumentali=*.18

High SchooI: The school division following

elementary school comprising most often grades 9
'lo
LJt.nrougin r¿ 

"

Junior-Senior High School: A reorganized

secondary school-, usually comprising grades 7 to L2

and separated into an upper (or senior) and a lower

(or junior) division, which frequently are housed in
different wings or parts of the building and administered

somewhat separateÌy" (The junior division frequently

has an assistant principal and teachers assigned primarily
to its pupils .)20

r 7t¡ia.
1B_. , _

1þl-O. "
'lo
L¿-\ . 1rÐl_o "

2 or¡ia,

p.253"

p. 258 
"

p" zBL.

p. 2BI.I
,
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Responsibil-itv: The obligation that an individual
assumes when he accepts a g,eneral work assignment or
jcb' to perform properly the functions and duties that
have been assigned to him, to the best of his ability,
i-n accordance with the directions of the executive to
whom he is accountable; the right that corresponds to
this obligation is authority.2L

Role: The cha_racteristic behavior shown by

an individual within a given group: the behavioral
patterns of functi-ons expected of or carried out by an

individ.ual in a given societal context.22

Vocational Educatigq: A prog:ram of education
below college grade organized to prepare the learner
for entrance into a particular chosen vocation or to
upgrade employed workers: incl-udes such divisions
as trade and industrial education, health ed.ucation,

agricultural education, business educati-on, and

home economics education: training or retraining
(including fiel-d or l-aboratory work incidental thereto)
is given in school-s or classes under public supervision
and control- or under contract with a state board or
local educational .g.rr.y.23

2llbid" . p" 49B 
"

22.rbíd., p. 502.
23rbid., p. 64s,
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ORGANTZATÏON OF THE THES]S

This study is divided into five chapters

entitled: (1) Introduction, (2) Review of Related

Literature, (3) Procedures, (4) Findings, and

(5) Summary, Conclusions, and Recommendations.

Chapter I íncluded the introduction, statement

of the problem, research hypotheses, purpose:'of the study,

need for the studyn limitations, delimitations, and

definition of terms.

Chapter II presented historical information

about department heads in all subjects and department

heads specifically in business education, a review of

related s-uudj-es and a review of relat.ed periodicals.

This chapter was organized under the following

six sub-headings:

(f) Brief History of the Department Head Position

in the United States

(2) Brief History of the Department Head Position

in the Province of Manitoba

(3) Criteria for Selection of Department Heads

(4) Characteristics of a Department Head

(5) Role of The Department Heads

(6) Duties and Responsibilities of Business

Education Department Heads
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Chapter III described the development of the study

topic, construction of the questionnaire instrument,

description of the research design, selection of

participants, and the coll-ection of data.

Chapter IV summarized the findings of the study"

Chapter V included a summary of the findings

of the study, conclusions, recommendations and implications

for further research.
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CHAPTER II

REVIEW OF R-ELATED LITERATURE

Introduction

The purpose of this chapter of the study is to

examine the available literature which has been written

regarding the business education department head" To

develop the background for the study, the investigator

collected material published about department heads in

all subject areas" In reviewingi the lÍterature, the

writer concentrated on material published about depart-

ment heads in the past twenty years.

Resources of the libraries at the University

of Manitoba and the Department of Education were util-ized.

Microfilm copJ-es of the Education Research Information

Center (ERIC) materials were reviewed at the Education

Library, ât the University of Manitobar âs well as at

the Department of Education Li-brary"

This chapter is organized under six main

heaoings which relate to the study undertaken.

The first section is a historical overview of

the origin of 'bhe department head position in the United

States, and why the position was established.
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The second section gives the origin of the

department head position in the Province of Manitoba"

The third section gives a related review on

selected studies done on criteria for the selection of

department heads"

The fourth section reviews literature re]ated

to the characteristics of a department head.

The fift.h section reviewed the rol-e of the

department head"

The sixth section gives

the duties and responsibilities
the studies done on

of department heads.
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BRÏEF HISTORY OF THE DEPAiìTIVIENT HEAD

POSITTON IN TIJE UNITED STATES

The position of the department head is often

referred to irr literature as department chairman. This

position emerged as a necessary device of the times. The

position of the principal developed after LB2I. As schools

grev¡ larger, experienced teachers were beginning to

supervise other teachers in the same subject areas" Thus.

due to the numerous responsJ-bilities of a J..arge administra-

tive strucLure, the principal became overburdened and

soon the department head position developed..24

The use of departmental orgTanization began in

a modified form in the first public high schools. As

early as 1855, Providence, Rhode Ts1and, had organized

two departments in its high school. each presumably with

a department head in charge" Soon after, others

followed incorporatíng departmental- plans with department

heads in charge of supervision and coordination of the

work in the department" Some of the first schools with

departmental plans included Marietta, New Hampshire, in

1856; Maiden, Massachusetts, in IB5B; Hartford, Connecticut,

in 1865; English High School in Boston, Massachusetts,

in 1885; and Central High School in Philadelphia, in IBBB"

24xíð.a, op" cit., p. 7L.
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Although not approved by all educators, departmentalization

seemed to be the answer in high schools v¡ith large staff
2qenrollments.-" Therefore, it became standard proceoure

in large high schools to establish departments in subject

areas with specialists as department heads" As school-

organizatj-ons gretv, t'he large cities t ê.g. t Boston, New

York and Philadelphia, set the pattern and others followed.26
)1

Gwynn-' states bhat a combination of the rapid

consolidation of high schools in the nation and the

expansion of school enrollment have increased the

supervisory burden of the high school principal. Thus,

the very fact that the principal lacked the time and

the specialized knowledge desirable for supervision, he

delegated some of his responsíbi1it-ies to iris department

heads "

According to Gund,2B as education continued to

25_--Benjamin Jacob Cook, "A Study of the Department
I{ead in the Cómprehensive High School" (urr.published doc-
toral dissertationo Rutgers University, L960), p" 40.

26 rbíð.. , p. 4L "

27 r. Minor Gwynn,
vision (New York: Dodd, Mead & Company, L969) , p" 232.

28¡-rr",:. Gund, "The Department Chairman: An
Untapped Resource," fllinois Education, LVI (epril-, 1968),
p" 331"
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have growing pains due to expanded curri-culum and mcre

students, a change in structure was required. one of
the most important responsibilities of the principal
was instructional improvementi however, âs the cur-
riculum expanded, few principars had the trainÍng to
work wiLh all subject matter areas. Thus, it was

obvious that principals needed assistance, and the
outgrowth of departmental organization was a natural-
thing.

BRIEF HISTORY OF THE DEPARTMENT HEAD

POSÏTTON IN MANITOBA

The lriinnipeg School Division was the first
division to establish the position of department head

in the Province of Manitoba" The Annual- Report of -bhe

Department of Education of L954 indicated that in Lhe

1953-54 school year the position was established in
the larger inlinnipeg high schoors with the hope "that
the designation in each subject fierd of an experienced

and able teacher as clepartment head. wil-l in each school
provide persons who will- keep abreast of development

in all subject areas and provide leadership j-n the

improvement of instruction. "29

)a--Queen¡s Printer for
Pepartment of Education, L954
)-954) , p. 99 "

Manitoba, Report of the
(Winnipeg : --QueenTã Þñnter,
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The ¡s-*ponsibility for determining the duties of
department heads was reft to the principals. winnipeg

school Division was also the first Division in Manitoba to
d.etermine a l-ist of duties for department heads " seven

oak-s school Division estabrished business educati-on

department heads in L967" st. James school Division in
1968 " Dauphin-ochre school Division appointed business

education department heacs in r97L" rn r973 the Brand.on

school Division designated business education heads. As

the schools in Manitoba grew larger department heads were

established throughout the province"

CRTTERTA FOR SELECTTON OF DEPARTMENT HEADS

During the school year of Ig67-68 Reho Thorum30

conducted a study of department heads located in large
metropolitan areas. The forlowing concl-usions are based

upon Thorumts findings" Department heads were generaÌIy

selected by Lhe principal" "Leadership ability" was the most

important qualification a department head should possess.

Approximately three-fourLhs of the school-s reported that the
departmental head had an indefinite term of office.

Based on his study, Thorum made the following
recoÍrmendations :

30_Reno
Senior High
p. 264.

F. Thorum, "The Department Head in the Large
School, "Clearj-ng House, XLf II (January I L969)
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Because the department head is a vital channel
of comrnunication between the administration and the
faculty, the principal should retain the preroga.tive
of making the final selection. personner outside of
the school should not be a vital factor in the
selection process" They are too far removed to
understand and appreciate the role that the school
assigns to a department head." The term of office
of a department head should be dependent on a yearly
renewal and evaluation. No individual should be
retained in this office who^fs not meeting the
expectations of the schoo1.3f

Altimari I s

two-thirds of the chairmen held an indefinite term of
office. The respondents fert that knowledge of subject
matter and personal traits were the most important

criteria used in their selection, Ninety per cent of
the chairmen were appointed by the selection method

with the principal making the selection j_n 69 per cent

of the responses.

Buser's33study in Ig66 analyzed the positi-on

of department heads j-n sel_ected public high schools

which were members of the North centrar Association of

31_. . -Iþl-d.", pp 265-266 "
f,l

"william Altimarir "The Department Chairmanship
in Large High schools of the North central Association,i
The North Central Association Quarterly, XLII (Spring,
G-e[ p"-f07"

?1
"Robert Lee Buser, "The Functions and Characteristics

of Department Heads as Perceived by High school principals"
(unpublished doctoral dissertation, rndiana university, L966) .

32--survey Cisclosed that almost
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Colleges a.nd Secondary Schools " The purpose of tlre

study was to determine the extent of the use of depart-

ment heads, 't-he method of selection of department heads '
their remuneration, the time allotted them for departmental

activities, the recommended criteria for their selection"

Data was secured by sending a questionnaire to a random

sample of principals. Three hundred and twenty-five

questionnaires were sent and eighty-four per cent

returned "

In his conclusions, Buser found that although

a variety of means are used in the selection of

department heads, the high school principal is generally

the key person involved"

ïn the ciminillo34 stud.y, the findings discl-osed

that the principals generally decide who is to be appointed

to the department headship. Contrary to the belief cf

some authorities, the departmentship is usually not

given to teachers on the basis of their teaching ex-

perience. In fact, it seems that after fifteen years

of teaching experience, the chance of becoming a depart-

ment head lessens.

34
Lewis M, Ciminillo, "The Department Heads'

Perception of the Functions and Characteristics of
their Position'o (unpublished rfoctoral dissertation,
Tndiana University, L966) ' P" 118"
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school-s in I11inois,

that 77 per cent of

or superintendent"

Clarkn=36 Canarlian study in Lg69 examined the

nature of the position of department head. fn this

study department heads chose "leadership ability" as the

most important criterion for their selection" The least

impor-tant criterion for the selection of the department

head was reported to be "senioríty in the departmenL."

Anderson and Van oyke37 stated that the method

of choosing a department chairman is also a controversial

issue" Because the departmental type of organization

usually follows subject divisions, the chairman shoulcl

be one of the best prepared teachers in his field. But

he should be skilled also in coordinating the efforts of

3 5---*Kenneth Eugene Easterday, "The Department
Chairman--What are Hi s Duties and Qualifications?'1
NASSP , 492303, October I 1965, p. 81.

