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ABSTRACT 

The purpose of this study was to determine (1) if 
business/office educators in the State of Montana wanted an 
instructional media center established, (2) where the best 
possible location of the center would be, (3) what types of 
audio-visual materials should be housed in the center, 
(4) would teachers be willing to submit materials to the 
center, (5) what subjects are in need of additional audio¬ 
visual materials, (6) would teachers or a school district 
be willing to pay for the services of the center, (7) what 
dollar amount would instructors be willing to pay for the 
center's services, (8) whether a catalog should be printed 
and how should it be divided, and (9) what types of equip¬ 
ment should be placed in the instructional media center. 

The population included 178 secondary business and 
office education teachers in the State of Montana. A 
questionnaire was used to survey the possibility of estab¬ 
lishing an instructional media center in Montana. The data 
was analyzed by the total number of responses to each indi¬ 
vidual question and placing those responses on a percentage 
basis. The percentage was determined by the number of 
respondents to each question, since every question was not 
answered by every instructor. 

The conclusions of the study were: 1. Instructors in 
Montana felt that a business/office instructional media 
center would be of use to them. 2. It was determined by 
the surveyed instructors that Montana State University or 
the University of Montana should be the location of the 
instructional media center. 3. Instructors felt that they 
would use transparencies, filmstrips that were current, 
current films, cassettes, and pre-made bulletin boards for 
the most part if they were stored in the center. 4. Teach¬ 
ers or districts in Montana secondary schools would be 
willing to pay a small fee for the services of.the center. 
The fee could range from $5 to $40. 5. A number of instruc 
tors throughout the state wanted more teaching materials 
in the following areas: Secretarial Practice, Accounting, 
Basic Business, Clerical Procedures, Shorthand I. Type¬ 
writing I, Business Law, and Office Machines. 6. Those 
teachers surveyed would be willing to submit a variety of 
teaching materials to the center. 7. The majority of the 
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instructors felt that if the instructional media center was 
established, the center should have a catalog. They 
recommended that the catalog he divided according to subject. 
The last conclusion was that the instructional media center 
should house the unusual equipment—the equipment that 
might be too expensive for a school district to purchase 
such as the Mag Card typewriter. 

The recommendations of the researcher were: (l) A 
project proposal should be written to establish an instruc¬ 
tional media center and to fund it so that materials could 
be acquired. (2) The business/office instructional media 
center should be centrally located. (3) During the first 
years of operation, the center should be concerned with 
acquiring materials and not equipment. (4) When the center 
is established, the secondary instructors of business/ 
office subjects should be sent a letter requesting that they 
send their teaching materials or ideas to be reproduced for 
use by various instructors in the state. (5) The audio¬ 
visual materials prepared should be centered around the 
basic equipment in the schools such as overhead projectors, 
video tape units, cassette and reel-to-reel tape recorders, 
and 16mm projectors. (6) The charge for mailing and repro¬ 
ducing materials should be minimal so that both the smaller 
and the larger schools can take advantage of the center. 
(7) The catalog of the center should have subject divisions 
and be cross-referenced by title. (8) If equipment is 
placed in the center, the type of equipment should be that 
which the district may not be able to afford such as a Mag 
Card typewriter or a mini - computer system. However, 
provisions should be made to ship the equipment to the 
various requesting schools. (9) Once one center is well 
established and on going, a second center might be estab¬ 
lished to better facilitate the needs of the State. 
(1) Workshops might be held at the business/office instruc¬ 
tional media center to acquaint the instructors with the 
new materials and equipment available in the center. 



CHAPTER I 

INTRODUCTION 

A business/oflice education instructor is faced with 

the problem of providing a stimulating learning atmosphere 

for each student he/she teaches. "In order to help stu¬ 

dents assimilate the facts, concepts and generalization 

necessary for success in an educational career and in later 

life, a wide variety of instructional media must be made 

available and utilized." (Moreland:1974:7) Teachers are 

faced with the complex problem of selecting, evaluating, 

organizing, applying, storing the materials, and providing 

the equipment for utilization of the variety of media now 

available to them. (Ruark:1969:48) Since an effective 

method of doing the above must be developed so that teach¬ 

ers have ready access to audio-visual materials, it is the 

researcher's intent to lay the groundwork for an Instruc¬ 

tional Media Center in the State of Montana. 

STATEMENT OF THE PROBIEM 

This study was undertaken to prepare the foundation 

for the establishment of an Instructional Media Center for 

business/office education materials in the State of Montana 
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Certain questions have been proposed concerning the 

Instructional Media Center. They were as follows: 

1. Do business/office education instructors want an 
Instructional/Media Center? 

2. What is the best possible location of the Instruc¬ 
tional Media Center so that it will have full 
utilization? 

3. What types of audio-visual materials should be 
housed in the Instructional Media Center? 

4. Would individual business/office education teach¬ 
ers be willing to submit "successful" teaching 
materials or ideas? 

5. What subjects in the business/office curriculum 
are in the most need of audio-visual materials? 

6. Would business/office education teachers be will¬ 
ing to pay a fee for the services offered by the 
Instructional Media Center? 

7. What dollar amount would feasible to charge for 
the services of the Instructional Media Center? 

8. How should the Instructional Media Center's cata¬ 
log be divided? 

9. What type of equipment should be obtained for the 
Instructional Media Center? 

NEED FOR THE STUDY 

At the present time, the business/office education 

teachers in the state of Montana do not have a central 

location where business oriented audio-visual materials are 

housed. Teachers must look to publishing and equipment 



-3- 

companies for media materials to use in the classroom. 

"However, they (teachers) have not had time for the analy¬ 

sis, organization and location of resources which can 

provide a program sufficiently varied and enriched for 

students." (Swanson:1965:18) Since a teacher does not 

have the time to search out a variety of media, "an effec¬ 

tive method must be devised to make instructional media 

easily accessible for students' learning and faculty 

utilization. Easy access to media is necessary if learning 

and teaching are to be efficient in terms of time and 

expense, and effective in accomplishing prescribed goals 

and objectives." (Moreland:1974:7) 

"The basic goal of a media preparation service is to 

facilitate improved student learning situations by enabling 

faculty to acquire a variety of visuals and instructional 

materials that are not readily available." (Sleeman:1976:39) 

Since the multi-media approach to teaching 
and learning is so necessarily a part of modern 
education, the problem of how best to make this 
wide range of materials convenient to teachers 
and students presents itself . . . The simpl¬ 
est answer is to make all the media available 
through a single facility: an instructional 
materials center. It is the simplest answer 
because it makes possible the most efficient 
use of the students' and teachers' time. Only 
one place need be visited, only one catalog 
consulted. (Phillips:1969:19) 
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LIMITATIONS OF THE STUDY 

The materials reviewed and information obtained for 

this study was limited to: the Library at Montana State 

University, hooks lent the researcher by Mr. Paul Marsh, 

the Library at Eastern Montana College, and various inter¬ 

views. The information studied was broad in nature since 

the researcher could not find any material directly related 

to business/office education instructional media center. 

The scope of this study was limited to the opinions 

expressed by teachers from 178 secondary schools in Montana. 

DEFINITION OF TERMS 

The following definitions were given so that the reader 

will clearly understand the intent of the researcher. The 

definitions have been drawn from a number of sources and 

are commonly accepted. 

Secondary 

High school level of education. Grades 9-12. 

Media 

Printed and audio-visual forms of communication and 
their accompanying technology. (HEW:1975:3) 
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Instructional Media Center 

A learning resource center where a full range of 
printed and audio-visual media is stored with the 
necessary equipment and accompanying services that 
are accessible by both student and teacher. 
(HEW: 1975:3) 

Post Secondary 

College or university education. 

Vo-Tech 

An institution that educates students from the 
ages of 16 on for entry-level jobs. 

Audio-visual Materials 

Audio-visual material is material designed to 
make use of both sight and sound. 

Instructional Materials Center 

This term will be used interchangeably with Instruc¬ 
tional Media Center. 



CHAPTER II 

REVIEW OF LITERATURE 

This chapter was designed to give the reader insight 

into the definition, purpose, objectives, function, staff¬ 

ing, equipment, cataloging and rationale of an Instructional 

Media Center in the State of Montana. 

