Utah State University

Digital Commons@USU

All Graduate Theses and Dissertations Graduate Studies

5-1969

An Evaluation of Vocational Shorthand Competency Attained in
Utah High Schools

Alden A. Talbot
Utah State University

Follow this and additional works at: https://digitalcommons.usu.edu/etd

Cf Part of the Education Commons

Recommended Citation

Talbot, Alden A., "An Evaluation of Vocational Shorthand Competency Attained in Utah High Schools"
(1969). All Graduate Theses and Dissertations. 3001.

https://digitalcommons.usu.edu/etd/3001

This Thesis is brought to you for free and open access by
the Graduate Studies at DigitalCommons@USU. It has

been accepted for inclusion in All Graduate Theses and /[x\

Dissertations by an authorized administrator of /\

DigitalCommons@USU. For more information, please (l .()Al UtahStateUniversity
contact digitalcommons@usu.edu. /'g;m MERRILL-CAZIER LIBRARY


https://digitalcommons.usu.edu/
https://digitalcommons.usu.edu/etd
https://digitalcommons.usu.edu/gradstudies
https://digitalcommons.usu.edu/etd?utm_source=digitalcommons.usu.edu%2Fetd%2F3001&utm_medium=PDF&utm_campaign=PDFCoverPages
https://network.bepress.com/hgg/discipline/784?utm_source=digitalcommons.usu.edu%2Fetd%2F3001&utm_medium=PDF&utm_campaign=PDFCoverPages
https://digitalcommons.usu.edu/etd/3001?utm_source=digitalcommons.usu.edu%2Fetd%2F3001&utm_medium=PDF&utm_campaign=PDFCoverPages
mailto:digitalcommons@usu.edu
http://library.usu.edu/
http://library.usu.edu/

TAF
\H
H
11¢
GH
SCt
HO
(
)L

1
Log
an

19¢
69




ACKNOWLEDGMENT S

Th

study is most grateful to Doctors Ted

Stoddard, Dona Frost, and Donald Nellermoe of Utah State University for

their untiring guidance, advice, and constructive criticism throughout

the duration of the study. Appreciation is also expressed to his

parents and family, who were patient and gave of their time in helping
with the study.

The support of E. Charles Parker, Utah State Specialist
Business and Office Education, and of Dr. Ted Ivarie, Head of the
Department of Business Education at Utah State University, is also
appreciated.

Thanks go to Barbara Kendall, who typed the final copy of

this thesis; and to the teachers and students, who actually participated

in administering and taking the shorthand test which made this study
possible.
Finally, the writer wishes to acknowledge the sacrifices and

understanding of his fiance, Sheila; to her this project is dedicated.

Alden A.




ACKNOWLEDGM

TRODUCTIO

ions of terms
of chapters

II. REVIEW OF LITERATURE

Acquisition of shorthand compe

Advantages of shorthand . . .
Summary of chapter . . . .

DS AND PROCEDURES .

test scores by percentag
showing the number of students passing the tes
Results from comparison of the different shorthand
teaching programs « + « « w & « s S oy, b8
Results from rural school shorthand te score
COMPATIBONE 5 w & s » 3 & & & & & >
Results from urban school shorthand test score
rural and urban school
score comparisons
test score comparisons wh
iters were and were not used in
shorthand instruction PR




Adr
nini
11st
te1

@
St
107




TABLES

Number and Percentage of Responses to Teacher
Questionnaires

Number and Percentage of Teachers Returning Test
Answer SHhegfs . o & ¥ 3 & o9 % B F A B Y G B E s

Number and Percentage of Students in Test-Return
ReBultsl « o w v % o oa w 6 w0 ® 0 o 6w e e

Groupings Used in Test Score Breakdown

Number and Percentage of First-Year Students in
Category Breakdown According to Student Test Scores

Number and Percentage of Second-Year Students in
(=3
Category Breakdown According to Student Test Scores

Number and Percentage of Combined First- and Second-
Year Student Breakdown According to Student Test Scores

Summary for Analysis of Variance Between the Three
Shorthand Programs Involving First-Year Shorthand

SEUdBHES 1 5 5 4w @ owow W e B e W e e R s, W

Summary for Analysis of Variance Between
Shorthand Programs InvolvingSecond-Year Shorthand
BEvdEREs . L a e e e a g g e e s

Number and Percentage of First-Year Rural School
Students According to Category Breakdown . . . . .