36Orrdr.y May Clark, "The Department Head in the
High Schools of Alberta" (unpublished lulaster's thesis,
University of Alberta, 1969) "

3Tlesier W. AncLerson, and Lauren A" Van Dyke,
Secondary School Administration (Boston, lrlassachusetts:
Houghton Mifflin Company" 1963), p. 308.

25

did a s'budy in l-965 of selected

Michigan, Ind.ianan and Ohio and found

chairmen \^rere selected by the principal
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others so as to es'uablish a cohesive workíng group within

the department" The practice of selecting the teacher

lvith the longest service as chairman of the department

leaves much to be desired. The i-ndividual- should be

chosen for his qualifications to provid.e leadership

and to coordinate the work of other teachers, not

merely on the basis of seniority" Some schools rotate

the chairmansh-ip among all department members. ThÍs

practice is questionable also, because many teachen

are neither interested in serving as chairman nor

qualified to do so.

Clement3B reports that 'traditionally the chairman

was the person with the most seniority in the department.

Statistically speaking, this is easy to determine'

especially if a choice has to be made between two

cand.idates wi'th equal qualif icatj-ons. He facetiously suggests

that the odds are against selecting capable leader b1'

Lhis method" For examPle:

Mr. Smithts 23 years of experience could well
have been one year repeated in much the same way 23
times" He may have found a comfortable procedure
and maintained the status guo" When this happens' the
department is seriously handicapped.

3B^,-"StanleY L" Clement, "Choosingi
Headr" National Asso.ciatig.n of Seqgndary
Bulletin,xlv (october, L96I), p" 48"

the Department
School Principals -
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Linder and Gr.rrrrr39 lament if the chairmanship

is given to the person who has been in the department

longest, little real assistance is likely to come from

such an administrator"

oicker40 b.li.rr"" that the "weaknesses of

the seniority system are obvious" and that age is
not a necessary requirement to positíons of responsì-bility.

__. - -41 _Kidd'.*further suggests :

Often the selection of the department head
is not in keeping ivith good administrative
procedure" A department head is selected by
popular vote of the department, seniority,
rotation to the posi'bion, examination for the
positíon t or by administrative appointment.
All of these practices have advantages and
disadvantages. Hclwever, most authorities
reconmend that the department head be appointed
upon the recommendation of the building principal.

Ovard42 srrggests that the departmental head

should be superior in teaching skills and in curriculum

development, and, above all else, a dynamic, creative

administrator.

39_--Ivan H. Linder, and Henry M" Gunn, Secondary
School Administration: Problems and Practice3-JGffibus, Ohio:

40s.rrt S. Dicker, "The Department Head as
fnstructional Supervisorr " Catholic Educational Review,
XLV (December, Lg67), p" 590"

4rxiaa, op" cit., p. 74.
42G1"r, ¡'. ova::d, Administration of the Changing

school (New York: The tuac@ ,196-õ, p. ïq7:
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According to J.rr"..r43 . department head that

is selected. by the members of his department cannot

assume that he has the principal's confidence. It is

entirely possible that the person chosen for the

department headship by the teachers and principal might

not be the same" Perhaps the department head selected

may have been the last person the principal would have

chosen. He says that it would be much more acceptable

if the chairman were not selected but, instead, appointed

by the principal to serve for as long a period as he

considers him effectíve-

Mu"rugu,44 added another dimension to

selection by stating that in many cases the sel-ection

of the department head had been accomplished by virtue

of long servíce of the individual in the teaching

siLuation or by the person's notable number of "brownie

points. "

43John g. Corbally I Jr.I T. J' Jensen, and
W. Frederick Staubn Educational Adn'rlnèÊlre!þn: Tbe
Secondary School (eosffi-Mãssachusetts; Allyn and
ea¿õn, L96T), p" 364"

^¿.
ooPaul Maczugar "Selecting Department Head, "

L962) , p. 239 
"Clearing House, XXXVIf (December,
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Harris4Sob="rrred that some schools have a rotating

departmental chairmanship. He claj-med, hovrever, that any

departmental- organizations have been weakened by this type

of chairmanship"

E. K. Easterday,46 in his examination of the

criteria for selection, suggested that teaching experience

and academic trai.ning in the area of study of the department

were essential, but that other criteria must be considered:

1" Ability to work with people

2" Knowledge of subject matter

3" Knowledge of educational matters and curriculum

4" Recognition by department members as a leader

5. Interest in improving the department

C. crieder4T perhaps made the most appropriate

statment concerning the selection of department chairmen

when he stated that schools should not designate by any

method department heads who are not acceptable both to

department members and to administration"

45". I^I. Harris, Editor, Encyclopedia of Educational
Research, p. L245"

46_'"Easterday, op. cit., p" 81"

47"dtuin Greid.er, "Let High SchooI Department Head.s
Be Responsj-ble for Supervision of Instructionr" Nationrs
Schools 71:8, April, L963" p.B.
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J. M. Gr,vynn48 also examined the criteria for

the selection of department heads, and decided that any

person being considered for the positj-on shoul-d meet

two basic criteria:

1" Well trained and successful teacher in
the subject area

2, Possess leadership characteristics

Many educators outlined similar criteria.

The predominant needs indicated. with equal emphasis

by aII were, firstly, an experienced., successful teacher

in the subject area, and secondly, leadership and

administrative ability.

4BJ. M. Gwynnr op. citl r p. 7.
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CHARACTERISTICS OF A DEPARTMENT HEAD

In a study conducted by Oeland and MaxweLI,49

the five most frequently mentioned strengths that teachers

should have were skil1 in subject areas, good human relations,

experi-ence and training, willingness to work, and organiza-

tional ability. The authors of this study insisted that

these same characteristics apply to the business education

department head" The business education department head

must be an effective leader, must know and understand hís/

her place and function in the total business education

program, and should know the requirements of strcng leader-

ship" The successful business education program must have

effective supervision, and the business education department

head is 'bhe key to an effective program"

In order to be a successful business education

department head, a good relationship must be established

with al-l co-workers. To have good relationships, the

department head should:

1. Be informed, keeping abreast of what is going

on in business education and in education in general.

49caroline 4., Oeland, and Gerald W. Maxwe1l.
"High School Ad.ministratorst Opinions of Business T_eacher
Canadidates. " Business Education Forum 25..8-40 , December
I970"
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2. Be an effective speaker and think through what

he/she is going to say"

3. Be open-minded, li-stening to what others have

to say and considering ideas and recommendations"

4 " Show an interest in the work of others and offer
assistance where there are opportunj_ties to be of he1p.

5" Praise others and pass on compliments when they

are deserved"

6 " Be a good organizer and plan carefully the things
to be accomplished.

7 . Allow others to participate in making decisions.

B. Possess leadership traits, including courtesy,

firmness, and high integr.ity.

9" rr4ake aIl- wishes clearly known, letting co-workers

know precisely what is expected in the way of accom-

plishment"
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It is important for a department head to be

able to recognize and anticipate problems that may arise.

The department head must be able to find solutions

anC have the ability to v¡in the confidence of co-workers.

Individr.rals who have been the most successful in

lead.ership roles possess definite personal characteristics.

These personal characteristics are:

1" A thorough knowledge and skill- of the

job responsibilities assigned

2" The ability to work with others--social

competence

3, An understand.ing and knowledge of the

dynamics necessary for effective leadership

4. A definite respect for onets own judgment

5. The ability to make sensible and fast decisions

after har¡ing considered several alternatives

6. The ability to design meaningful objectives

and the skitl necessary to put the objectives into effect

7. A thorough knowledge of organizational-

procedures in order that work goals can be completed

B. An understanding and knowledge of the

individuals who should be contacted in order to get

the job done
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9" The abilíty and will-ingness to delegate

responsibili-ty whenever necessary

10. Enthusiasm and motivation--a desire to be

successful and strong' interest in facilj-tating instruction

in order that good teaching and learning can be meaningful

and effective"5o

The individual employed as the business education

head shoul-d have a proper balance of the necessary

traits to be a successful leader. The person must

be sensitive to the feelings of others and at the same

time be helpful, consistent in dealings with others, and

firm in judgments and decision".5l

In addition to the educational requirements

and the necessary personal characteristics, the business

education head should be a professional educator. He/she

must keep abreast of all developments in business

education. Every department head should read professional

journals and attend and participate in professional

seminars, workshoPs, and conferences"

5 0__""Hobart H. Conover, Edítor: Admlgistratisn and
Supervision in Business Education" (Reston, Virginia:
-#National Business Education Association, I97B) , p. 202"

5t-- Ibid., p. 202"
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The good business education department head is an

active member of the profession and holds membership in

several professional organizations, both in business and

general education" A good department head is honest and

cooperatì-rze in all relationships with administrators and

is aware of responsibilities to superiors" The professional

life of a department head is one of continuous growth through

study in order to acquire additional- skil-ls in areas of

specialization" The business education department head

should accept all the responsibilities of the profession,

and should take pride in being able to provide leadership

in business education, and should strive to improve the

quality and standards of all business education progtr*=.52

A business education department head should have

an open mind. The department head must be willing to

share the department with his/her staff members and be

receptive to suggestions. fn order to have a strong

department there must be a feeling of unity among department

members.

52rbid", p" zoz.
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A department head is in the míddle of a

communications web which stretches in many clirecLj_ons

and his sensitivity to the needs of the people within

its range will have a large bearing on his effectiveness
53r_n Ëne loþ.

The v¡hole area of communications is subtle

and challenging" Some heads never comment, question, or

interfere, until- a crisis begins to 1oom, for example,

in the case of an inept teacher whose lack of skill is
causing concern among the other teachers in the departmenL..

A department head who retains close contact with each

member, through conversations, small meetings, and

follow-up inquiries about earl-ier situations, will be

able to avert trouble. On the other hand, a head who is
wrapped up in his own personal and/or academic wor1d,

unapproachable and seemingly uninterested in the

individual-s with whom he works, will definitely
encounter a series of negative incidents which stem

from a lack of direction and concern for staff
communication" With any hierarchy, even when the program

53*ittí.m G. Know, W, Kenneth Laircl, and. Nancy
Nable Vichert" Porver or Pawn: Leadership and the
De.partment Hea¿. --Fuaão : (profeGÏõñãT-oevelffient
Committee of the Ontario Secondary School Teachersl
Federation, L977). p" 30.
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is planned collectj-vely, there will be occasions v¡hen

cri'ticism, negative feedback r or disapproval '.'i11 be

inclicated" A leader who has kept close contact v¡ith

each person in hj-s department will find it easy to

speak frankly.54
It is possible for a head to learn communications

skills , if they are not natural to him, and -to apply

communications theories to every day situations " If

he/she does not bother with this area of human relations,

his/her effectiveness will be limited, because humans

are easily hurt and their usefulness is diminished.55

Dr. James Ga11agher56gu-r" the following advice

to principals to llse in selecting department heads:

I would advise you to select a department head
who is capable of dealing with a1I kinds of
educational situations; a person who is sincerely
interested in education, especially j-n their own
curricular area: a person who is loyal to the
school philosophy and one who is alvrays encouraging
the members of the department to improve their
teaching techniques"

He emphasized that all these qualities were most

desirable in a department head.