DEFINITION 

Reynold A. Swanson stated that "An instructional 

materials center is a well-planned area housing materials 

and equipment for instructional use under the supervision 

of a competent person well versed in general education and 

available materials." (Butler:1969:22) 

Although instructional materials are housed in one 

area where there is easy access to the materials, there is 

still another definition that gives additional value to 

the instructional media center. Dorothy A. McGinniss 

stated that "The Material Center is an agency in our 

American school responsible for the acquisition, organiza¬ 

tion and dissemination of all instructional materials used 

in the learning process." (Davis:1969:15) 
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Instructional Materials Centers have been defined in 

terms of its functions ”circulation, coordination, inservice 

education, consultation and local production." (Butler: 

1969:18) 

There are three patterns of organizing an instruc¬ 

tional media center. Dr. Harold S. Davis, Professor of 

Education and Chairman of the Educational Administration 

and Supervision Department of Southern Connecticut State 

College stated the patterns as follows: ✓ 

Centralized IMC's are centers in which instruc¬ 
tional materials are acquired, catalogued, and 
stored in one center from which they are distri¬ 
buted to all schools in the system . . . 
(Davis::1968:56) 

Dr. Davis gave two additional patterns of Instructional 

Materials Centers. Decentralized IMC’s were independent 

facilities within a given school building. This type of 

center has been utilized by both the teachers and the stu¬ 

dents. It is designed to fit the needs of the single 

school in which it is located. 

Coordinated IMC's were a network of individual IMC’s. 

Each school had its own center while the school buildings 

or the district provided the equipment. (Davis:1968:57-58) 
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The research of this paper has taken the advantages 

of all three types of IMG's listed above and converted 

them into one possible instructional materials center. 

PURPOSE 

The purpose of an instructional materials center was 

expressed in a timely way by Dr. Amo DeBernardis, formerly 

the assistant superintendent of the Portland, Oregon Public 

Schools: 

Just as the modern shopping center has made it 
easier for the shopper to buy things he needs 
without any waste of time and energy, so should 
the school system make it easier for the teacher 
to get the needed teaching tools by bringing 
together the various materials, services, re¬ 
sources, and equipment into one center. 
(Davis:1971:15) 

Sulerman D. Zalatimo stated that "The basic goal of 

a media preparation service is to facilitate improved 

student learning situations by enabling faculty to acquire 

a variety of visuals and instructional materials that Eire 

not readily available." (Zalatimo:1976:39) 

OBJECTIVES 

Ernest F. MorelEind and James E. Craig stated the 

objectives of an instructional media center as follows: 
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1. To assist faculty members in improving their 
instructional materials, and at the same time, 
to keep the unit cost of instruction reasonably 
constant. 

2. To involve the faculty in educational research 
projects, including the application of new 
media to instruction. 

3. To increase the sharing of production equip¬ 
ment, facilities, and instructional media 
between departments, schools, other campuses 
of the university system and other institutions 
in the area. 

4. To maintain and encourage innovations by 
faculty members in the development of instruc¬ 
tional media within various disciplines. 
(Moreland:1974:8-9) 

Associate Professor Sulerman D. Zalatimo at the Center 

for Instructional Media and Technology at the University 

of Connecticut added still another objective of an instruc¬ 

tional media center. He stated that the center should 

"facilitate improved student learning situations by enabl¬ 

ing faculty to acquire a variety of visual and instructional 

materials that are not readily available.” (Zalatimo:1976: 

39) 

Richard D. Lennox was in concurrence with Associate 

Professor Zalatimo when he stated that the primary objec¬ 

tive of the center was "the provision of a maximum variety 

of instructional materials and strategies of use to the 
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learners and learning managers it is designed to serve. 

(Lennox:1976:299) 

• FUNCTIONS 

The Ohio State Plan for the Distributive Education 

Laboratory spelled out some basic functions for its labor¬ 

atory. However, the researcher felt that these functions 

could be applied to an instructional media center for 

Office Education Curriculums. The following list comprised 

the duties of the laboratory consultant: 

1. Collect, classify, and revise or adapt existing 
instructional and promotional materials. 

2. Establish plans and coordinate the preparation 
of new instructional and promotional materials. 

3. Recommend formats to be used in all materials. 

4. Make available charts, flash cards, transpar¬ 
encies for the overhead projector, films, 
tapes and other audiovisual teaching and pro¬ 
motional materials that are requested. 

5. Prepare kits of instructional materials for 
use by teacher-educators, teacher-coordinators, 
adult programs and state staff. 

6. Coordinate the preparation and editing of 
materials prepared by others for duplication. 

7. Be responsible for duplication or printing of 
materials. 

8. Maintain catalogs of materials in the reference 
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library and of films, records, etc., 
available in the laboratory. 

9. Make periodic visitations to local DE pro¬ 
grams to observe the use of materials, their 
effectiveness, and the need for new materials. 
(Patterson:1966:16) 

In addition to the above functions, Ernest Moreland 

added these: 

The instructional media center should provide instruc¬ 
tional material of a good quality—commercially 
and locally produced. Facilitate optimum use of 
these materials by instructors and students to 
support the learning processes; and to provide an 
efficient organization of materials and equipment 
adequate for their display. (Moreland:1974:16) 

The American Library Association in 1969 stated that 

A media program provides: Consultant services to 
improve learning, instruction, and the use of 
media resources and facilities. 

Instruction to improve learning through the use 
of printed and audiovisual resources. 

Information on new educational developments. 

New materials created and produced to suit special 
needs of students and teachers. 

Materials for class instruction and individual 
investigation and exploration. 

Efficient working area for students, faculty, and 
media staff. 

Equipment to convey materials to the student and 
teacher. (Standards for School Media Programs:1969:4) 
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The functions of the Montgomery County Public Schools 

IMC were: 

1. assisting teachers in use of instructional 
materials and equipment in the instructional 
program; 

2. coordinating all library, auditory, visual, 
and related instructional materials and 
equipment services; 

3. developing, in cooperation with the Department 
of Supervision and Curriculum Development, 
systematic procedures for the review, evalua¬ 
tion, and selection of instructional materials; 

4. coordinating and administering the review, 
evaluation, and selection of textbooks, instruc¬ 
tional materials, and instructional equipment. 

5. maintaining a telephone booking service and 
supplying instructional materials daily to all 
schools; 

6. maintaining a central processing center for all 
library books and other instructional materials; 

7. assisting all departments in the development 
of standards and specifications for instruc¬ 
tional materials and equipment; 

8. reviewing instructional materials and equip¬ 
ment requisitions and purchase orders in cooper¬ 
ation with the Division of Procurement; 

9. producing selected instructional materials and 
providing graphic production—design, layout, 
photography, and typography; 

10. providing editing and reproduction services 
for all printed materials; 

11. coordinating all local television production 
services. (Davis:1971:73-74) 
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Sulerman Zalatimo stated that the basic function of a 

media preparation center "is to facilitate improved student 

learning situations by enabling faculty to acquire a var¬ 

iety of visuals and instructional materials that are not 

readily available." (Zalatimo:1976:39) 

The American Association of School Libraries in 1956 

made the following statement: 

The function of an instructional materials center 
is to locate, gather, provide, and coordinate a 
school's materials for learning and the equipment 
required for use of these materials. Primary 
responsibility for administering such a center, 
producing new instructional materials, and super¬ 
vising regular programs of in-service training 
for use of materials may be the province of 
librarians, or, it may be shared. In any case, 
trained school librarians must be ready to coop¬ 
erate with others and themselves serve as coordi¬ 
nators, consultants, and supervisors of instruc¬ 
tional materials service on each level of school 
administration—in the individual school building, 
for the city or county unit and for the state. 
(Standards for School Media Programs:1969:125) 

• STAFFING 

The size and the organization of an instructional 

media center designated the number of staff members needed 

to effectively run an instructional media center. Some 

staff members and their duties were identified in the fol¬ 

lowing paragraphs. 
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MEDIA SPECIALIST—This person should have knowledge 

of certain fundamentals in the general field of education 

and in areas related to media resources and services. The 

duties of the media specialist included analysis, evalua¬ 

tion, selection, and design of printed and audio visual 

materials. The media specialist tried to see that all 

materials in the instructional materials center were util¬ 

ized by students, teachers, and other school personnel. 

(American Library Association:1969:12-13) 

AUDIO-VISUAL DIRECTOR OR SUPERVISOR—"Will supervise 

the selection and organization of films, projectors, tapes 

and teaching machines." (Berry:1969:73) 

GRAPHIC PRODUCTION AND DISPLAY TECHNICIAN—produced 

transparencies, made posters, charts, graphs, arranged 

displays, exhibits, and bulletin boards; letters, made 

slides, designed and illustrated promotion items and pub¬ 

lications of the center, and prepared materials for use 

with educational television. (American Library Associa- 

tion:1969:15) 

CLERKS—The clerks must have been able to type, to be 

accurate and to deal with people who may be demanding and 

unreasonable. The clerk checked in motion pictures, gave 

out projectors, and made sure that the equipment was 
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returned. (Nicholsen:1969:133) A clerk also worked the 

circulation desk and assisted teachers find students in 

locating materials. (American Library Association:1969:15) 

Some additional services performed by the director of 

the instructional media center and his staff as stated by 

the American Library Association were: 

Works with curriculum specialists and other school 
personnel in planning the instructional program of 
the school system. 