Number and Percentage of Second-Year Rural School
Students According to Category Breakdown . . . . .

Number and Percentage of First-Year Urban School
Students According to Category Breakdown . . . .




gory

Analysis of Variance Between First-Year
est Scores for Urban and Rural High School

=

mary fo

Shorthand

1

39

SEUGERES v o o & @ o & 5 &Sm0 G & R S W W W@ & e o

15. Summary for Analysis of Variance Between Second-Year
Shorthand Test Scores for Urban and Rural High
Schovl Studetts w o s & 5 5 % % & v & & v owow w e w0 @ o B0

16. Number and Mean Averages of Students Who Used
st-Year Shorthand Instruction . . . . . &l

Typewriters In F

17. Sum y : iance Between First-Year
Shorthand Students Who Used Typewriters and Those

y for

Who Did

r and Mean second -Year Students and

19. Summary for Analysis of Variance Between Second-Year
Shorthand Students Who Used Typewriters and Those
Whio! DA MO & o v w5 5w we e o s b e el e e et S

20. Mean Scores Achieved and Number of Students in Each
of The Different First-Year Shorthand Class Sizes

seds tn Thils SEudl o v ais 45 & 2 & & % 24 5 5 5 % e 0w e G
21, Summa 'or Analysis of Variance Between First-Year
Student Test Scores For Different Class
L
45

23. Mean Scores Achi nd Number of Students in
Different Second-Year Shorthand Cl

. Summary For Analysis of Variance Between Second-Year
Shorthand Student Test Scores For Different Class




Shortha

engths

Studer

Between Groups




f Vocational Shortl

Attained in Utah High
by

Alden A, Talbot, Master of

ience
Utah State University, 1969

Major Professor: Dr. Ted D. Stoddard
Department: Business ucation

A sample U, S. Civil Service shorthand test was given to

2,336 students € Jtah high school rthand instructors to

determine the iency of shorthand students in taking shorthand at

80 words per minute and transcribing it with 95 per cent accuracy.

The
test was also used to compare shorthand achievement through the use of
typewriters in shorthand instruction, the location of the school, the

size of class by number of students, and the length of the class

period. Test scores were used as the means of comparison.

The

and punched into cards. These
cards were then tabulated by a computer and results were placed in
y P P

table form for comparison at the .05 level of significance.

Only 4.31 per cent of the students taking the test passed it
with 95 per cent accuracy--.4 per cent of the first-year students and

15.1 per cent of the second-year shorthand students.

The programs of teaching had no effect on the students
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this study.




INTRODUCTION

One of the goals of shorthand instruction in high

schools today is for students to acquire a vocational skill that will

1

the course.

et

make them employable upon completion

Typical patterns of shorthand instruction in high schools in

the state of Utah are: (1) one year of one-hour classes; (2) two years

sses; (3) one-hour, one year classes followed by a

concentration of shorthand instruction in a secretarial practice block

program the second year; (4) a two-hour block for one year; and (5) a

1 - q & 9
two-hour bleck for both first and second years of shorthand instruction.

The degree of shorthand success achieved from one high school

to another varies considerably. Some teachers maintain that part of

their students attain a marketable shorthand skill after one ye

other teachers insist that two years are necessary to help students

gain a marketable skill.3

1T. H. Bell, ecutive Officer, Business and Marketing
Education Guide (Salt Lake City, Utah: Utah Board for Vocational
Education, 1966), p. 33, and Frank J. Dame, Albert R. Brinkman, and
Wilbur E. Weaver, Prognosis, and Guidance, and Placement in Business
Education (Cincinnati, Ohio: South-Western Publishing Company, 1944)
pis. 110,

2E, Charles Parker, State Specialist, Business and Office
Education, Personal interview, Salt Lake City, Utah, February 3, 1968.