54rbid., p. 30.
EE
"rbid. , p. 32.
56

James M" Gallagher.
Of Department Chairmen" " New
18, 1977" p" 11"

"How To Make Better Use
Or1eans, Louisiana. January
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ROLE OF THE DEPART¡,frNT HEADS

"A -"heory of organizational behavior will also

finci it necessary to have concepts that 'chop up'

behaviour into the size manageable by and referable to

individuals""57 To meet this requirement most organ-

izaLions assign various roles to individuals, the role

being defined as the "manner in which a person actually

carries out the requirements of his position."5B

By examining rol-es within an org'anization and

how the role is perceived one can gai n insight into

the operation of the organization as a whole or discrete

departments within the organization. Applying role

study techniques to the schools, it could be stated

that the perceptions and expectations the business

education department head brings to his role as

leader will have an effect on the productivity of the

business education department and to the attitudes of

the other teachers serving in the department.

57c. Argyris, Persona-lity and organization. New
York: Harper Brothers, 1957" p. 242"

5BN. Gross, w. s. Mason, and A. w. McEachern,
Explorations in Role Analysis "and Sons, Inc., f958. p. l-4.

New York: John Wiley
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Jack Dunham59 cl-aims thar a major source of
stress for the department head is caused by the ¡middle

management' situation" He has found that marly department

heads have a need to perform quite considerabl_e administra-
tive duties against a background of a futl teaching time-
tabl-e" fnevitably this means much admin' is taken home,

which is to cut corners by leaving comp1ete11z, work of a

lower.priority--but this itsel-f causes dissatisfaction r¿ith

one ¡ s own performance. -

The business education department head is often
pulled in different directions by contradictory rol-e

expectations. This type of role-conflict occurs for the

head of department as he/she acts as an intermediary
between his/her department and others in the school "

The head of a department is at tines required to act as

a negotiator, and may feel vulnerable in this tboundary

situations. Dunham60 states that a department head has

to be a diplomat as cther heads of departments often are

very, very sensitive, when they think that anyone else
j-s encroaching on their department.

5 9gack
of Department¡ s
I978. p. 45.

Dunham, "Change and
Role" Educational

Stress in
Research 2I

the Head
:1, November

6orbid" , p. 46.
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Another type of diffi cul-ty occurs when a head

of a department is under pressure to perform tasks

seemingly be-longing to several dif ferent roles. These

may include being teacher of a subject, head. of a team of

teachers and tutor of the probationary teachers and

students. D,l.rham61 cl-aims that he sees the head of

a department as having, in addition to his administrative

role¡ âñ important pastoral role. He suggests that when

appointing a department head one should look for peopte

who, in addition to acadmic attainment and administrative

ability, were also capable of bringing human qualities

of sympathy or empathy to their work"

The rol-e of the department head in a secondary

school- is a complex and obscure one, Secondary school

teachers hold very differing views on the function of

the head of department, not surprisingly since the

reguirements of successful teaching are often ambiguous,

conflicting, and lacking in defj-nition. This role

ambiguity, observed by Musgrove and Taylot62 is not just

confined to teaching and schools but is found in all

6lrbid., p. 45.
62r" Musgrove and. P" H. Taylor,

Teachers Role, London, Routledge and
p" T0'"

the
Kegan Paul,
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professions and organizations according to Andersonr63

and is caused by lack of information concerning an

individual's job, its goals and how to accomplish these

and his own personal goals " Such ambiguity resul-ts

in anxiety, job dissatisfaction feelings of futility

and mistrust of colleag'ues "

fn L977 the Professional Development Committee

of the Ontario Secondary School Teacherst Federation64

described the roles of the department head in the

following wa)¡:

@. For the head teacher, cJ_assroom

teaching must be of a very high quality; expertise

becomes the basis for leadership. The head who neglects

his o\^/n classroom performance creates a lack of creclibility

in his fitness to lead. Acadmic excellence is a pre-

requisite to teaching expertise.

Leader of the Depaftment. Leadership means dealing with
people. In order to build rapport and a good working

relationship with department members, the head must try

to understand their perceptions. With understanding

63,:. G. Anderson, BuEqaucracy in Education,
Baltimore, John Hopkins erãsn-196ã" p" 36 .

6 4--"'Knox, Laird, Vichert, op. cit., p.6.
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comes a real-zat-ion of the type of approach which will_
work- best in supervising and motivating the staff"
Evaruator of teaching performance=_ The head must be

cognizant of the nature of effective teaching and also
of the methods which produce effective teaching. By

adopting the attitude of evaluating ancl helping
rather than merely assessing, the head can build a

positive relationship with the teacher. A great deal
of sensitivity on the part of the heacl is needed to
build an effective helper/supervisor relationship"
lulember of_ management team, As a member of a council of
heads, the department head is frequentty called upon

to offer advice to the school admi¡ristration about the
operation of the school" To plan an effective role
here, the head must realize that he is now concerned

primarily with the good of the school (or the system)

as a whole, and may indeed have to agfree to a course of
action which is beneficial to the schoor in general,
but may be slighly detrimental to the operation of his
department in parÈicular.

Member of the staff. All staff members have the duty

policies of the

other teachers

of adhering to and promoting the general

school. The head should be perceived by

to be a positive force on the staff"

!-j*¡::'fÌ {1.- .-

ut,ilì/i-.i_.li5ir
tF
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nepartment spot<esman. By exhibiting an affirmative
attitude towards the department and its teachers, the

head can develop a very positive regard for the department

amongi staff, community and students" Tt is easy to

adopt such an attitude when the department is well-run
and the teachers are content and involved"

DUTIES AND RESPONSTBILTTTES OF BUSINESS

EDUCATÏON DEPART¡4ENT HEADS

Morton Tener65 states that one of the primary

functions of the business education department chairman

is budgeting due to the expensive equipment in this
department "

Another actívity of the department chairman

recognized by a majority of the writers as being important

is the i-mprovement of the quality of instruction.
David Satlow66*akes the following suggestions

which might be consiclered as a means to improve j-nstructi-on:

A significant phase of the work af the
department head is that of facilitating instruction.

65Motto.,
Budget, " Business

Tener, "Ho\r' to Prepare a Departmental
Education World, XLV (November, 1964).

66--I" Oavid Satlow, "'Ihe Work of the Department
Head: Facilitating Instruction"" Business Education
World, XL (January 1960), p. 23"
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The classroom teacher who is l:usily engaged in
meeting class after class throughout the day needs
and wel-comes assistance from a person who is
rel-j-eved of part of his teaching program for the
purpose of integrating the efforts of the department
members" Moreover, by virtue of his experience.
the department head-*is or should be--in a position
to view various aspects of the teaching--learning
situation in re1ation to a totality.. "

To head off such a situation, the department
head will devote time and effort Loward effecting
a common philosophy among the department members
so that a fused point of view will emerge. By
availing himself of the ri-ch possibilities of
democratic participation, the department head
can guide the staff members in the give-and-take
of group discussion, with the gradual emergence
of a consensus that leads smoothly to the
formulation of common instructional objectives"

It appears that Satlow considers the job

of the department head essentially that of improving

instruction "

According to Anderson and Van Oyke,67

Unless the school is wÍlling to give
him time for research, classroom visitatíon,
preparatj-on of instructional materials, and
other supervisory functions, it is unreasonable
to expect any substantíal instructional
leadership from him"

l,inder6B also discusses freeing the department

head from some tea.ching activities in order to enable

him to be most effective in instructional improvement.

67And"r=on and Van Dyke, op. cit., p. 308.
68_ .""Linder¡ op. cit"o p. 56.
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Clement69 further suggests exempting the

department head from actual teaching time and lists

the chairman.rs responsibitities as inspiring, supervising

and gui.Jing teachers as well as providing facilities

for the best in curriculurn and. methods " He also

emphasizes that the department head should not be

a narro\^z subject-matter specialist"
Austin and Fren.h70 claim that many department

chairmen have been successful leaders in improving

instruction in their deparbments even though many

carry heavy teaching loads in addition to detailed

clerical work. They also claim this problem coul-d

be lessened if clerks relieved the department heads

of aclministrative duties and teachers relieved them

of the heavy teaching load.

In L964, the AbboLtTl study was undertaken to

determine the du'ties performed and responsibilities

assumed by the chairmen of d.epartments of business

education in public secondary schools of Illinois"

6 gcr.*.rrt, op. cit. , p. 49 "

TOoavid g. Austin, Will French.
Hi_gh School Administration: Policy and
(3rd ed"; New York: Holt, Rinehart and
p" 165 "

American
Practice
ffiffiã, Ls62)

7r_'*Angelo V" Abbott, "The Role of Business
Education Department Chairmen in Illinois Secondary
Schoo1s, " tletional Business rd 'XXXIII (Spring, 1965), p. 35"
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A questionnaire that was returned form 107 public

secondary schools in Ill-inois provided data for the

study. abbottT2 conclud.es that "d.epartment chairmen

do not participate as actively as would be desired in
the seiection, retention and dismissal of departmental

personnel. n'

In his study in L952, Goldst"irr73 attempts to

determine the actual duties performed on the job by

"good" bnsiness education department heads in the

secondary schools and to establj-sh the relaLive

importance of these duties " The results of his

study reveal that certaj-n activi ties are understressed

and o'thers overs'tressed" For example, he reports

that too much time is devoted to clerical duties,

whereas not enough time is devoted to budgetary matters.

In Lg66 Stern's74 study found that the

department head was reported to have acted, both

effectively and ineffectively, most frequently to

7ztbía., p. 25.
73-Edward H. Goldstein, "The Significance of

The Business Education Department Head in Selected
Public Secondary Schools" (unpublished doctoral
dissertation, Teachers Co1lege, Columbia Universityn
L952) | Digest of Doctor of Education Projectsn p" 299.

7 4-_''Hans George Stern, "The RoIe of 'bhe Secondary
School Department Head in the Tmprovement of Instruction"
Unpublished doctoral dissertation, University of
California, Los Angel-es, L966. Dissertation Abstract.s
XXI/II" P" 22.
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secure essential services frorn individuals; and l-east

frequently to formulate purposes and objectives"

The CtarkT5 studlz done in Alberta su.pports

the above research as the Clark study also reveals that
the actual duties performed by department heads occurred

with the greatest frequency in the area of communication

and coordination of all aspects of the department.