Arranges inservice programs for teachers, super¬ 
visors, and media center staffs in the use of 
materials and equipment. 

Serves as a resource consultant for district curri¬ 
culum specialists. 

Participates in the meetings of professional staff 
members of the school district. 

Evaluates media programs at building and system 
levels. 

Interprets the media program to school administra¬ 
tors and the community. 

Submits proposals for innovative programs when 
feasible. 

Assumes responsibility for the formulation of 
materials selection policy for the school system. 

Makes provision for the evaluation of all materials; 
guides and coordinates the selection and acquisition 
of materials; assists in the selection of textbooks. 

Develops media budgets and supervises the 
expenditures. 
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Manages the distribution, repair, and maintenance 
of equipment and resources. 

Determines staff requirements and participates in 
the selection of media center personnel. 

Supervises centralized processing of materials. 

Assumes responsibility for production of 
materials, television and radio programs, elec¬ 
tronic banks of materials, and museum services, 
as well as study guides necessary for their 
proper and full utilization. 

Makes necessary preparations for media centers 
and programs in new schools. 

Serves as consultant for the school architect in 
designing the facilities for new centers, or in 
the renovation of existing facilities. 

Maintaines liaison with other system supervisory 
staff and with state and national media personnel. 
(Standards for School Media Programs:1969:53) 

EQUIPMENT 

Media placed in an instructional materials center 

should have in some way assisted in individualized learn¬ 

ing. The following was a list of media that helped the 

individual to learn: 

1. Printed material in all forms 
2. Moving visual and audio-visual media (films, 

television and videotape) 
3. Static visual media (slides, transparencies, 

photographs) 
4. Sound media (tape recordings, radio programs 

discs or recordings) 



-17- 

5. Situational information (in dramas, role 
playing, educational games, case studies) 

6. Information from physical objects 
(simulators, models) 

7. Computers (Armsey:1973:15) 

Today's IMC contains the materials of both 
library and audiovisual centers and also includes 
curriculum guides, courses of study from other 
schools, specimens of standardized tests, cata¬ 
logues of all types of commercial and industrial 
materials and equipment, and samples of textbooks 
from several publishers. In addition, materials 
in depth in all subject matter areas are found 
in the collection, with production facilities to 
"tailor-make" instructional materials at the 
local level. (Sleeman:1967:65) 

Instructional material centers should have been able 

to house a variety of equipment, materials, and services 

some of which were listed on the preceding page. 

1. Curriculum materials and professional lit¬ 
ter ature for teachers. 

2. Bulletin boards, chalkboard, display center, 
a card index, and an evaluation index should 
be included. A check-out system should be 
devised using cards or forms—something which 
is simple. 

3. Preview and laboratory facilities should be 
provided even though they be in the same room. 

4. Equipment for conditioning, rewinding, inspect¬ 
ing, and splicing films should be located here. 
Also provision for simple repair of audio¬ 
visual equipment and materials. 

5. Materials and equipment should be provided so 
that pupils and teachers can make maps, charts, 
graphs, models, mock-ups, objects, specimens, 
puppets, posters, dioramas, flannel boards, 
exhibits, slides, and items needed for demon¬ 
strations and experiments. 
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6. Provide tape transcriptions for use in class¬ 
rooms. Arrangements should be made to record 
radio programs on tape, particularly those 
programs which come outside of school time. 
(Swanson:1969:22) 

CATALOGING 

The main catalog and related cataloging services 

should have provided clear and meaningful guides to all 

learning resources. The catalog contains entries for the 

books, pamphlets, charts, programmed learning materials, 

maps and all other printed materials and other audiovisual 

materials. (Davis:1971:5) 

Moreland stated that material in an instructional 

materials center should have been cataloged with the fol¬ 

lowing information: title, department, media (type of), 

and access number. (Moreland:1974:17) 

RATIONALE 

Carolyn I. Whitenack and Dr. C. Walter Stone of the 

University of Pittsburg stated: 

The rationale of professional services from a 
resource center includes three sorts of profes¬ 
sional responsibilities in educational media 
services: (1) To put at the disposal of the 
teaching faculty all media, technology, services, 
and systems which will enhance the effective 
communication of ideas in the presentation phase 
of learning; (2) To put at the disposal of the 
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studcnt all media, teclinology, services, and 
systems which will enhance the effective com¬ 
munication of ideas in a self-programmed 
phase of learning; and (3) To reinforce the 
importance of quality education for each child 
by showing the need for media services and the 
improvement of individual learning through a 
wide variety of materials and resources in each 
school. (Whitenack:1973:14) 

SUMMARY 

This chapter has given the reader an insight into the 

concepts of an instructional materials center. The con¬ 

cepts included in this chapter were: the definition, the 

purpose, the objectives, the function, the staffing, the 

equipment use, the cataloging, and rationale of an instruc¬ 

tional media center. 



CHAPTER III 

PROCEDURES 

INTRODUCTION 

The purpose of this study was to determine what cri¬ 

teria was necessary to establish a Business/Office Instruc¬ 

tional Media Center in the State of Montana. In order to 

find what criteria was most relevant to the establishment 

of the Business/Office Instructional Media Center, this 

writer reviewed literature dealing with the following areas: 

1. Purpose of an Instructional Media Center. 

2. Functions of an Instructional Media Center. 

3. Staffing of an Instructional Media Center. 

4. Equipment needed in an Instructional Media Center. 

5. Cataloging procedures for an Instructional Media 

Center, and 

6. Objectives of an Instructional Media Center. 

After reviewing the literature and interviewing persons 

involved with Instructional Media Centers, the writer sent 

a questionnaire to the secondary business education teach¬ 

ers in the State of Montana. 

To explain the procedures used in the study, the 

following areas needed to be developed: 
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1. the sources of the data obtained, 

2. the construction of the survey instrument used to 
collect the data, 

3. procedures used in the administration of the 
survey instrument, and 

4. the analysis of the data. 

SOURCES OF DATA 

The data for this study was obtained from one business/ 

office instructor in each of the 178 secondary high schools 

in the State of Montana. Since the establishment of the 

Instruction Media Center was to be in Montana, the popula¬ 

tion of the study was limited to Montana. The names of 

the business/office educators at the high school level was 

requested through Mr. Bill Fife, Consultant for Business 

and Office Education at the Office of the Superintendent 

of Public Instruction at the Capitol Building in Helena. 

A list of all the schools, Junior High, Secondary, Post 

Secondary, and the Vo-Tech Centers, in the state was 

returned. From this list, the writer decided to send a 

questionnaire to all secondary schools in the state of 

Montana. There were 178 secondary schools chosen. The 

survey instrument was sent to an instructor based on the 

following criteria: (1) he/she was the head of the 



-22- 

business/office education department, (2) he/she was an 

Office Education Coordinator, (3) he/she was the only mem¬ 

ber of the business/office education department in the 

school. 

Data for the review of literature was obtained at the 

Montana State University Library, and through a personal 

interview with Mr. Paul Marsh, Media Specialist, at Mon¬ 

tana State University. Mr. Marsh also let the writer use 

many of his personal books. 

CONSTRUCTION OF THE SURVEY INSTRUMENT 

The questionnaire (Appendix B) used for this study 

was designed by the researcher in July, 1977 with the help 

of several graduate students in business/office education, 

Dr. Daniel Hertz, and Mr. Paul Marsh, Media Specialist at 

Montana State University. The questionnaire was tested by 

masters’ candidates in BUED 524, Research in Business 

Education. After a number of revisions, the questionnaire 

was regarded to be appropriate for this study. 

The survey was confidential in nature. A survey num¬ 

ber was given to each questionnaire to be used for follow¬ 

up purposes only. The questionnaire was made up of 17 

questions. Two of the questions required the respondent to 
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make comments on their own. The other questions asked the 

person surveyed to mark the appropriate space. The first 

question asked if an Instructional Media Center should be 

established in Montana. The second question asked at what 

location the center should be set up. Question 3 dealt 

with the types of media materials teachers prefer to use 

in the classroom. Questions 4 and 5 asked instructors if 

they would submit materials to the center and if so, what 
« 

types of materials. The sixth and seventh questions asked 

the teachers to state what areas and subjects in which 

they needed more teaching materials. Question eight was 

an open-ended question asking for specific names or subjects 

of materials they would like to have video taped. 

Questions 9 and 10 dealt with a fee for the Instruc¬ 

tional Media Center's services. Question 11 was asked to 

determine if instructors would purchase materials from the 

center. 