3Richard D. Featheringham, "Two Years of Shorthand: A
Justification,'" The Ohio Business Teacher, XXVI (April, 1966), 43-44.
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were taught,
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REVIEW OF LITERATURE

5
late

The literature which is re to the problem of thi

is divided into two main divisions: (1) The

acquisition of shorthand

competen and (2) the advantages of shorthand for a vocation.

Acquisition of shorthand competenc

The demands of business and businessmen must be made known

in determining the speeds and skill needed by shorthand students to

make them vocationally competent.

Various studies of the rates at which businessmen dictate
have revealed that speeds of even 100 words a minute a not
necessary for the ordinary needs of busiress . . . and that the
average rates at which businessmen dictate ranged from 60 to

80 words a minute . . . with as much as one-fourth dictated at
less than 60 words a minute. !

Speed in dictation is often cited as a job entry requirement
when a prospective employee makes application for a stenographic job.
However, shorthand speed is not the only requirement of employers.

The cost of letters continues to climb while the stenographer is

transcribing the letter., Moreover, the transcription speed is important

1o Comprehensive Analysis and Synthesis of Research Finding
and Thought Pertaining to Shorthand and Transcription, Vol., 1, p. 187,
cited by Elise D. Palmer and Sally Bulkley Pancrazio, ". . . Shorthand
Selection Procedures: Are They Justifiable?" Business Educati
Forum, XXII, No. 1 (1967), 14.
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N s 4
finished.®

Featheringham says:

Opponents of skill subjects are dubious as to wheth
f shorthand can be justified on the high scho

two years o

the shorthand

There is no reason to believe that
be less than a two-year program when the intention of the st
vocational.?

Some instructors and texts refer to shorthand training as

vocational, personal, or for the purpose of taking notes. However,

Gregg shorthand taken in excess of one year is stamped as vocational.

'Second -year shorthand is vocational in purp:;se."b Speaking

In Utah,

of Gregg

T s simpler alphabetic systems and less complex
symbolic systems have been developed, for which it is claimed
that writing speeds of about 80 words per minute can readily be
actained in from one to two semesters of imstruction. These
onal shorthand:

simpler

nd as one of

Dame, Brinkman, and Weaver refer to CGregg
> g8

the objectives of vocational business education.

It specifically indicates the development of technical skills
to point where the students will be prepared for the requirements

s Blanford, and Ruth Anderson,

B =t 0
#Lloyd V. Douglas, Jame
Business Subjects (Englewood Cliffs, New Jersey: Prentice-Hall, Inc.,

1958), p. 349.

"Richard D. Featheringham, "Two Years of Shorthand: A

Justification," The Ohio Business Teacher, XXVI (April, 1966), 43-44.

61

I'. H. Bell, Executive Officer, Business and Marketing tion
Guide (Salt Lake ty, Utah: Utah Board for Vocational Education, 1966),
P« 384

/Leonard J. West, "Business Education," Research Report, No. 67-11,
October, 1967 (New York, New York: Division of Teacher Education of the
City University of 1967), p

>

New York,




of his first job ible, be prepared for

advancement possi

Ruelas agress with the above quotation by saying,

Whatever alternative may be taken, consideration must be
given to the premise that shorthand training is aimed at true
vocational competency that will meet the standards and requirements
of the employing community.

In making a survey of ninety-seven businesses, Wilsing found:

Only twenty-nine of the ninety-seven employing units in the
sample had established entrance stenographic standards. Of
these, a number stated two standards--a higher figure for higher
level stenographic or secretarial positions, or the speed that
was desired; and the lower figure representing lower level
stenographic requirements, or a speed that would be acceptable

. . In either case, whether the lower or higher figures were
employed, the median speed requirement was eighty words a minute.