Provision of materials, supplies and equipment was

the second area of greatest frequency"

Dr" James GallagherT6=.rggusted at a conference

to principals that the fol-l-owing responsibilities should

be assigned to department heads:

A. Curri-culum

1" Observation of teachers for the improvement of
instruction

2. Establish department goals and objectives

3" Encourage department innovations

4. Updating courses of study

5. Develop a list of resources for school and
department use

B" Budget

1. Prepare, present and implement a realstic
budget for the department

75clatk"¡ op. cj.t., p. 153.
76curl-rghero op-. cit., p, 19.
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C. Personnel

1. Assist in the interview of new department members

2.. Recommend teaching assignments to ensure equaritlzof work

3" Provide guidelines for the placement of student
teachers, educational aids

4. Encourage staff participation in professional-
education activities

D. Management

1. Submit requests for repairs, alterations and
improvements in the depatment area

2" Verify the receipt of equipment and supplies

3" Establish an effective means of inventory
4" Aid substitute teachers

6. Submit reports and keep accurate records of
department meetings

E" Administration

1. Assist the guidance department in the placement
of students in department programs

2" Meet with parents to discuss the department
program

3, Coordinate the function of the department with
other school operatj_ons

4" Maintain records and submit periodic and special
reports

F" Professional Growth

1" Encourage staff membership in professional associa-
tions

2" Participale in group activities such as workshop
inservice prog'rams , seminars , etc "
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G" piglrict_or !"ivision obligations"

1" Attend and pa::t.icipate in district meetings
and activities

2" Aid in the development of the course of
curriculum study or guide

Irene sch-indler77 states that in a secondary

school a business department head has a number of

routine responsibilities inherent in the position"

These are the day-to-day or periodic duties essential

to a smooth functioning of the department" Some of these

"nitty-gritty" or "nuts and bolts" admini-strat.ive

duties are:

1" Requisitioning books, supplies, equipment,
and repairs

2" Distributing books, supplies, and equipment
to staff

3" Instructing and supervising teachers
concerning the collection of fees

4. Providing an accounting of school property
at the end of the year or as needed

5. Promoting the use of the library and
audiovisual aids by all department personnel

6 " Arranging for the sponsorhip of activities
and special projects for which the department
is logically responsible

77
Irene Schindler. "Responsibilitíes of a Business

Education Department Head in a Secondary School" Administration
and superviúon in Business Ed.ucaÇion. Reston, virõTñIa..-.-
NationãI eusiñess Education Association . L978. pp. 23L-232.
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7 " Bval-uating textbooks and materials for
adoption

B. Holding conferences with students, parents,
and teachers

9" Holding conferences with publishing, machine,
and audiovisual representatives

10" Devising security precautions for equipment
and supplies

11- preparing budget estimates for the department

L2" Initiating and,/or cooperating in theapplication for federal and state_funded
proj ects

13" Articulating work with business departments
of other schools

L4. Carrying out directives of the school
administrators 

"

No matter what the job description says

or how diverse, complex t or demanding the duties and

personal interactions (on all levels--internally and

externally), a business department head in a seconclary

school- is an educator"..an educator who continually
performs as the three-in-one person whose functional
output includes administrationf supervision, and

. 78reacnl-ng.

7Btbia.., . p. 232.
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In a 1975 study on department heads in the

Winnipeg School Division Rose*..r79 found that the

iiüinnipeg department heads indicated that the position
of department head provided a very superficial
responsibility" The overwhelming concern of the

department heads ¡ orr the basis of thej_r replies,
indicated that they felt that they lacked real
responsibility" In many cases, there were indications
that administrative attitudes were such that, having

given a person the t.itle of department head, that
person should be content to enjoy the titl_e and extra

stipend that came with it.
The department heads were well aware that

the responsibilities of department heads were delegated

by the principals, and ivell a\^/are of the ambiguity in
the Code of Rules of the \dinnipeg School Division
regarding the responsibili'Lies of the department head.

A ni-rmber of heads indicated a need to rewrite that
particular section of the Code of Rules j_n order to
clearllz state, for all to be aware, the duties of the

department head. B0

79
Norman Roseman "A Study of Department Heads

in The Winnipeg School Division #1." Winnlpeg, Manitoba.
October, 1975" p" 68.

ÈôIbid., p. 70"
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The depar:ment head, by involving the staff

fully in department leadership, will herp to build
essential high moral-e, pride in professional excellence,

and the harmonious team relationship necessary for

successful departmental- operation and growth" To this
end, it j-s mandatory that the department l-eader be

readily accessibl-e to staff and students--regardless

of how this visibility may interfere with the completion

of routine work--to act as listener, confidant,

clarifier, subject matter and. resource consultant,

teacher, traíner, human relations expert, and so on"

Equall1z important, to the degree possible, is

the involvement of department staff in the general

admj-nistrative needs and delegation of duties pertinent

to accomplishing these plans " Many department duties

and responsibilities overlap the functions of a line

officer and staff member and do not fit neatly into a

particular category at al-1 time". B1

B1
SchindÌer., op. cit", pp" 224-225"
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SUMMARY

A review of the literature has dealt with

books, doctoral dissertations, master I s theses, and.

opinions expressed in current periodicals related to this

study. The major conclusions of the related literature

reviewed by the research are summarized below:

1" Only a limited number of studies have

been undertaken to date to attempt to determine the

business education department heads t duties and

responsibilities, and only a small number of this
group were Canadian studies.

2. Although several reasons have been cited
for the introduction of department heads, the most

outstanding one is that due to the increased high

.school enrollment and expanded curriculum, the

princípals needed assistance for their supervisory

and administrative activities.
3. There is a great variety of methods of

selecting a department head"

4. The d.epartment head is usually selected

by the principal,
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5 " There appears to be little indication that a

written job description is provided j-n most schools.

6. An experienced, successful teacher in the

subject area seems to be the most desirable qualification
for a business education department head to possess"

7 " "Leadership ability" appears to be the

second most important qualification for a department

head to possess.

B. Adminj-strative ability is considered to
be an important qualification for a department head

to possess.

9 " In addition to the educational reguirements

and the necessary personal characteristics, the business

education head shoul-d be a professional educator.

10. Every departmeni head should read professional
journals and attend and participate in professional

seminars, workshops and conferences.

11" Eve¡:y department head shou,l.d hold membership

in several professional organizations.

12" The department head is caught in the middle

of a communications web which stretches in many directions.
13 " The business education department head is

often pulled in different directions by contradictory role
expectations.
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L4" Th. role of the department head is a

complex anci obscu-ce one.

15. In order to be a successful business

education department head a good relationship must

be established with co-workers.

16" The literature suggests that in a secondary

school a business department head has a number of routine
responsibilities inherent in the position

17 " Studies have shorvn that the

the department heads are administrative,
ancl instructional in nature. yet, these

are not mutually exclusive of each other.
are overlapping in nature"

duties of
supervisory

three roles

The roles

18. The literature reviewed signifies that the
department head lacks adeqi:ate time and authority to
carry out his/her role effectively and efficiently.

19 " The research showed that the position of
the department head provides a superficiar responsibility
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CHAPTER TII

PROCEDURES

fntroduction

This chapter incorporates an explanation of the

events which led to selectj-on of this topic for study

and the procedures and methodology employed in its
completion.

The Develcpment .of the Study Topic

Preliminary investigation of the literature
after examination of the Business Educati-on Tndex and

The Education Index revealed that some research had been

undertaken in the area of department head duties and

responsibilities, but that no such research had ever been

attempted at the masterrs or doctorrs levels in business

education in the Province of Manltoba"

The investigator became interested in doíng

research in this topic while enroll-ed j-n an intersession

class at the University of Manitoba. The course was

Topics_in Curriculum: Business Educatlon (81.706 and

81.707), in which grad students reviewed research in
Business Education and identify areas in the discipline
that needed further investigati on. The course was under the

direction of Dr. George Porozny, Facul'Ly of Education.
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The writer discussed the feasibility of this
topic for thesis potential with her major advisor who

encourag'ed her to continue her investigation.
A thesis topic proposal was prepared and presented

to the major advisor for tentative approval. After
further discussions, suggestions and revisions the

thesis proposal was presented to the lvriter t s graduate

evening schoor class in Business Education during the

first semester , L97g/80. This class was composed of the

busíness education graduate students at the pre-Masterrs

and Masterrs level in Business Education, Mapy useful
suggestj-ons v¿ere made at this evening class and d.ue attention
was paid. to these in subsequent revisions of the proposal.

Selection of Participants

Miss Isabella Dryden, Consultant in Business

Education for the Province of Manitoba assisted the

writer in identifying t.he schools that had designated

business education d.epartment heads. rn a few instances

where the Deparl-ment of Education records did not

indicate that the school had a department head, the

principar of the school was contacted in order for the

writer to locate all designated department heads.
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In order to determine whether any agreement could

be found among department heads regardinE their functions,

an analysis of the literature regarding department heads

was made. From this reading has come meaningful data

from various sources.

The writer's investigation revealed that thirty-

four school-s in the Province of Manitoba hao designated

Department Heads " The writer discovered that five of

the schools had rotating department heads and decided to

use all the teachers t.hat had served in a rotation position

as department head and were stil1 members of the business

department staff of that particular school.

In addition to the above it was decided to use

three depa.rtment heads that had resigned from their

department head position recently, but v/ere still- on

staff in their business educatj-on departments " By

using the department heads that had resigned, and those

that had served in that capacity on a rotation basis, the

total of department heads surveyed would be forty-four.

The invest.igator believed that the experience the teachers

had received in their position as a business ed.ucation

department head woul-d be extremely valuable and should be

included in the data" The questionnaire would be mailed

to forty'-four different teachers in thifty-four schools.
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The Questionnaire Instrument

Job descriptions for department heads from

several- school divisions \^/ere studied as well as

valuable information gained through conversations with

various educators. Based on these, a survey questionnaire

\,vas designed and re-designed several times. The survey

questionnaire was presentecl to Dr" George Porozny and

later to Miss fsabell-a Dryden" Many useful suggestions

were made and the questionnaire was again revised. The

survey questionnaire was presented to an evening class

at the University of Manitoba which was under the direction

of Dr, George Porozny. The students studied the questions

carefully, tested them for understanding and made further

suggestions. The questionnaire \.'üas revised once more and

finally approved by the writer's major advisor. An

attempt was made to make the questions clear and also give

department heads an opportunity to make additional comments

and suggstions"

The questionnai re used in this study is found

in the Appendix of this thesis. It was divided into three

parts. The first part attempted to gain a current picture

of the persons in the department headus position'

looking at the number of years they taught, the number
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of years spent as department headr âs well as the number

of people in the department, and the type of school_. An

attempt vzas made in t.he data to discover whether department

heads had release time for their duties and if so¡ the

amount of time they received. Also an effort was macle to
find out the qualifications of the department heads and

how they were selected"

The second part of the questionnaire was divided

into seven separate categories. A total of forty-four

functions were listed under the following headings:

Curriculum, Textbooks, Professional Development,

Personnel, Publ-ic Relations and Administration.

The third part of the questionnai re asked the

department heads ',vhat the major strengths of their position

was, as well as requesting 'bhem to give the major weaknesses

or .limitations of their position as Business Education

Department Head. The last question requested the department

heads to make additional comments about duties and responsi-

biiities of the department head"
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The following principres were followed closer w

by the writer when she constructed the guestionnaire
instrument which was used for this study,

1. An attempt was made to convince the
respondents that the problem chosen was important enouqh

to justify their assistance in contributing their
experience and expertise,

2. The author weighed the advantages and

disadvantages of using the questionnai-re method to
gather data, before it was finally utilized.

3. Literature relating to questionnaire techniques
\,üere reviewed many times with a view to achieve refinement
and quality in the instrument.

4. The questionnaire contained only the essential
items, thereby preventing it from becoming too lengthy.

5 " Every attempt was made to express each question
with clarity and precision.