Questions 12 and 13 were concerned with the catalog of 

the center. Question 14 asked what equipment each school 

had. Question 15 asked on which audio-visual equipment an 

instructor would need operational training. Question 16 

dealt with the types of equipment to be placed in the 

center. The last question requested additional comments. 
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ADMINISTRATION OF THE SURVEY INSTRUMENT 

The questionnaire was mailed to 178 instructors of 

business/office education in secondary Montana Schools on 

April 4, 1978. Included with the questionnaire were a 

cover letter (Appendix A) find a self-addressed envelope. 

On May 21, 1978, 65 percent of the secondary instruc¬ 

tors surveyed had returned the questionnaire. It was 

decided at this time that a follow-up should he made. A 

second mailing of 62 additional questionnaires were sent 

to those instructors who had not returned the survey instru¬ 

ment. A deadline of June 2 was established for the return 

of the remaining questionnaires. Those not returned by 

that date would not be considered part of this study. By 

June 2, 141 questionnaires were returned for a total 

response of 79 percent. 

ANALYSIS OF THE DATA 

Once the deadline for the return of the questionnaire 

was reached, the responses for each question were tallied. 

The results were reported by listing the total number 

responding to each question and the percentage and by list¬ 

ing the total number of responses to the total usable 

responses for each question. 
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The data was analyzed by the total number responding 

to each question and placing this on a percentage basis. 
/ 

Since every institution did not respond to all of the 

questions, the percentage was determined by the number of 

respondents to each question. Each of the tables showed 

the actual response, the number of instructors who gave 

that particular response, and the percentage of the par¬ 

ticular response. A written explanation of the tables was 

included with the analysis of each question. By reviewing 

the data obtained from the tabulations of the questions, 

the researcher drew conclusions and made recommendations. 



CHAPTER IV 

RESULTS OF THE STUDY 

The purpose of this chapter was to report the findings 

of the study through the presentation of factual data 

dealing with an Instructional Media Center in Montana. Of 

the 178 questionnaires mailed, 141 or 79 percent were 

returned. Of those returned, four or 2 percent were not 

answered and therefore were considered not usable. 

USE OF MEDIA CENTER 

Of the 137 respondents of the questionnaire, 122 or 

89 percent of them felt that they would use an Instructional 

Media Center if it were established in the State of Montana. 

Six or 4 percent of the respondents felt that they would 

not use the center. One of the no responses did not fill 

out the rest of the questionnaire except for question num¬ 

ber 17. One person or one percent said that he/she might 

use the center. One person or one percent answered the 

question by stating that the use depends on what is in it. 

Seven or 5 percent of the respondents did not answer the 

first question. 
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The above information is presented belovv' in Table 1. 

TABLE 1 

USE OF MEDIA CENTER 

Response No. Percent 

Yes 122 89^ 

No 6 4 

Possibly 1 1 

Depends 1 1 

No Response 7 5 

TOTALS 137 100% 

LOCATION OF CENTER 

Question two dealt with the location of the Instruc¬ 

tional Media Center in Montana. Montana State University 

was selected by 58 (42.34 percent) of the respondents. The 

University of Montana was the next most frequently suggested 

location by 23 (16.79 percent) instructors. Eastern 

Montana College and Fergus High School, Lewistown were each 

requested by seven (5.11 percent) individuals surveyed. 
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Six (4.38 percent) respondents requested the Helena Vo- 

Tech Center or the Great Falls Vo-Tech Center to be the 

center’s location. Five (3.65 percent) persons answering 

the question felt that the center should be in a central 

location. The Billings Career Center, Havre and Chinook 

Schools, Great Falls High Schools, and the Billings Vo- 

Tech Center were each given four (2.9.2 percent) marks for 

the center's location. Three (2.19 percent) respondents 

preferred the center to be located at one of the Billings 

High Schools. The Butte Vo-Tech Center was also cited 

three (2.19 percent) times. The Department of Public 

Instruction in Helena and Dawson High School in Glendive 

were given by two (1.46 percent) individuals as a site for 

the center. Missoula Technical Center was given as a sta¬ 

tion for the center by two (1.46 percent) individuals. Each 

of the following schools were requested once (.73 percent): 

Hardin Senior High School, Flathead High School, Powell 

County High School in Deer Lodge, Thompson Falls High 

School, Helena High Schools, and Northern Montana College. 

One (.73 percent) person stated that it would not really 

matter where the center was located. 

Table 2 is shown on the next page containing the above 

information. 
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TABLE 2 

LOCATION OF CENTER 

Location No. Percent 

Montana State University - 58 42.34% 
University of Montana 23 16.79 
Eastern Montana College 7 5.11 
Fergus High School 7 5.11 
Helena Vo-Tech Center 6 4.38 

Great Falls Vo-Tech 6 4.38 
Central Location 5 3.65 
Billings Career Center 4 2.92 
Havre-Chinook Schools 4 2.92 
Great Falls High Schools 4 2.92 
Billings Vo-Tech Center 4 2.92 

Billings High Schools 3 2.19 
Butte Vo-Tech Center 3 2.19 
Department of Public 
Instruction 

2 1.46 

Dawson High School 2 1.46 
Missoula Technical Center 2 1.46 

Hardin Senior High School 1 .73 
Flathead High School 1 .73 
Powell County High School 1 .73 
Thompson Falls High School 1 .73 
Helena High Schools 1 .73 

Northern Montana College 1 .73 
Would Not Matter 1 .73 
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AUDIO-VISUAL MATERIALS 

Question 3 dealt with the materials that the respond¬ 

ents would use in the classroom if they were available to 

them. The question had several suggestions. One hundred 

and five (76.70 percent) individuals said that trans¬ 

parencies would be of benefit. Forty-seven (34.30 percent) 

persons requested slides be placed in the center. Eighty- 

seven (63.50 percent) persons asked that filmstrips be 

located in the center. Eighty-one (59.10 percent) instruc¬ 

tors marked cassettes as being useful in the classroom. 

Sixty-three (46 percent) teachers checked pre-made bulletin 

boards. Forty-seven (34.30 percent) persons requested that 

video tapes be made for the center. One hundred and ten 

(17.74 percent) instructors marked current films as their 

response. Seventy-three (53.30 percent) individuals respond¬ 

ed by marking games. Each of the following media had one 

person requesting them respectfully for .73 percent of the 

responses: phone simulations, posters, reel-to-reel tapes, 

learning activities packets, a laminator, a list of quali¬ 

fied people to lecture on topics, and how to's and hints 

on making bulletin board with own skills. 

The above information is represented on Table 3. 
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TABLE 3 

AUDIO-VISUAL MATERIALS 

Response No. Percent 

Transparencies 105 76.70% 

Slides 47 34.30 

Filmstrips 87 63.50 

Cassettes 81 59.10 

Pre-made Bulletin Boards 63 46.00 

Video Tapes 47 34.30 

Current Films 110 80.30 

Games 73 53.30 

Phone Simulations 1 .73 

Posters 1 .73 

Reel-to-Reel Tapes 1 .73 

Learning Activities Packets 1 .73 

Laminator 1 .73 

Lecture Person List 1 .73 

Bulletin Board How To's 1 .73 
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SUBMITTING SUCCESSFUL TEACHING MATERIALS 

Question 4 asked teachers if they v^ould be willing to 

submit their successful teaching materials to the center. 

One hundred and eighteen (86.1 percent) respondents stated 

that they would be willing to submit their materials. 

Eleven (8.03 percent) of those said that they would not 

be willing to submit materials. Two (1.46 percent) persons 

were not sure if they would contribute to the center. No 

response was given by 5 (3.65 percent) individuals. One 

(.73 percent) person did not have any materials to submit 

at the present. 

Table 4 is shown below giving the above information. 

TABLE 4 

SUBMITTING SUCCESSFUL TEACHING MATERIALS 

Response No. Percent 

Yes 118 86.13% 

No 11 8.03 

Uncertain 2 1.46 

No Response 5 3.65 

No materials to submit 1 .73 

TOTALS 137 100.00% 
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TYPES OF MATERIALS SUBMITTED 

The writer was interested to know what types of 

materials instructors would he willing to submit to the 

media center if it were established. Computations for 

this question were based on the 118 yes answers to question 

4. The media that would'be submitted most was transpar¬ 

encies by 45 (38.14 percent) instructors. Forty (33.90 

percent) respondents would submit games. Packets of some 

types would be contributed by 34 (28.82 percent) persons. 

