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FOREWORD

The rate at which new school buildings must be made available depends
upon (1) the growth of school population; and (2) the number of buildings
in use that must be replaced because of obsolescence. The type of new build-
ings needed ¢ “pends upon the educational program that is required to meet
the needs of our society. In planning new school facilities, including those for
business education, every known step should be taken to secure the facilities
required to> meet the needs that exist and the flexibility essential to meeting
the needs that will likely arise during the years the facilities will be used.

The material in this publication was developed by the Bureau of Business
Education with the assistance of school administrators, curriculum directors,
business ecucators, personnel of the Bureau of School Planning of the Cali-
fornia State Department of Education, and architects. The suggestions and
guidelines presented should be most helpful in planning business education
facilities that will be appropriate for the programs to be offered, adequate for
enrollments to be served, and sufficiently flexible that required adjustments
can be readily made as program changes are required. .

&0y €

Superintendent of Public Instruction
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PREFACE

Planning and Equipping Business Education Classrooms is designed to
assist school districts and architects in planning business education facilities
to meet the present and future needs in this important area of education.

Charles D. Gibson, Chief, Bureau of Schoo! Planning, California State
Department of Education, assisted in making this publication one that opens
new avenues for the type of educational planning that provides a sound basis
for all other essential planning of educational facilities. Conferences with
school personnel and architects were held throughout the state for the purpose
of gathering material to be included in this publication. The pictures used to
show desirable business education facilities were supplied by various school
districts. Nathan H. Boortz, Director of Technical and Vocational Education,
Foothill College, and Wayne L. Sorenson, Administrative Assistant in Charge
of Curriculum, Hayward {nion High School District, reviewed the material
and suggested desired changes.

The staff of the Bureau of Business Education planned and prepared this
publication. M. Claire O’Brien, Consultant in Business Education, Bureau of
Business Education, had major responsibility for assembling and organizing
the material.

RicuArD M. CLOWES R. C. VAN WAGENEN
Associate Superintendent of Chief, Bureau of
Public Instruction; and Chief Business Education

Division of Instruction
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INTRODUCTION

Each school district should make decisions regarding the business educa-
tion facilities to be provided on the basis of studies made relative to the
needs of the students and of the community. These studies will have signifi-
cance if they are made by the people who will be utilizing the facilities
planned.

This publication is designed to provide a guide for school personnel and
architects to work together in developing plans for business education
facilities.

Therefore, the emphasis in this guide is on methods of planning rather
than on specific recommendations. The reason for this approach is the im-
portance of local planning in meeting the needs of the students in the schools
of the district.

This guide is designed primarily for use in planning business education
facilities for junior high schools, and four-year and senior high schools.
However, since the facilities needed for business education depend more
upon the program offered than upon the educational level or the age-group
for which they are provided, the guide may be used to advantage in plan-
ning facilities for junior colleges and for adult education purposes.

M. Craire O’BRIEN

Constiltant in Business Education
Bureau of Business Education

L ok kK e




ers used in franscribing shorthand is essential in the shorthand classroom.

Desk space sufficient for taking dictation and for typewrit
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Students are taught how to display merchandise to the best advantage.
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