6. The questionnaire was so designed to make the
task of replying simple and easy as possible.

7 " The writer had the questionnaire revised
several times before it was finally mailed out.

B. The writer had the questionnaire tested
by an evening class of s+,udents before the questionnaire
was mailed out-



62

9" The author showed considera'-ion for the

persons involved in the survey by not disclosing their

identity.

10 " The questionnaire accompanied a letter of
transmittal, which explained the nature and purpose

of the study.

11" The questionnaire was followed up by a

reminding l-etter to increase the rate of r.trrrrr="82

Collection of Data

The questj-onnaire was mailed on March L2,

1980" The respondents were given approximately three

weeks to return the completed questionnaires. A letter
of transmittal accompanied the questionnaire which

explained the nature and purpose of the study undertaken.

It also indicated, that the names of the responding

department heads would be confidential and each question-

aire was identif ied only by number. The v¡riter incl-uded

a pe::sonal note informing the receiver tha't the writer
would appreciate the input of their expertise and experience.

B2
Mouly, Georg,e J., The Sciences of Educational

$eqqarch, Van Nostrand Reinhold Company, L970 "
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A stamped, self-addressed envelope was included.

By the end of March thirty-two questionnaires

were returned" on the Bth of Aprit a reminding letter
was maired to the twel-ve department heads who had still
not returned the questionnaire. By April 23rd, 9I per

cent of the questionnaires were returned.. The investigator
phoned the four department heads that had not responded.

ancl reguested to have the questionnaires completed and

returned" By the end of April forty-two or 96 per cent

of the questionnaires were received,
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CHAPTER TV

FINDINGS

fntroduction

This chapter presents the data obtained from the
forty-two business education department heads in the public
high school-s in the province of Manitoba regarding the
duties and responsibilities of business education department

heads as perceived by them. A totai of 42, or g6 per cent,
of 44 business education department heaos returned the
questionnaire.

The resul ts of the questionnaire are presented in
tables and narrative Íncluded in this chapter.

Percentages are based upon responses from 42

business education department heads. The 42 returns is the
data base of 100 per cent used in reporting the information
in ta.bles.

This chapter is divided into three main sections.
The first responses are discussed under General fnformation.

The second section investigates each department

head function under seven different sub-headings. These

are: Budget, curriculum, Textbooks, professional Develop-

ment, Personnel, Fublic Relations and Àdrninistration"

The third sect-ion gives details about the major

weaknesses or limitations of -uhe department head position.
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TABLE 1

DISTRTBUTTON OF FOUR DTFFERENT CATEGORIES OF
SCHOOLS IN MANTTOBA THAT HAVE BUSTNESS

EDLTCATION DEPARTI4ENT HEADS

Type of
School

No. Percentage

Sen-ior High

Regional Comprehesive

Junior-Senior High

K_12

ZJ

6

5

0

67 "6

17 .1

14 "1

00 " 0

Total 100 " 0

The majority (67.6 per cent) of the department

heads are serving in senior high schools. Almost eighteen

per cent of the department heads are employed in regional

comprehensive schools. The minority are emproyed in junior-

g;enior high school-s (I4 "7 per cent) " The data reveal_ed that

no business education department heads were employed in the

K-12 schools"

34



66

DISTRIBUTTON
FULL TTME

TABLE 2

OF BUSINESS TEACHERS WHO
rN THE BUSTNESS EDUCAT]ON

IN MANITOBA SCHOOLS

WERE TEACHING
DEPARTMENT

No" of
Schools

No. of full tirne
Bus. Ed. Teachers Total Percentage

2

7

I2
4

2

]
6

2

J

4

5

6

7

oo

4

2L

48

20

L2

7

/1 0TU

)q

13.1
30.0
L2.5

1Ê

4"4
30"0

Total 34 160 100.0

The data revealed that there r,^/ere a total of 160
teachers teaching full time in those Manitoba High schools
that had designated department heads " CnJ-1' two schoois
had two teachers teaching in their department. Twelve
schools had four full time teachers in the depal'tment.
Six schools had eight (30 per cent) teachers in the
business education department.
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DTSTRIBUTION
PART-TT¡4E

TABLE 3

OF BUSINESS TEACHERS WHO
IN THE BUSINESS EDUCATTON

IN MANITOBA SCFiOOLS

WER-E TEACHING
DEPARTùIENT

No" of
Schools

No" of part-time
Bus. Ed. Teachers Total Percentage

t_B

o
O

4

3

I

0

1

2

3

Aq

0

B

Õ

9

4

qt o

23 .6

li " B

ooo.o

)a

T'otal 34 t00 " 0

More thran half (52"9 pei cent) of the schools

did not have any part-time staff in the-ir business

education department" Eight (23.6 per cent) schools had

one part-time teacher in the business department while

four (11-.8 per cent) had two part-time teachers.

One (2"9 per cent) school had four part-time teachers

employeo in the business education department.

29
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TABLE 4

DTSTRIBUTION OF TEACHERS
TRATNING IN

}IÀNITOBA

WITH BUSTNESS EDUCATTON
THÏRTY-FOUR
SCi{OOLS

No" of
Schools

No. of Teachers with
Bus. Ed" Training Tota l- Percentage

2

7

I2

4

)

I

6

2

3

4

4

5

7

Õ

4

2I

+t1

16

IO

7

4B

2.6

13.6

3L"2

10.4

6.5

4.5

3r"2

Total 34 i5 ¿I 100 " 0

The study reveal_ed that there were a total of

L54 teachers with business education training in thirty-four

Manitoba schools. Only two schools had a total of two

(2"6 per cent) teachers with business education traininE.

Twelve schools had four (3I"2 per cent) teachers with

business training in their department" Six schools hacl

eight (3L"2 per cent) trained teachers in business

education -
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TABLE 5

DISTRTBUTTON OF STU].IEì'JT ENROLL}4ENT IN THIRTY-T'OUR
MANITOBA SCHOOLS THAT HAD BUSINESS

EDUCATION DEPART}ffiNT HEADS

School
Population

No" of
Schools Percentage

200-300

301-500

501-700

701-1,000

1,000 or more

1

5

l

13

ö

2.9

L4 "1

20 "6
.)0 2

1a q

Total 100"0

Table 5 indicates that the largest number of

department heads were employed in schools with the largest

populations. Thirteen teachers (38"3 per cent) were

employed ín schools with an enrol'lment population of seven

hundred to one thousand students. Another eight (23"5

per cent) department heads were employed in schools that

had a population of more than one thousand students. OnIy

one (2.9 per cent) had been employed in a school with a

population between two hundred and three hundred students.
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DISTRIBUTION OF HIGH SCHOOL PROGR.AM PATTERNS OFFERED IN
EDUCATION IN THIRTY-FOUR MANITOBA SCHOOLS WHICH

HAVE A FULL TI},TB BUSINESS EDUCATION
DEPARTMENT HEAD

10

No. of Schools No" of Patterns
offered

Percentage

6

l9

7

1

1

4

3

2

I

0

L7 .7

55.9

20"6

')ô

to

Total 34 100 " 0

There are four patterns offered in business educatì on

in the P::ovince of Manitoba. Tl'lese are: Accounting, General

clerical_, secretarial, and Marketing" Nineteen (55"9 per

cent) schools offered three patterns within their departments.

only six (I1 "l per cent) offered all four patterns within

their d.epartment. It is interesting to note that one school

clid not offer any patterns in business education. Although

this school did have a business education head, it provided

only op*.ion subjects in the business education course"
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DTSTRIBUTTON OF SELECTION
HEAD AS PERCEIVED

EDUCATTON

TABLE 7

PROCESS FOR POS]TION OF DEPARTMENT
BY FORTY-TWO BUSINESS

DEPART¡,ENT HEADS

Method
Head

of Selecting Dept"
to the Position

No" of Bus" Ed"
Dept" Heads Percentagle

Academic Preparation

Seniority

Rotation

Appointed by Principal
Appointed by Superintendent

Elected by Members of the

Department

2

I

5

22

11

t

/rO

1A

11. 9

52"3

26 "2

)à

TotaI 100 " 0

A variety of ways are used. to serect a cìepartment

head. rt should be noted that more than three-quarters
(78"5 per cent) were appointed by one of the senior
administrators; superintendent or principal. only one

(2 " 4 per cent) tra¿ been elected by members of the depart_
ment. only one (2"4 pe:: cent) had been appointed on the
basis of seniority"

,1 a
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TABLE B

F.ELEASE TIÌ"E FROM CLASSES FOR FOR.TY-TWO
BUSTNESS EDUCATION DEPARTMENT HEADS

IN MANITOBA SCHOOLS

No" of Dept"
Heads percentage

Yes

No

27

15

64"3

35 " /

Totaf 100 " 0

The data indicated that armost two thirds
(64"3 per cent) of the business education department
heads received rel-ease time from their department duti es
v¡hile fifteen (35.7 per cent) did not receive any extra
time from their teaching duties.

42
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TABLE 9

DISTRIBUTION OF RELEASE TI¡,ß FROM TEACHING FOR FORTY-TIVO
BUSTNESS EDUCATION DEPARTME.NT IIEADS

IN THIRTY_FOUR MANTTOBA SCHOOLS

Percentage of
Release Time

No. of Dept.
Heads Percentage

1

6

tl

I6

2L

nil

5

10

15

20

25

l5

2

6

9

5

5

35 "7

4.8

14.3

)1 ¿.

r1" 9

11" 9

Total 100 " 0

Fifteen (35"7 per cent) did not receive any

release time from classroom teaching. These department

heads carried the same teaching I oad as teachers within

their department and had to do their department administration

work in adoition to a full- teaching responsibility.

42
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TABLE 10

ADDTTIONAL REMUNERATION RECETVED BY FORTY_TWO
MANITOBA BUSINESS EDUCATTON DEPART¡4ENT

HEADS FOR THE]R POSTTTON

No " PercentagTe

rg5

No

36

6

85 "7

14"3

Totaf 100.0

This study found that the majority of the business

heads received additional remuneration for their position.
Thirty-six respondents (85.7 per cent) indj-cated that the
heads in these schools received additional compen.sation,

while six (14.3 per cent) did not receive any additional-
remuneration for acting as a department head.

42
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TABLE II

DISTRIBUTION OF REMUNERÀTION RECEIVED
BUS]NESS EDUCATION DEPART¡4ENT

Ii\] MANITOBA SCHOOLS

BY THIRTY-SIX
HEADS

Amount
No. of Dept"

Heads Percentage

s200-ç299

300-$399

400-$499

s00-$s99

600-$699

700-ç199

800-$899

900-$1,000

I,000 and over

6

4

t
2

6

6

3

2

6

L6 .7

11" I

2"8

5.5

L6 "7

L6.7

Õ"J

5"5

L6.7

Total- 36 100.0

The data

received a sum of

remuneration for

department head.

indicated that six (L6 "7 per

one thousand dollars or more

doing the work of a business

cent)

of add.itional

education
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TABLE 12

NUMBER OF EIJSI}lESS EDUCATION DEPARTMENT ITEADS WHOSE SCHOOLS
POSSESSED CLEARLY DEFTNED JOB DESCRIPTIONS

FOR Ti{EIR POSITTONS

Job Description
Available?