Tapes would be added to the center by 23 (19.50 percent) 

individuals surveyed. Eleven (9.33 percent) of those sur¬ 

veyed would not respond to the question. Instructional 

classroom ideas would be shared by 9 (7.63 percent) instruc 

tors. Bulletin boards or posters would be prepared by 5 

(4.24 percent) teachers. Slides would be made available 

by 8 (6.7 percent) of the respondents. Three (2.55 percent) 

instructors will submit teaching units or curriculum mater¬ 

ials. Anything that would be useful would be submitted by 

3 (2.55 percent) persons. Three (2.55 percent) individuals 

were undecided as to what they would submit. Methods or 

materials would be supplied by 2 (1.70 percent) people. 

One (.85 percent) person would submit each of the following 

Growth charts, filmstrips, records, job opportunities, 
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plares, typewriters, and a grading technique. 

The results of question 5 are shown more clearly in 

Table 5. 

TABLE 5 

TYPES OF MATERIALS SUBMITTED 

Response No. Percent 

Transparencies 45 38.14^ 

Games 40 33.90 

Packets 34 28; 82 

Tapes 23 19.50 

No Response 11 9.33 

Instructional Classroom Ideas 9 7.63 

Bulletin Boards 5 7.63 

Slides 8 6.78 

Units-Curriculurn 3 2.55 

Useful Materials 3 2.55 

Undecided 3 2.55 

Materials-Methods 2 1.70 

Growth Charts 1 • 00
 

O
l 

Filmstrips 1 .85 

Records 1 .85 

Job Opportunities 1 .85 

Flares 1 .85 

Typewriters 1 .85 

Grading Techniques 1 • 00
 

O
l 
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ADDITIONAL TEACHING MATERT4I, 

Question number 6 asked instructors what areas they 

felt they could use additional teaching media. There were 

137 responses to this question. Of the 137, 95 (69.40 

percent) persons felt Secretarial Practice classes needed 

more materials. Eighteen (13.10 percent) individuals 

desired more media in Business Math. Accounting I had 

45 (32.90 percent) of the requests. Thirty-five (25.60 

percent) individuals asked for additional supplies in 

Basic Business classes. Sixty-five (47.50 percent) re¬ 

quests were for Clerical Procedures, 56 (40.90 percent) 

requests for Shorthand I, and 49 (35.80 percent) persons 

requested Typewriting I classes. Accounting II materials 

were requested by 14 (10.20 percent) persons. Business 

Law materials were needed by 52 (38.00 percent) respondents. 

Fifty-seven (41.60 percent) of the instructors wished 

Office Machine media. Typewriting II, Economics, and 

Data Processing were each requested once for .73 percent. 

Five people did not answer the question for 3.65 percent. 

Table 6 summarizes the above information. 
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TABLE 6 

ADDITIONAL TEACHING MATERIAL 

Response No. Percent 

Secretarial Practice 95 69.40% 

Business Math 18 13.10 

Accounting 45 32.90 

Basic Business 35 25.60 

Clerical Procedures 65 47.50 

Shorthand I 56 40.90 

Typewriting I 49 35.80 

Accounting II 14 10.20 

Business Lav\r 52 38.00 

Office Machines 57 41.60 

Typewriting II 1 .73 

Economics 1 .73 

Data Processing 1 .73 

No Response 5 3.65 
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BENEFICIAL SUBJECT AREAS 

The writer was concerned with finding what specific 

materials would be used by instructors in Montana. Ques¬ 

tion 7 dealt with those materials. One hundred and thirty- 

seven responses were given for this question. Out of 

those Human Relations was marked by 72 (52.60 percent) 

instructors. Filing was requested by 56 (40.90 percent). 

Communication materials had 55 (40.20 percent) of the responses. 

Economics had 34 (24.80 percent). Word processing mater¬ 

ials were desired by 48 (35.00 percent) of the surveyed 

individuals. Forty-four (32.10 percent) of the responses 

indicated that Mailing Procedures would be helpful. Fifty- 

four (39.40 percent) teachers requested Banicing Procedures, 

90 (65.70 percent) requested Job Placement materials, 59 

(43.10 percent) requested Telephone Procedures and 46 

(33.60 percent) requested Insurance materials be placed in 

the center. Grooming materials were sought by 53 (38.70 

percent) respondents. Reprographics was another area that 

48 (35.00 percent) instructors felt should be considered. 

Seventy-nine (57.70 percent) teachers wanted careers added 

to the list of additional materials. Business Law and 

Data Process were each requested twice for 1.46 percent of 

the responses. The following materials were each requested 
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once for .73 percent of the materials requested: Dicta¬ 

phones, Investments, Newspaper materials, Business Simula¬ 

tions, and Speakers and Tours. 

The above information is shown in Table 7, on the 

following page. 

VIDEO TAPES 

The eighth question dealt with the making of video 

tapes to fit the instructor's needs. In order to have 

tapes made if a center was established, the writer felt 

it necessary to know what areas and specific tapes would 

be helpful to the teachers. To do this, the writer pre¬ 

pared an open-ended question which is summarized in Table 8. 

There were 137 responses to the question. 

Of the 137 responses, 83 individuals gave specific 

areas or names of a possible video tapes. Fifty-two 

instructors gave no response. Two instructors did not 

have access to a video tape machine. Ten general areas 

were requested. Those areas were Reprographics with 13 

(15.67 percent) of the requests, Business Law with 7 (8.44 

percent) requests, Human Relations with 8 (9.64 percent) 

requests, Office Machines with 19 (22.90 percent) requests, 

Typewriting with 22 (26.51 percent) requests, Secretarial 
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TABLE 7 

BENEFICIAL SUBJECT AREAS 

Response No. Percent 

Human Relations 72 52.60% 
Filing 56 40.90 
Communication Materials 55 40.20 

Economics 34 24.80 
Word Processing 48 35.00 
Mailing Procedures 44 32.10 

Banking Procedures 54 39.40 
Job Placement 90 65.70 
Telephone Procedures 59 43.10 

Insurance 46 33.60 
Grooming Materials 53 38.70 
Reprographics 48 35.00 

Careers 79 57.70 
Business Law 2 1.46 
Data Processing .2 1.46 

Dictaphones 1 .73 
Investments 1 .73 
Newspaper Materials 1 .73 

Business Simulations 1 .73 
Speakers and Tours 1 .73 
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and Clerical Procedures with 38 (45.79 percent) requests, 

Shorthand with 9 (10.85 percent) requests, Accounting with 

10 (12.10 percent) requests, and Parliamentary Procedures 

and Putting Out a Small Newspaper with 1 (1.21 percent) 

request each. Each of those ten areas was broken down into 

the specific title of the video tapes listed by each of 

the respondents. Those areas are shown on Table 8a. 

Table 8 showed the ten major categories noted by the 

respondents. 

TABLE 8 

VIDEO TAPES 

Responses No. Percent 

Reprographics 13 15.67% 

Business Law 7 8.44 

Human Relations 8 9.64 

Office Machines 19 22.90 

Typewriting 22 26.51 

Secretarial and Clerical 
Procedures 

38 45.79 

Shorthand 9 10.85 

Accounting 10 12.05 

Parliamentary Procedures 1 1.21 

Putting Out a Small Newspaper 1 1.21 
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TABLE 8a 

BREAKDOWN OF VIDEO TAPES 

Area or Title No. 

REPROGRAPHICS 
Hovir to Use a Fluid Duplicator 2 
How to Use an Offset Press 3 
How to Use all Machines 8 

BUSINESS LAW 
Actual Court Cases 5 
Contracts—Commercial Papers 1 
Illustration of Insurance 1 

HUMAN RELATIONS 
How to Handle Office Incidents 8 

JOB PLACEMENT 
Letters of Application 7 
How to Find a Job 1 
Interviews (Actual) 15 
Am I in the Career Field That Best 4 

Suits Me? 

OFFICE MACHINES 
Use of a Dictaphone 3 
How to Run a Rex Rotary Calculator 1 
Memory and Mag Card Typewriters 5 
Posting Machines 1 
Ten Key Machines (Fingering) 6 
Operation and Procedures on Key Punch 3 
Machines and Computers 

ACCOUNTING 
Preparation of All Types of Financial 7 

Reports 

GENERAL BUSINESS 
General Information 1 
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TABLE 8a 

Area or Title No. 

TYPEWRITING 
Hand Position 6 
Importance of Being a Good Typist 1 
Vertical and Horizontal Centering 3 
How to Type Envelopes 1 
How to Proofread 1 
Care and Use of IBM Typewriters 3 
How to Type a Manuscript 1 
How to Compose, Type and Determine 4 

Letter Costs 
Typing Posture and Habits 1 
Word Processing 1 

SHORTHAND 
An Expert Shorthand Writer Taking 3 

Dictation 
Steps to Make Taking Dictation Easier 4 
How to Write Shorthand Outlines in 2 
Relation to the Lines on the Paper 

SECRETARIAL AND CLERICAL PROCEDURES 
Telephone Procedure 12 
Business Etiquette 4 
Mailing 1 
How to be a Better Secretary 3 
How to Organize 3 
Grooming and Poise 4 
Application of Filing Rules and 11 

Equipment 

PARLIAMENTARY PROCEDURE 1 
PUTTING OUT A SMALL NEWSPAPER 1 
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FEE FOR CENTER 

Question nine was asked to determine if school dis¬ 

tricts would be willing to pay a small fee for the services 

of the media center, if it were established. One hundred 

and thirty-seven instructors responded to the question. 