No" of
Dept. Heads Percentage

f 7ô c
,z ur

No

Did not indicate

19

22

1

45

52

2

"2

A

¿.

Total 42 100.0

A majority of the

heads (52 " 4 per cent) in

not har¡e job descriptions

a significant number (45.

descrì ption.

business education department

the Province of Manitoba did

avail-able to them. However,

2 per cent) did have a job
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TABLE 13

YEARS OF TEACHTNG EXPER]ENCE PRIOR TO APPOINTMENT
AS BUSTNESS EDUCATTON DEPARTMENT

HEAD

No " of Years
Experience

llo. of
Department Heads Percentage

I

4

7

t0

13

]6

IB

3

Ê.

9

l1J-L

15

IB

or nore

4

16

1B

1

2

I

0

qq

?o 1

Aa o

2.4

/1 O

)A

0.0

Total- 100.0

Four-fifths (80"9 per cent) of the business

education department heads had between four and nine years

of teaching experience before their appointments. OnIy

one (2.4 per cent) had more than seventeen years of

teaching experience. Four (9"s per cent) had less than

three years teaching experience.

42
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TABLE I-4

NUMBER OF YEARS EXPERTENCE AS BUSINESS DEPARTMENT
EDUCATION HEADS IN MANITOBA SCHOOLS trOR

FORTY-TI^IO BLISfNESS TEACHERS

No. of Yea.rs
Experience

No" of Dept"
Heads Percentaqe

1-3

4-6

7 -9
10 12

13 15

l_6 18

18 or more

1B

L4

5

')
J

1

I

L)q

)) ')

l't o

7.L

't /1

)A

00.0

Total 42 100.0

Three quarters (76.2 per

held their positions for six or
(2"¿ per cent) held the position
sixteen years.

cent) department

less years " Onty

for more than

heads

one
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DTSTRIBUTTON OF
BY FORTY-TWO

TABLE 15

THE HTGHEST ACADEMIC QUALIFICATIONS HELD
BUSINESS EDUCATION DEPARTMENT HEADS

rN TYANITOBA SCHOOLS

Highest Educational-
Attainment

No" of Bus.
Ed" Heads Percentag'e

Business Education
Certificate

B" Ped.

B " Ed. (New)

B " Ed. (Old)

Pre-Masters

M" Ed"

Other

T7

6

I
l0

4

I
J

40.5

14. 3

2.4

¿J"ö

9"5

)¿_

7"L

Total 100 " 0

The data indicated that seventeen (40.5 per cent)

of the business education department heads had a Business

Education Certificate" Only one (2"3 per cent) had a

certified M" Ed. degree. Three (7 "I per cent) indicated

other" One of these held a Bachelor of Conmerce degiree,

another had obtained a Master of Arts degree, and the third

indicated a Bachelor of Science degree from an American

University "

42
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.n,t ld. I sis of Business Eduqation H=gÉl_.ç!.g.s (BUDGET)

The clata in this table indicates that the
business education department heads highJ-y agree that
they should order department supplies and equipment.
only one department head was not doing this task. Ar-t
department heads (I00 per cent) agreed that they should
be doing this function"

The tabre shows that a little over three-fifths
(6r-g per cent) were revi-e-¡ingf invoices for accu.racy and
approved the invo'ces fo' payment however, a r_ittle over
three-quarters (76 "2 per cent) indicated that they should
be doing this task.

Only thirty-five heads submitted requests for
repairs and improvements howevero alr forty-Lwo (100
per cent) indicated that this shoul-d be done.
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Anal-ysis of Business Educat-lcn___æpartment Head Functions
(Curriculum)

The results revealed. that only twenty_three
(54"8 per cent) actu.ally devel0ped a phil0sophy for
their department" i-iowever, thirty-f ive ( 83. 3 per cent)
of the forty-two departmen.t heads responded that they should
develop a philosophy for their department"

Only twenty_one out of the forty_two
respondents indicated that they did determine course
offe::ings, and course sequences" V/hile thirty_five
(83.3 per cent) out of forty-two respondents indicated that
they shourd determine course offerings, and course sequences.

The data indicated that twenty_four (57.I per cent)
heads explained department offerings to feeder schools
while thirty (1I"4 per cent) indicated that they should
be explaining department offerings with feeder schoor-s,
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ANALYSIS OF BUST}ÌESS EDUCATION DEPART}4ENT HEAD FTiNCTIONS

(Textbook-)

There were six textr¡ook functions considered.
Ã very high percentage of respondents (90.5 per

cent) jndicated tha.t they interviewed sales representatives
to learn about up-to-date office equipment.

While still- a higher percentage (97 "6 per cent)

shorved that they should do this particular function 
"

The data indicated that the department

heads were divided on the question of distribution
of textbooks to the s-uaf f members. A little over

hal-f of 'Lhem (54"8 per cent) did distribute textbooks,
whil-e only a few more indicated that they should (59.5

percent) 
"

With regard to the question of selecting
the actual- textbooks used the business education

department heads showed that they were not in
agreement with the function" Half of the respondents

indicated that they did do the task and only
about sixty per cent showed that they should

distribute the textbooks to the staff.
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ototAnalysis Of Department Head Functions,

(Professional Development)

There were four functions to be considered in
regards to professional development. A very high

percentage (95"2 per cent) of the respondents indicated
that they should encourage staff attendance at conferences,

workshops, inservicen etc" It is interesting to note

that all the respondents (100 per cent) agreed that this
function should be done. However two of them were not
carrying out the function.

The majority also agreed that they should assíst
in planning inservice programs" The data showed that
only twenty-four (57"1 per cent) of the respondents showed

that they developed and maintained a professional depart-

ment library however, a large majority (Bl per cent) said

that this function should be done
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Analysis Of Departmen+, Head Functions (Personnel )

There were eight functions listed under the headi_ng

of personnel- A very high percentage (g1.6 per cent)
of the department heads indicated. that they presided. at
department meetings " only one department head d.i-d not
preside at department meetings. This respondent

said t-hat the members of the d.epartment took turns in
presideing at the meetings. rntersting to note, that
all respondents (100 per cent) indicated that the

business education department head shoul-d preside at t.he

departmental meetings.

Only fifty per cent of the respondents assisted
in the selection and hiring of new teachers for their
department. However, the data indicated that a very
high percentage (92"9 per cent agreed that they shoul_d

be responsible for assisting in the selection and. hiring
of new business education teachers.

It appeared that the department heads want to
be able to participate in the process of selecting
new staff members for their business department.

The respondents showed a high ag:reement on the
orientation of new teachers within their own department"

The respondents indicated a high agreement on instructing
and assisting substitute Leachers,
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A littte over half of the department heads (57 "2

per cent) indicated that they participated in recommending

department teaching assignments" Int.eresting to note that

a high percentage (85"7 per cent) said that they should be

doing this function"

Only one fifth (2L"4 per cent) of the respondents

observed the teachers through classroom visitations "

The data showed that only three-fifths (59"5 per cent)

of the department heads felt that they should observe the

teachers through visitations.

Table 20 indicated that eleven (26.2 per cent)

evaluated the performance of the tea-chers in their own

department and that only twenty-three (54.8 per cent)

showed that this should be done by the business education

department heads.

A very high percentag:e (90.5 per cent) showed that

they should assign student teachers to staff members"

There was a high agreement (92"9 per cent) that this

function should be performed"
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Analvsis Of Business Education Department Head Functions

(Public Relations)

There uiere four public relations functions listed

under this heading.

A tittle over half of the respondents (57.1 per

cent) replied that they did recruit business people in

the community to act aS resource persons" Almost three

quarters (7L.4 per cent) of the department heads

agreed that this function should be done.

There was a very high agireement on the function

of acting host to visitors to the department. Interesting

to note that (90.5 per cent) \'vere doing this function and

the same percentage (90.5 per cent) agreed that it should

be done"

very little agireement was indj-cated in doing follow-

up st.udies on recent graduates" only five (11.9 per cent)

showed that they did follow-up studies on graduates.

A little over half of the respondents (57.1 per cent)

agreed. that this function should be carríed out by the

department head.
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nctions
(Administration)

There were nine functions listed under the head.i-ng

of administration"

Less than half (42"9 per cent) department head.s

assisted the guid.ance department in the placement of students
in department programs. rnteresting to note that a very
high percentage (90"5 per cent) indicated that they should
be participating in this function.

The data in Table 22 i-ndicated that there was a

high agreement that department heads shourd apprise the
principal of the needs, problems and accomplishments of
the business education d.epartment,

All forty-two (100 per cent) respondents agreed

that they should act as a l-iaison between the business

department and the principal. The heads showed a high
agreement on guestion thirty-nine. Thirty-eight (90"5

per cent) indicated that they shourd prepare and submit
reports and records relating to the department"

Less than half (45 "2 per cent) indicated that
they do suggest or approve fierd trips for their department.

only half (50 per cent) of the respondents indicated that
this should be done.
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A little over a third (33"3 per cent) showed that
Lhey organized the work-experience program. Less than
half (42"9 per cent) ind.icated that this shoul$ be done.

ïn regards to the question on placement program for
business education students only thirteen (31 per cent)
showed that they org'anize a placement program for students.
Half of the respondents said that this should be done.

The data indicates that the business education
department heads are divided on this question" si-nce

half of them (50 per cent) índ.icated that the task
should be done and the other fifty per cent indicated
that it should not be done"

Al-1 respondents agreed (I00 per cent). that they
should attend speciar meetings for d.epartment heads

in addition to regular meetings for staf f mem.bers "
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TABLE 23

MAJOR STRENGTHS OF THE BUSINESS EDUCAT]ON DEPARTMENT
HBADS I POSITTON

Major strength No" of
Respondents Percentage

assist with school_
decision maki_ng

choose own timetabte

leaC department

\)q

11" I

Total
100"0

Only seventeen (40"5 per cent) of the business
education department heads responded to the question
on the major strength of the department heacr position.

hline (52 "9 per cent of the respondents indicated
that the major strength of the department head position
is the decision making process.

Two (11.8 per cent) showed that the major
strength was the opportunity to select their own timetable.

L7
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TABLE 24

¡4AJOR WEAKNESS OF THE BUSINESS EDUCATION DEPARTMENT
HEADS ' POSTTION

Major Weakness No" of
Respondents Percentage

Iack of time to do
work

lack of authority

insufficient knowledge 5
about budget

I2
4B " 0

32.0

20"0

Total 25 100.0

Twenty-five (59"5 per cent) of the business

education department heads replied to the question on

major weaknesses of the department position. Almost

half of those that replied indicated a lack of time to
do the department work. Another third that replied
indicated. that there was a lack of authority given to
the head.
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CHAPTER V

suMMARy, CONCLUSTONS¡ AITD RECOMMENDATIONS

Summary

The primary purpose of this study was to icientify
and eval-uate the duties and responsibirities of Busi_ness

Education Department Heads in the Manitoba public High
Schools" A secondary purpose of this study was to
gather , analyze, and examine data in relation to the
business education department headrs position"

Data for this study were gathered by means of
a questionnaire for business education department heads.
The questionnaire was mailed to forty-four business depart_
ment heads in thrity-four Mani-toba public High schoors 

"

Of these forty-two, or (96 per cent), returned the
completed guestionnaires .