Of the 137 respondents, 111 (81.10 percent) said that they 

would be willing to pay for mailing of materials from the 

center. Eighteen (13.14 percent) of the respondents 

stated that they would not be willing to pay a fee for the 

services. Seven (5.11 percent) of the instructors did not 

respond to this question and one (.73 percent) person did 

not know if he/she would pay for services provided. 

Table 9 depicts the above information. 

TABLE 9 

FEE FOR CENTER 

Responses No. Percent 

Yes Ill 81.10% 

No 18 13.14 

No Response 7 5.11 

Not Certain : 1 .73 

TOTALS 137 100.00% 

v/" 
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AMOUNT OF FEE 

The amount to be charged for the services of the 

center were to be determined in question ten. One hundred 

and thirty-seven secondary teachers responded to this 

question. Twenty-five (18.25 percent) of the instructors 

were willing to pay $5 - $10. Thirty-two (23.36 percent) 

of those surveyed were willing to pay $10 - $20. Twenty 

dollars to thirty dollars would be paid by 27 (29.71 percent) 

respondents. Twenty-one (15.33 percent) of those respond¬ 

ing would pay $30 - $40. No response was given by 22 

(16.05 percent) of those surveyed. Of those responses, 

6 individuals did not answer question nine, five indivi¬ 

duals did not answer question 10, and 11 persons answered 

Mnon to question nine. Three (2.19 percent) instructors 

were willing to pay between $50 - $100. Two (1.46 percent) 

individuals would like to see the center supported by the 

State Department of Public Instruction. Three (2.19 

percent) other persons would pay whatever was necessary for 

the materials that they would request. Two (1.46 percent) 

of the respondents were not sure of the amount that they 

would pay. 

Table 10 displays this information on the following 

page. 
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TABLE 10 

AMOUNT OF FEE 

Response No. Percent 

$5 - $10 25 18.25% 

$10 - $20 32 23.36 

$20 - $30 27 19.71 

$30 - $40 21 15.33 

$50 - $100 3 2.19 

No Response 22 16.05 

Whatever Necessary 3 2.19 

Uncertain 2 1.46 

TOTALS 137 100.00% 

OPTION TO PURCHASE MATERIALS 

Question 11 was intended to establish whether or not 

instructors would purchase materials from the center. 

However, the writer did not proofread the question thor¬ 

oughly before sending the questionnaire. The question is, 

therefore, stated as follows: ’’Would you like the option 

to purchase materials for the Instructional Materials 

Center?" The word "from" should have been substituted for 

the word "for." Since this mistake was overlooked, the 
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vnriter believes that all "yes” answers meant that the re¬ 

spondent would purchase materials from the center, while 

all "no" answers would mean that the individual would not 

purchase materials from the center. However, some of the 

"no" answers may have changed had the error not occurred. 

The "yes" responses numbered 92 (67.15 percent). The "no" 

answers numbered 28 (20.44 percent). One person said that 

he/she would possibly purchase materials. No responses 

were given by 16 (11.68 percent) of the persons surveyed. 

Table 11 displayed this information. 

TABLE 11 

OPTION TO PURCHASE MATERIALS 

Responses No. Percent 

Yes 92 67.15% 

No 28 20.44 

Possibly 1 .73 

No Response 16 11.68 

TOTALS 137 100.00% 
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CATALOG 

It was the writer's intention to determine if the 

center should have a catalog of materials by asking ques¬ 

tion 12, One hundred and thirty-seven instructors responded 

to the question. Of the 137 responses, 133 (97.08 percent) 

were "yes'* there should be a catalog. Four (2.92 percent) 

did not respond to the question. No one surveyed felt 

that a catalog was unnecessary. 

Table 12 shows this information. 

TABLE 12 

CATALOG 

Response No. Percent 

Yes 133 97.08^ 

No 0 

No Response 4 2.92 

TOTAL 137 100.00% 
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CATALOG DIVISIONS 

Question 13 dealt with the divisions of the catalog. 

There were 133 responses based on question 12. Of the 133 

responses, nine (6.77 percent) persons wanted the catalog 

divided by units. Four (3.00 percent) of the teachers 

preferred titles. A subject division was chosen by 109 

(81.96 percent) of the respondents. Eleven (8.27 percent) 

of the instructors choose material types as the catalog 

division. In addition, the comment that the subject divi¬ 

sion should be cross-referenced with a title division was 

also made by a respondent. 

The above information is depicted below in Table 13. 

TABLE 13 

CATALOG DIVISIONS 

Responses No. Percent 

Units 9 6.77% 

Titles 4 3.00 

Subject 109 81.96 

Material Types 11 8.27 

TOTALS 133 100.00% 
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AUDIO-VISUAL EQUIPMENT 

In order to determine what types of media should be 

prepared for the center, it was the intention of the writer ^ 

to determine what types of equipment the secondary schools 

in Montana have. Question 14 asked each instructor to mark 

the equipment their school had. The calculation of this 

question was based upon the 137 responses to the question. 

Of the 137 responses, 123 (89.78 percent) individuals 

marked cassette recorders. Sixteen mm projectors were ^ 

checked by teachers 120 (87.60 percent) times, while 8mm 

projectors were marked by 44 (32.10 percent) of the respond- 
« 

ents. The individuals questioned marked reel-to-reel tape 

recorders 85 (62.10 percent) times, record players 124 

(90.50 percent) times, Micro-film readers 39 (28.50 percent) 

times, the EDL—Controlled reader 25 (18.30 percent) times, 

and Video Tape Units 77 (56.20 percent) times. Other equip¬ 

ment that the secondary schools had was a slide projector 

marked by 108 (78.80 percent) individuals. Both film¬ 

strip projectors and overhead projectors were marked 128 

(93.40 percent) times. Seventy-eight (56.90 percent) 

individuals checked that they had opaque projectors in 

their schools. Micro-fiche readers were present in 32 

(23.40 percent) of the schools. Forty-seven (34.30 percent) 
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schools had Dukane units. A Singer Audio Study Mate, a 

phono-viewer, a film loop, an individualized listen con¬ 

sol, a teletrainer, and an intercom radio for Homebound 

students, and a TV were marked once for (.73 percent). 

Four (2.90 percent) of the schools marked dictaphones. 

Five (3.70 percent) persons did not respond to the question. 

The above information is displayed in Table 14. 

OPERATIONAL TRAINING 

The writer was interested to find out on which type 

of equipment the school instructors would need additional 

training. Question 15 dealt with operational training on 

equipment. One hundred and thirty-seven schools responded 

to this question. Instructors, from the one hundred 

schools responding, did not need training on either the 

cassette recorders or the overhead projectors, or the 

slide projector. Six (4.38 percent) of the individuals 

responding to the questionnaire required instruction on a 

16 mm projector. Five (3.65 percent) teachers wanted 

directions on an 8mm projector. Explanation of how to 

use a reel-to-reel tape recorder was required by 12 (8.76 

percent) of the instructors surveyed. Training instruc¬ 

tions were required on micro-film readers by 45 (32.85 
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TABLE 14 

AUDIO-VISUAL EQUIPMENT 

Response No. Percent 

Casette Recorders 123 89.78% 
16mm Projectors 120 87.60 
8mm Projectors 44 32.10 
Reel-to-Reel Tape Recorders 85 63.10 

Record Players 124 90.50 
Micro-film Readers 39 29.50 
EDL-Controlled Readers 35 18.30 
Video Tape Units 77 56.20 

Slide Projectors 108 78.80 
Filmstrip Projectors 128 93.40 
Overhead Projectors 128 93.40 
Opaque Projectors 78 56.90 

Micro-fiche Readers 32 23.40 
Dukane Units 47 34.30 
Singer Audio Study Mates 1 .73 
Teletrainer 1 .73 
Intercom Radio for Homebound 

Students 
1 .73 

TV 1 .73 
Dictaphones 4 2.90 
No Response 5 3.70 
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percent) persons and on an EDL-Controlled reader by 47 

(34.31 percent) of those surveyed. Twenty-three (16.79 

percent) individuals wanted to know more about the Dukane 

Cassette-filmstrip units. Thirty-eight (27.74 percent) 

of the respondents wished more information on the use of 

the video tape unit. Two (1.46 percent) persons requested 

training on a filmstrip projector. Fourteen (10.22 per¬ 

cent) individuals wanted training on the opaque projector. 

Instruction on the micro-fiche readers was required by 44 

(32.12 percent) of the respondents. One person wanted to 

be given lessons on the use of the Mag Card typewriter for 

.73 percent of those surveyed. Nine (6.5 percent) persons 

stated that they have operated all of the equipment listed 

on the questionnaire. Thirty-four (24.82 percent) of those 

surveyed did not respond to the question. The "no" response 

may have indicated that they have operated all of the 

equipment listed since there was not a special place for 

them to indicate that they did not need operational train¬ 

ing on the equipment. 

The above information is depicted on Table 15. 
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TABLE 15 

OPERATIONAL TRAINING 

Response No. Percent 

Cassette Recorders 0 — 

Overhead Projectors 0 — 

Slide Projectors 0 — 

16mm Projectors 6 4.38% 

8mm Projectors 5 3.65 

Reel-to-Reel Tape Recorders 12 8.76 

Micro-Film Readers 45 32.85 

EDL Controlled Reader 47 34.31 

Dukane Cassette-Filmstrip Units 23 16.79 

Video Tape Units 38 27.74 

Filmstrip Projector 2 1.46 

Opaque Projector 14 10.22 

Micro-Fiche Readers 44 32.12 

Mag Card Typewriter 1 .73 

No Response 34 24.82 
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EQUl'PMkNT PLACED IN THE CENTER 

It was the writer's intention, in Question 16, to 

find out what types of equipment would best be placed in 

the center. Ninety-five (69.40 percent) of those surveyed 

requested the Memory Typewriter be accessible in the center. 

Vide Tape Units were requested by 20 (14.60 percent) of 

the instructors. Twenty-six (19 percent) of the respond¬ 

ents requisitioned dictaphones. Telephones were sought 

by 47 (34.30 percent) individuals. Eighty-three (60.60 

percent) petitioned for Mag-Card Typewriters to be placed 

in the center. Fourteen (10.20 percent) of those sur¬ 

veyed requested that calculators be put into the center. 

Some of the specific types mentioned were Monroe, Printing 

Electronics, Mini-Computers, and Olympias. Each of the 

following types of equipment were requested once for .73 

percent of the responses: Micro-fiche readers, laminating 

machines, collators, cash registers, and a key punch veri¬ 

fier sorter. Three (2.20 percent) of those surveyed said 

that they did not want any of the listed equipment in the 

center. One comment that went along this line was "How 

can you send a typewriter through the mail?" No response 

at all was given by 12 (8.80 percent) individuals. 
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Table 16 is shown below with the preceding informa 

tion listed. 

TABLE 16 

EQUIPMENT PLACED IN THE CENTER 

Response No. Percent 

Memory Typewriter 

Video Tape Units 

Dictaphones 

Telephones 

Mag-Card Typewriters 

Calculators 

Micro-fiche Readers 

Laminating Machines 

Cash Registers 

Collators 

Key Punch Verifier Sorter 

No Equipment in Center 

No Responses 

95 69.40% 

20 14.60 

26 19.00 

47 34.30 

83 60.60 

14 10.20 

1 .73 

1 

to 
i>

 • 
1 .73 

1 .73 

1 .73 

3 2.20 

12 8.80 
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ADDITIONAL COMMENTS 

The writer asked for any additional comments to be 

given by the respondents of the questionnaire. Some of 

those comments are as follows: "A Media Center would be 

very beneficial in Montana—it would help us teachers keep 

*on top' of new equipment, materials, and procedures. 

Exchanging ideas and materials could be very beneficial 

to both teachers and student." Another comment given by 

several teachers was "The media center for business educa¬ 

tion is a great idea." From the above statements, the 

writer felt that instructors in the state of Montana were 

interested in a center. 

Additional comments made by many of the respondents 

included "We are a very small school, 32 enrollment in the 

high school, and we could benefit greatly from a Media 

Center. There are so many things that are beyond our 

budget," and "The benefits of a media center to most small 

schools would be so great as to be immeasurable." Many of 

the respondents stated that a media center would be most 

beneficial to the state if more than one center could be 

established. Two of such comments that the writer felt 

expressed the opinion of many were: "I do not believe such 

a media center is very practical if one center is to serve 
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an entire state as large as Montana. The materials would 

not be readily accessible to most schools," and "I think 

that this is a very good idea. But I do feel more than 

one sight is necessary. There should be a sight within 

100 miles or so from each school." 

Two additional comments that the writer believed were 

important to the development of the center are stated 

below. "I think if something like this is set up; yearly 

workshops should be held to go over new materials. This 

could take place at the regional state workshops." The 

author believed that this statement could be made into a 

workable function and that it would help the users of the 

center know what information is available to them. The 

last comment summed up one of the major goals of the pur¬ 

pose of the media center. "I believe we can also use more 

of the "media" that is available from banks as well as 

Mountain Bell. Some of the media is already available, and 

I think we should all be aware of those materials to avoid 

duplication. That way we can have a media center that 

would be of higher quality." 



CHAPTER V 

SUMMARY, CONCLUSIONS AND RECOMMENDATIONS 

INTRODUCTION 

The purpose of this study was to determine (1) if 

business/office educators in the State of Montana wanted an 

instructional media center established, (2) where the best 

possible location of the center would be, (3) what types of 

audio-visual materials should be housed in the center, 

(4) would teachers be willing to submit materials to the 

center, (5) what subjects are in need of additional audio¬ 

visual materials, (6) would teachers through a school dis¬ 

trict be willing to pay for the services of the center, 

(7) what dollar amount would instructors be willing to pay, 

(8) whether a catalog should be printed and how should it 

be divided, and (9) what types of equipment should be housed 

in the center. 

A questionnaire was sent to all secondary schools in 

Montana to determine if the center would be beneficial to 

the business and office educators. From the information 

received, the author was able to make the conclusions and 

recommendations that follow. 
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SUMMARY 

Listed on the following pages is the summary of the 

major findings of the study. 

1. The majority (89 percent) of the instructors of 

business/office in secondary schools feel an instructional 

media center will benefit them. 

2. Forty-three percent of the instructors surveyed 

wanted the instructional media center located at Montana 

State University. However, the next largest percentage of 

instructors (17 percent) preferred the center be located 

at the University of Montana. 

3. A number of audio-visual materials would be use¬ 

ful to the Montana business/office instructors. The major 

ones are listed: Transparencies were requested by seventy- 

seven percent of the instructors; current films were wanted 

by eighty-one percent of the instructors; slides and video 

tapes were preferred by thirty-four percent of those sur¬ 

veyed; filmstrips were requested by sixty-four percent of 

the instructors; and casettes were preferred by fifty-nine 

percent of the respondents. 

4. The majority of instructors (86 percent) would 

submit materials to the center. 
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5. Transparencies would be submitted by thirty-nine 

percent of the instructors. Games would be given by 

thirty-four percent instructors. Twenty-nine percent of 

the instructors would give packets to the center. Twenty 

percent of the instructors would prepare tapes. 

6. The additional teaching materials and the percent¬ 

age of the requests are as follows: Secretarial Practice: 

70 percent, Clerical Procedures: 48 percent, Office Mach¬ 

ines: 42 percent, Shorthand: 41 percent, and Business Law: 

38 percent. 

7. Materials in the following subject areas and the 

percentage of requests are as follows: Careers: 58 percent, 

Human Relations: 53 percent, Telephone Procedures: 43 

percent, Job Placement: 66 percent, Filing and Communica¬ 

tion Materials: 41 percent, and Banicing Procedures: 

40 percent. 

8. Video tapes were requested in Secretarial and 

Clerical Procedures by 46 percent of the instructors. 

Typewriting tapes were requested by 27 percent of the 

teachers. 

9. The majority (81 percent) of the respondents would 

purchase materials from the instructional media center. 
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12. Ninety-seven percent of those surveyed felt that 

the instructional media center should have a catalog. 

13. The majority (82 percent) of the secondary busi¬ 

ness/office instructors wanted the catalog divided into 

subject areas. 

14. Over 50 percent of the schools surveyed had the 

following equipment: cassette recorders, 16mm projectors, 

reel-to-reel tape recorders, record players, video tape 

units, slide projectors, filmstrip projectors, overhead 

projectors, and opaque projectors. 

15. Thirty-three percent of the instructors need 

operational training on micro-film readers and EDL controlled 

readers. Thirty-two percent needed training on micro-fiche 

readers. 

16. Memory typewriters should be placed in the instruc¬ 

tional media center according to 70 percent of the instruc¬ 

tors. Instructors (61 percent) would also like to have a 

Mag Card typewriter in the center. 