The findings that did emerge from the data
provided by the business education heads, indicated a

great measure of dissati-sfaction with things as they
v/ere and the heads expressed a strong desire for some

very specific changes in the way the department head was
to function- This attitude was evident when examining the
comments made by the department heads at the conclusion of
the survey questionnaire- There were three areas of
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dissatisfaction. These v/ere:

1" lack of time in which to do their work

2" lack of authority

3. insufficient knowledge about department's

budget.

The pressures of time and delegation of authority

were the major problems. The business education department

heads indicated that they were not gi-ven sufficient time

to carry out the functions whích should be theirs, and they

also felt that they did not have the authority to carry

out these functions.

Five department heaos indicated that they did

not receive any or enough information regarding the

budget for their department.

Thi-s study found that the data showed that thirty-

five per cent of the business education department heads

did not receive any release time from teaching duties.

The data showed that 52"4 per cent of the

department heads did not have a job description available,
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Concl-usions

The follovring general conclusions are the result
of the findings of this study:

1. More than two-thirds of the

department heads were empteys¿ in senior

business education

high schools.

report pupil
(23"5 per cent)

2" Almost forty per cent (38.3)

populations of 701-1,000. Eight schools

had a school- population of 1r000 or more.

3. Nineteen (55"9 per cent) schools offered
three patterns in the business education course. Only

one (2.9 per cent)schoor díd not offer a business education
pattern" This school offered option subjects only.
six (r7 "1 per cent) offered all four patterns in the school
progam"

4" Accordj-ng -"o the study the business education

department head is usually appointed to the position by

the school- principal. Twenty-two (52.3 per cent) were

appointed to the position by this method. Another 11

(26.2 per cent) were appointed by the superintendent.

Only two (4.8 per cent) were appointed to the position on

the basis of acad-emic preparation.

5 " The literature indicated that if one did

not get appointed to a department head position wi-b.hin

the first fifteen years of teaching the possibility of

becoming a department head after that. period of time

was very remote"
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6. Sorne schools rotatecl the department head

position, having a different teacher within the department

act in the department head. capacity" The l-iterature

shows that the rotati-on system weakens the department

head position"

7" Almost two-thirds (64.3 per cent) of the

department heads had release tine from their teaching

duties" The literature shows that it. is desirable and

necessary for the department head to have release time

frorn teaching cl-asses.

B" Fifteen (35.7 per cent) did not receive any

release time from their classes. These department heads

carried the same teaching load as all teachers witl.rin

their business department" This gave thein no extra time

to do department duties"

9" The data showed that thirty-six (85"7 per

cent) of the heads received extra remuneration for their

duties . However síx (f 4 , 3 ) did t.he additional work but,

diC not rece-ive any extra remuneration for the job.

10. The findings showed that over half (52.4

per cent) of the department heads did not have a job

description available to them. It was clear that the

departrnent heads felt that a job description was

desirable and necessary.
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11. Of the forty-two heads responding to the
questionnaire 81 per cent had four to nine years of
teaching experience. only one (2.4 per cent) had more than
seventeen years of teaching experience. Four (9.5 per
cent) had less than four years teaching experience.

12. The findings showed that 76"2 per cent
of the department heads held the position for six or
less years. only one (2"4 per cent) had more than seventeen

years experience in the position as department head.

13. The findings indivated that seventeen (40"8

per cent) of the heads had a Business Education certificate.
only one (2.3 per cent) hel-d a l"Iaster of Education degree.

L4. The business education department

heads seemed to agree that ordering department supplies
and equipment was a necessary function. Al-l of the
respondents were doing this function" The one respondent

that was not doing this task felt that he/she should be

doing it..

15" Literature showed thaL ordering equipment

was a high priority task for business ed.ucation heads

as the equipment for this department was very expensive.

76 " Only 26 out of the 42 respondents were

rer¡iewing invoices for accuracy before payment. However,

76"2 per cent) felt that this shoul_d be done.
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17. The data indicated tirat only a little over

half (54"8 per cent) of the heads developed a philosophy

for his/her department. However, (83,3 per cent)

indicated that they should be doing this function.

tB. The findings showed that 30 (7L"4 per cent)

indicated that they did establish d-epartment goals and

objectives for the department. The survey showed that

(92.9 per cent) fel-t that they should be doing this function.

19" While only (57"1 per cent) showed that they

explained department of ferings r,vith feeder schools,

(71-.4 per cent) indicated that they should be doing this

function.

20 " The business education department heatls

seemed to agree that it was necessary to interview sal-es

representatives to learn about up-to-date office equipment"

(90.5 per cent indicated that this function is being clone,

(97.6)per cent agreed that this should be done.

2L" The findÍngs indicated that the department

heads did encourag'e staff attendance at conferencesr

workshops, inservice, etc " Or¡er ninety Fer cenL ,were doing

this whiie 100 per cent) showed that they should be

doingr this function.

22. The findings showed a discrepancy in

developing and maintaining a professional departmental
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library" Fifty-seven per cent indicated that thelz were

inaintaining a professional library, however eight-one
per cent indicated that they should be.

23 " only one head did not preside at departmental

meetings" Literature indicated that teachers could take

turns presiding at meetings. The literature also

indicated that this was not always sa-tisfactory.

Although only one did not presi-de, he/sle indicated

on the questionnaire that he/she should be presiding

at the meeting"

24 " The literature showed that it was desirable
for department heads to observe the teachers in the cl-assroorn.

The data from this study showed that only nine (2r.4 per

cent) were carrying out this function. only seventeen

(59"5 per cent) indicated that this should be done.

25. The literature also indicated that it rvas

important to eval-uate the performance of teachers in a

business education department. The findings of this
study shoived that only eleven (2G.2 per cent) vrere evaluat_tng

teachers antl that only nineteen (54.8 per cent) thought

it should be done.

26 " The respondents showed a high agreement on

the orientation of new teachers rvithin their own department.

27. The respondents showed a high agreement on

instructing and assisting substitute teachers within their
department.
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28" The data showed that forlow-up studies v¡ere

not being done on recent graduates. only five (1r"9
per cent) heads indicated that they did follow-up studies
on graduates. Only twenty-four (57"1 per cent) showed

that they thought follow-up str-rdies should. be d.one.

29. This study found that only forty-three
per cent of the heads assisted the guidance department

in the pracement of students in department programs.

However, ninety per cent showed that they shou_l_d be doing
this function.

30 " The respondents agreed. one hundred per cent
that the department head should act as a liaison between

the department and the principal. They arl incllcated tlrat
they v/ere fulfilling this function.

31. ft is interesting to note that only half of
the heads (45 "2 per cent) were suggesting anð/or approving
field trips for the department. only fifty per cent felt
that this task was one t'hat should be done.

32- only a third of the heads organized the work-
experience prog'ram. only forty-two per cent showed that
this shoul-d be a department head function.

33- Thirtee. indicated that they did organize a

placement program for business education students"
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On_i-y fifty per cent showed that this was

a task that shoul-d be done by department heads.

34 - A hundred per cent agreement that special
meetings fo department heads should be attended in addition
to regular staff meetings. Al-l forty-two department

heads were participating in this function.

35 " The clepartment heads showed that a

li-ason with administration was one of the strengths of
the department head position.

36 - Leadership quarif ications \.^/as shown as one

of the most important characteristics a department

head should have. six heads indicated that they enjoyed
acting as a reader for the clepartment. They said t.hat
this was one of the strengths of the department head

position" The data showed that they enjoyed the
opportunity to shape the direct.ion and pìrilosclphy of
the department"

37 - Several listed that the strength of the
position was in decision making. Gave them the feeling
of assisting the principal to run the school.

38" fn listing the major weaknesses of the
department position, the majority listecl a shortage
of time to do the work that they would ]ike to do.
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39 " The second weakness risted in frequency was

lack of authority. Eight. department heads indicated
that their positi-on was that of a middle person trying to
please both adm.inistration and the teachers within their
department. The department head did not have any authority
to make changes without the consent of the principal.

40. The department heads indicated that
a department head was just a positi-on--no prestiger pov/€r

or authority was given to the head"

41" The term of office for most department heads

is for an indefinite period of time.

42" The business department heads indicated
that they felt that their function was to operate their
departments as effectively and efficiently as possibre,
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RECOMMENDATIONS

The following recommendations are based upon

the findings of this study.

1" The role of the Business Education Department

head should be clearly defined by providing a complete

job descriptíon for the position of Business Education

Department head in every school" The job description

should be reviewed annually and updated as necessary to

keep it relevant for the position and the changing times.

2" The school administration should provide time

in the business education head's schedule for him/her

to effectivery supervise the operation of the d,epartment"

3 " school administrators should examine the process

of selecting the Busines Education Department head with

the purpose of assigning the most capable person to the

position. More emphasis should be given to areas such

as academic preparation, and supervisory and managerial

ability.

4" The school_ administrators should see that

the Business Education Department head be invested with

some authority" The d.epartment heads need to have the

authority to control their departments effectivefy"
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5" The Business Education Depart.rent head should
receive some remuneration for seruíng in that position,
the amount of remuneration being based on department size
and the time requirements of the position,

6 " The Business Education Department head should

be provided with a specific budget allocation for his/her
department.

7 " There should be more interacting and sharing
of meetings between school aclministrators and Business

Education Department heads with the superÍntendents

department in regard to implementing dívisional goals and.

philosophies of education"

B. Many Business Education Department heads never

have the opportunity to interact and share ideas with other
Business Educati-on Department heads. rt would be most

varuabre to have an inservice meeting of department head.s.

A session at the special Area Group Activities (sAG) or
other conferences on business education wourd provide an

opportunity for the Business Education Department heads

to communicate with each other,

9 " The Department of Education along with profes-
sional business ed-ucation organizations should provide

specific au-idelines in course requirement for those who

aspire to become department heads. The course requirements
could be in administration, budgeting, supervision and

counseling 
"
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RECOMMENDATIONS FOF. FURTHER RESEARCH

The findings of this study suggest a number of areas

which are in need of further research. The following recom-

mendations are made to guide future invest_igators.

1. ft would be useful to examine the role of the

BusÍness Education Department Head from the point of view of
the senior school- administrators in the educational hierarchy"

2 " It would be beneficial_ to study the role of the

Business Education Department Head froni the point of view of
the teachers who are members of the Business Educat.ion

Department.

3 " rt would be vafuable to make a comparative study

or-' the -Business Education Department Head cluties and respon-

sibilities in other Provinces in Canada"

4 " A study should be made to determine the commonality

between the job responsibilities of Business Education Depart-

ment heads with those of department heads j-n other subject

matter areas.

5. A study that would determine the relative importance

of the forty-four functions of Business Education Department

Heads as identified in this study. The respondents could be

superintendents. principals, business department heads and

business teachers and the study would compare the responsibi-

ties of each of the four groups of educators.
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Wirnipeg, Ibnitoba

1980 03 12

Dear Busjrress Education DeparbrenL Head:

I am presently carrfilq out research for a thesis which l will submit
to the Faculty of Graduate Stuåies for the degree of t4aster of Education.
I am undertaking tJ:is studyn under the direction of Dr. George H. J, porozny,
jn the Faculty of Education at the university of lr{anj-toba.