CONCLUSIONS 

This study had nine major goals or objectives. These 

objectives are restated in the Introduction of this chapter. 

The conclusions drawn from this study are as follows: 
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1. Instructors in Montana felt that a business/office 

instructional media center would be of use to them. 

2. It was determined by the surveyed instructors that 

Montana State University or the University of Montana should 

be the location of the instructional media center. 

3. Instructors felt that they would use transpar¬ 

encies, filmstrips that were current, current films, cas¬ 

settes, and pre-made bulletin boards for the most part if 

they were stored in the center. 

4. Teachers or districts in Montana secondary schools 

would be willing to pay a small fee for the services of 

the center. The fee could range from $5 to $40. 

5. A number of instructors throughout the state 

wanted more teaching materials in the following areas: 

Secretarial Practice (69 percent), Accounting (33 percent), 

Basic Business (26 percent), Clerical Procedures (48 percent), 

Shorthand I (41 percent), Typewriting I (36 percent), Busi¬ 

ness Law (38 percent), and Office Machines (42 percent). 

6. Those teachers surveyed would be willing to submit 

a variety of teaching materials to the center.' 

7. The majority of the instructors felt that if the 

instructional media center was established, the center 

should have a catalog. They recommend that the catalog be 
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divide d according to subject. 

8. Seventy percent of the instructors felt that the 

instructional media center should house the unusual equip¬ 

ment, the equipment that might be too expensive for a 

district to purchase such as the Mag Card typewriter and 

the Memory typewriter. 

RECOMMENDATIONS 

The researcher’s major purpose for conducting this 

study was to determine if a proposal should be made to the 

state for business/office instructional media center. In 

addition to the recommendation that a business/office 

instructional media center be established in Montana, the 

researcher has the following recommendations: 

1. A project proposal should be written to establish 

the center and to fund it so that materials could be 

acquired. 

2. The business/office instructional media center 

should be located centrally. 

3. During the first years of operation, the center 

should be concerned with acquiring materials and not 

equipment. 

4. When the center is established, the secondary 
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instructors of business/office subjects should be sent a 

letter requesting them to send to the center any teaching 

materials or ideas to be reproduced for use by various 

instructors in the state. 

5. The audio-visual materials prepared should be 

centered around the basic equipment in the schools such as 

overhead projectors, video tape units, cassette and reel- 

to-reel tape recorders, and 16 mm projectors. 

6. The charge for mailing and reproducing materials 

should be minimal so that both the smaller and the larger 

schools can take advantage of the center. 

7. The catalog of the center should have subject div¬ 

isions and be cross-referenced by title. 

8. If equipment is placed in the center, the type of 

equipment should be that which the district may not be able 

to afford such as a Mag Card typewriter or a mini-compu¬ 

ter system. In this way, students in all schools could 

have access to this equipment. However, provisions should 

be made to ship the equipment to the various requesting 

schools. 

9. Once one center is well established and on going, 

a second center might be established to better facilitate 

the needs of the state. The second center should be located 
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at opposite ends of the state. 

10. Workshops might be held at the business/office 

instructional media center to acquaint the instructors 

with the new materials and equipment available in the 

center. 
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APPENDIX A 

April 4, 1978 

Dear Fellow Educator: 

Enclosed you will find a questionnaire which related to the 
possible establishment of a Business/Office Instructional 
Media Center in the State of Montana. 

This questionnaire has a two-fold purpose. One, it will 
be included as part of my master's paper. Two, it will 
be used to try to establish a possible location for a 
media center. It will also help to organize materials 
and equipment that should be placed in the center. 

Will you please fill out and return the enclosed question¬ 
naire in the stamped, self-addressed envelope no later 
than April 21, 1978. 

Your help and cooperation are greatly appreciated. 

Thank you. 

Miss Julie Myers 
Hardin Senior High School 

Enclosures 
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APPENDIX B 

SURVEY INSTRUMENT FOR THE 

ESTABLISHMENT OF A 

BUSINESS/OFFICE INSTRUCTIONAL MEDIA CENTER 

IN THE STATE OF MONTANA 

SURVEY #  

INSTRUCTIONS: Please indicate your answer to the following 
questions by placing a check mark (s) on 
the appropriate line. One question will ask 

. . provide your own answer. 

DEFINITION: An instructional media center is a learning 
resource center where a full range of printed 
and audio-visual media is stored with the 
necessary equipment and accompanying services 
that are accessible to both student and 
teacher. 

1. If a business/office instructional media center was 
established in the State of Montana, would you use it? 

YES NO 

2. At what location would you prefer to have a business/ 
office instructional media center established in the 
State of Montana? 

 . Montana State University Campus at Bozeman 

 University of Montana Campus at Missoula 

 , Secondary High School (Specify which 
school and the city below) 

Other (specify location) 
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3. Which types of audio-visual materials do you prefer to 
use in your classroom? Answer this question in the 
terms that all media suggested is available to you? 

 ^Transparencies  Premade Bulletin 
Boards 

 Slides  Video Tapes 

 Filmstrips  Films 

Cassettes Games 

Other (Specify) 

4. If an Instructional Media Center were established in 
Montana, would you be willing to submit your successful 
teaching materials to the Center for distribution to 
other teachers? 

NO YES 

5. If answer to question 4 is yes, what types would you 
submit? 

 ^Transparencies  Slides 

 Packets Games 

Tapes  Other (Specify) 

6. In what specific areas of business/office education 
would you prefer to have more teaching media? 

 Secretarial Practice  Shorthand I 

 Business Math  Typing I 

Accounting I  Accounting II 

 Basic Business  ^Business Law 

Clerical Procedures Office Machines 
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7. If the following materials were available to you through 
the Instructional Media Center, which subject areas 
would be beneficial to you? (More than one area may 
be selected) 

Human Relations Job Placement 

Filing  ^Telephoning Etiquette 

Communications Insurance 

Economics  Grooming 

Word Processing  Reprographics (Dupli¬ 
cation) 

Mailing Procedures  ^Careers 

Banking Procedures  Other (Specify) 

8. If video tapes were made on specific subject material, 
what subjects would you like taped? Example: "How to 
Prepare a Stencil" 

9. In order to pay for the cost of mailing materials and 
reproducing materials for you, would you be willing to 
pay a fee for the service of the Center? 

 YES ~ NO 

10. If you would be willing to pay a fee, how much do you 
think you could budget for the fee on a yearly basis? 

  $5-10  $10-20 

   $20-30  $30-40 

  Other (specify)    
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11. Would you like the option to purchase materials for 
the Instructional Materials Center? 

  YES NO 

12. Would it be beneficial to you to have a catalog of all 
materials available in the Instructional Media Center? 

 YES NO 

13. If you answered yes to #12, how would you like the 
catalog divided? Choose one answer only. 

 Units  Subjects 

 Titles  Material Types 

14. What types of audio-visual equipment does your school 
or district have at present? 

 cassette recorders  video tape unit 

 16mm projectors  slide projectors 

 8mm projectors  filmstrip projectors 

 reel-to-reel re-   overhead projectors 
corders 

 record player  opaque projectors 

 micro-film readers  micro-fiche readers 

EDL-Controlled Dukane (cassette- 
readers filmstrip unit) 
other (specify)  other (specify) 

15. On which of the following audio-visual equipment would 
you need operational training? 

 cassette recorders  video tape units 

 16mm projectors  slide projectors 

 8mm projectors  ^filmstrip projectors 
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jreel-to-reel tape  overhead projectors 
" recorders 
micro-film readers  opaque projectors 

EDL-Controlled  micro-fiche readers 
readers 

Dukane (Cassette-   Other (specify) 
filmstrip unit) 

16. Which of the following types of equipment would you 
like placed in the instructional media center that you 
do not have access to in your home or school district? 

 Memory typewriter  Mag-card typewriter 

 Video tape unit(Specify type)   

 Dictaphones  Electronic calculators 
(Specify type)  ' 

  ^Telephones   

 Other (Specify)   

17. Please feel free to add any additional comments or 
suggestions on the bottom of this sheet. 
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APPENDIX c 

May 19, 1978 

Dear Educator: 

Enclosed you will find a questionnaire concerning the pos 
sible establishment of a Media Center for Business and 
Office Educators in the State of Montana. 

I am again requesting that you take a few minutes to com¬ 
plete and return this questionnaire. A postage paid enve 
lope is enclosed for your convenience. 

If you do not wish to complete the questionnaire, please 
pass it onto another member of your business staff or 
return the questionnaire unanswered in the postage paid 
envelope by May 30, 1978. 

The time that you spend on this questionnaire is greatly 
appreciated. 

Sincerely, 

Miss Julie Myers 
Hardin Senior High School 