The purpose of this study is to deternri¡re the duties a¡rd res¡:onsibilities
of Busifiess Education Departn'ent Heads in selected l.hnitoba Þunfic Hight
Schcols. The results of this studlz wi1l, I ho¡:e. be of use to Deparünent
Heads i¡r our Province.

Your contribution in answering the enclosed questionnaire witl be very
helpful and greatly appreciated. f assure you that all j¡rfonrration
received will- be kept confidential and used only as data i¡rformation
for tne thesis.

Please conplete the questionnaire and return it to me j¡r the self-addressed
stanped envelope by lt{arch 28" I thanl< you for yor:r tine and yoi:r assistance.

Yours very sincere!ø,,

,î1sie Solar
Business eefúcation Deparürent Head
Garclen Crty Collegiate

Enclosr:res



¡ßÀ]ITOBA BI]SINESS EDUCATICÀ] DEPAI{TMEh]T HEAD QUEST]CN]T.IAIRE

PAI{I] f : ffi{ERAL INFOR¡,ATION

5" STilDEbiT m{rcLLMENI i:r grades X to }tI
1. 20C-300

-2" 
301-5oo

1. Less than $200 per year

-2" 
g2oo-9299

--3. 
$3oo-$3ee

_q" $400-$4ees" $s00-$s99

1l_3

(Check or conplete the blarks as jndicated)

3" Junior-Senior High

--4. 
K-I2

in your Deparbrent

701-1000
1000 or nr¡re

-_6. 

$600-$69e
__l " $700-$7ee
_B " $Boo-$899
_e" $900-$1 0oo

10, $1 000 a¡d over

1. TYPE OF SGIOOL
1" Senior High
2. Regional Conprehensive

2" NUIvIBER OF |EACTIERS (include yor:rself) teaching fu-l-I-tine

3. NUMBER oF TEACTIER^s teach:-ing half-ti¡¡e in your Departnent

4" NU!tsER oF TEACTIERS with Business Educati-on Teacher Trainjng

4.
5"

3" 501-700

6 " PATTERNS OFT'ERED fN BUS]NESS EDUCATIO}T PROGAM
1" Accounting

-2" 

General clerical
3. I4arketing

-+. 
secretarial

7 " Listed below are r¡arious ÍÞans by wtr-ich you nny L¡ave been DESIG'{AIED as
Departrent Head" Checl< the one best describjlg the reason for your selection.

-1" 

Acadernic Preparatioñ-- 

-5. 

-Appojn'ced 
by tfrJsuperintendent2" Seniority --6" Elected by yerrbers óf the Dept-

--¡" 
Rotation ment

!" Appoirrted by the Prì-ncipal 7 " Other (specify)

Are youo as a DepartnenL Head, prrovided released tine from classroom
teaching assigrurents? YES NO

rf Yes, inåicate ¡:ercentage of Li¡e you aïe rele¡.sed from teaching

b you, as Departnent Head, receive additional pay? yES

If Yes, indicate the additional renn:neration you receive

o

o

10.

11"

NO

12" Do you have a job description or a written statenent of your res¡rcnsibilities
as a Deparhrent He,ad? YES NO

13" Prior to becddng a Department Head, hcx,v long had you served as a teacher
of Busi¡ress Educatj-on? (years to June 30, 1980)

14" NUMBER OF YEARS Departnent Head to June 30, I9B0

15. Your Highest Professional Qualifications:
1" Bi¡s. Ed. CerLlficate 4" B" Ed. (old) (second degree)

_S. Pre-Ihsters conpleted

-a" 
M. Ed.

2" B. Ped"
3. B" Ed. (Ne^r)

(4 yr" cor:rse) 7 " OLher: (specify)



DIRECTIONS: Listed below i-s a series of functj-ons so¡retines assignecl to Departrent
Heads. Indicate i¡r the ]eft hand coluru.r v¡hetLrer the furrction."Isi' or ,'IS NCrl'" a
Departn'ent Head function :n your sclrool by placing a check N1 in the aporopriate coluru-r.
Then indicate in tl-re rigiit hand coh¡rur ivhether you feel the fr-¡:çtion "SHöUL|" or
"sHo[rLD Nor" be a Deparünent Head function by placing a check tt{ i¡r the appropriate
col-uÌü')."
NCrfE: Be sure to check one response jrr both the R]G{I hand and the LEFT ha¡rd col-mn

PARI II

COLI]POI I
IS IS NCT

-2-
DEPARIIVMqT HEAD FI]NSTIOI\]S

for each function"

A. BUDæT

Prepare Departrrental bud.get

Order Deparúnent supplies and equiprent

Submit requests for repairs, alterations and.
i:i'proven"ents
l¿laintain Departnrent sr-pply and eqr_riprient j¡rventories

Review invoices for accurary and approve for oalzr.ren.t

Allocate supplies and equipnent

B" CURRTCT]LLTIVI

Develop a philosophl' for Departient

Establish Departnent goals and objectj-ves

Write cìourse descriptions for school handl:ook

10. Deterrnine course offerings, and course sequences

11. E>çlain Depar:trrent offerings with feeder schools

Set up stanclartls for r:niform grading within tlre
Departrent
Approve mid-term an1/or end-of-yeaï examinations

C. TE)SIBOO](S

L4" Appraise guality and appropriateness of ¡rctential
texts

15. Select actual textbooks usecL

16. Distrij¡ute textbooks to staff
L7. Select tapes, transparencies and. other audio visual

Business Education rnaterial s

114

COLU}4N II
SHOTITD SHOT]LD NCT

1"

)

L

q

6"

7.

ôo.

q

1)

13.



-3-

COLUIVIN i
TS TS NOI

18. Select and order Rusj¡ess Education nragazines,
journals, reference books, etc"

19. Interview sales representatives to learn about
up-to-date office equ_iprrent

D. PROI'ESSTOI\TAL DEVtr,OPMM]'I

20. Encourage staff attendance at conferences,
workshops, inservice, etc.

2I. Assist in plannilg i¡rservice progranìs

22. Encourage staff ¡re¡nbers to join Business
Education Associations

23. Develop and rnaintain a professional
Deparbrent Librarlz

E. PERSONNEL

24" Preside at Departnental neetÍ-ngs

25" Assist in the selection and h_lring of
new Br:si¡ress Education teachers

26. Orient new teachers to the school and
to the Departnent

27 " Instruct and assist substitute teachers i¡r
their duties

28. Reconne,nd Deparúrent teachìlg assignurents

29 " Observe the teachers of the Deparbrent
through classrocrn visitatj-ons

30" Evaluate the perfotîänce of teachers in
Deparbrent

31" Assigrr student teachers to staff nembers

F" PI]B].IC RH,ATTONS

32" Recr-uit business people in conruunity to act
as resource persons

33. Act as hosL to wisit¡rs to the Department

il-s

col,lllvÎ'ü rI
SHOULD SHOI.]"LD NCfI
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COLU1W II
SHOTILD SII.OUTÐ NCtr

COLUYIJ I
IS IS NCTT

34" fnitiate fo11ow-rp studies on recent graduates

35" Pronote the Departnent withj:r the schoot and
connrn:nrty

G" ADMINISTRATTON

36. Assist tLre Gu-idance DeparLrrent i¡r the placement
of students jn Departrrent programs

37. {oprise the principal of the needs, problems
and acconplishnents of the Departrent

38. Act as a liaison between the Departn.ent and
the prlncipal

39. Prepare and subrnit reports and records relating
to the Departrrent

40. Serve as a for¡nal ancl -integral part of the
principalr s a&nilistrative staff

4I" Suggest a¡rd,/or approve field trips for the
Deparünent

42" Organize the work-oçerience progïam

43" Organize placenent progn arn for Busjness
Educatlon students

44 " Attend special neetìngs for Deparbrent Heads
i¡r add:i-tion to regnrlar neetings for staff
mernbers

ìART III

.n your opinion what are the lvß,lOR STREIIGJHS of your ¡rcsition as a DeparüTent Heacl?

Þpartnent FIead?
yoirr position as a

har¡k you for yor:r tin'e. Yor:r professional assistance is very much appreciated.
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Dear Busj_ness Education Department Head:

Enclosed is a follow-up questionnaire which you r.eceived
several- weeks ago concerning a study currentl-y beingcarried out, under the direction of Dr. ceorge H. J.Porozny, in the Faculty of Education at the universityof Mani¡:c-:ba 

"

The purpose of this study is to d.etermine the duties andresponsibilities of Business Education Department Heads inselected Mani-toba public High schools. rire results of thisstudy wi]l, r hope, be of use to Department Heads in ourProvince.

Your contribution in answering the enclosed questionnairewill be very helpful and greatly appreciated- r assureyou that all- j-nformation received witl ne Jcept confidentialand used only as data information for the thèsis.
r would very much appreciate if you would take the timeto fill- in the questionnaire and mail it back to me inthe self-addressed stamped envelope by May 5. T thankyou for your time and your assistance.
Yours very si,nce::e1y,

Winn j Freg. Manitoba

1980 04 2I

Elsi.e 5ì''ti1ar
Business Education Department Head
Garden City Collegiate

Encl-osures
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ADDÏTÏONAL COMMENTS GTVEN BY BUSINESS EDUCATION

DEPARTMENT HEADS

"Job is not worth the money r get--too many headaches"

"Problem--handling of teachers not in my department, but
who teach our business subjects, rheir prrilosophy is
sometimes differnt"

"The time and monetary reward.s do not compensate for thehours spent doing your d.uties"

"Teachers in my orvn department look upon me as though r
\^ras their cl-erk"

"Teachers someti-mes do not work as a TEAM"

"Teachers refuse to change methods and to use new
methodol ogy"

"Teachers shirk responsibility--wi11 not cooperate with
each other or share materials with each other"

"T do not think r am doing a good job because r d.o not
have enough tiem"

n'Too many duties and very littl_e time to do them in."
"Do not h.ave time to know what the teachers are actually doingin the classroom"

"Principar and teachers expect me to be superwoman. Do every-thing and make no mistakes, howeverr Íro time is given to
check work, do research, etc."

"Budg,et:eontrol is done by principal. He gives out the
ntoney. tt

"Money problem, never know how much we have in the budget".

"r order one type of equipment and the administration gives
me something else" I have to keep what they give me" 

"
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i'wlril. the teachers in my department have time to have coffee
and soicalize, I do not get an opportunity to get to know
them because of shortage of time--T have work to do"

"I have enough- to do without having to hassle over
budget"

"very littIe authority and alot of responsibility"

"I am just a figure-head. Caught between the principal
and fellow teachers. "

"I am jack of all trades and boss of none".

"r am a middle person trying to prease ]:oth administration
and my department"

"Real'ly just a position--no prestige or power or authority"

"can be a difficult position if you have a stubborn teacher
on staff that will not follow rules, etc" set by dept""""

"The time and mone do not compensate for the extra hours
of work that I am doing"

"Teachers get together and oppose new ideas as they do
not want to do extra work---this can be a probÌemn

"Often I feel that I am being used to do cl_erical work
that could be done in the office"