10

Olsen reports, 'Most employers require eighty words per

minute as a dictation speed with ninety-five per cent accuracy." He
goes on to say that some job applicants ask to take tests at the
employment offices at speeds slower than eighty words per minute such
as seventy or even sixty. These slower speeds, especially sixty words

per minute, are sometimes given to slower applicants, but only with

the understanding that they will not be recommended for stenographer jobs.

8Frank J. Dame, Albert R. Brinkman, Wilbur E. Weaver, Prognosis,
Guidance, and Placement in Business Education (Cincinnati, Ohio: South-
Western Publishing Company, 1944), p. 110.

9Enriquc Ruelas, ''Shorthand--Salvage the Borderline Case,"
The Balance Sheet, XLIX, No. 4 (1967), 165.

10Weston C. Wilsing, Is Business Education in the Public High
Schools Meeting the Needs and Desires of Businessmen?, South-Western
Monographs No. 99 (Cincinnati, Ohio: South-Western Publishing Co., 1959),
D 25,




They ust

clerks where

occasional st

Are we then striving to have all students meet the
requirements for top stenographic positions, or better yet,
to become shorthand writing expert

How many times have

prospective employer states:

to take shorth
when we do, it
a job prerequi

y do very

Advantages of shorthand

Shorthand is a rapid method of writing, according to Peck,

who says:

first

a jet age. Shorthand is jet writing!
t traveled many times faster than man could walk.
lanes travel faster than automobiles, jets faster
than airplanes, and spa ships faster than jets. In a like
manner a competent secretary writes shorthand many times faster
than the employer can write longhand. 13

s
automobile b
Today's airp

Henrie notes the advantages of shorthand by stating:

Woodrow Wilson, another of our nation's presidents, used his
e doors of

shorthand throughout his life and carried it to th
success through which he passed.
open the doors for him, but it helped him keep the doors swinging
once he was on the move, He even took his shorthand to the

capitol with him, and rheye it helped give him speed and ability
in his steps to success, 14

11Hyrum S. Olsen, Counselor, Logan Employment Security Office
Personal Interview, Logan, Utah, February 27, 1968.

12E1ise D. Palmer and Sally Bulkley Pancrazio, ". . . Shorthand

Selection Procedures: Are They Justifiable?" Business Education Forum,
XX, No. 1 ((1967); p- 14,

13G13dys Peck, '"Counseling Today's Students About Shorthand,"
Business Education Forum, XVIII (October, 1963), 15.

g q @ ¢ . .
148511 s. Henrie, '"Executives--Via S
Material, Weber State College, 1966), p. 5.

(Unpublished
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Age localities

running up to unusual for
large firms to advertise openings secretaries

l
and stenographers, while many employment agencies simply announced,
'

"Jobs Galore!

rtha
>rthar

2 1 - 7 .
longhand and is very va as a vocational skill,l Businessmen

have answered the question of why they insist on shorthand writers as

stenographers and secretaries, and they give direct reasons for feelin
& > &

this way. Here are just a few:

1. They are loathe to use a dictating machine. Even though
today's machines are quite simple to operate, many businessmen
are not willing to take the time to learn how to use the machine

and how to dictate so that the transcriber can turn out a

satisfactory transcript in a reasonable length of time.

2. They prefer to dictate to a shorthand writer because they
can make changes, insertions, and deletions, in their dictation

more easily and quickly than they can on a dictating machine,

3. They pr to dictate to a shorthand writer because the
stenographer 1 supply information, prices, dates, etc.,
information that the businessman could have to hunt up for himself
if he were dictating to a machine. Furthermore, the stenographer
can often catch mistakes in grammar or in facts before

transcription is started.

4. They have difficulty obtaining and holding machine
transcribers; girls find machine transcription tediou

5. In some companies, they cannot pay dictating machine
operators as much as they pay stenographers and secretaries.18

Zoubek cites the following:

Recently, a teacher in the Midwest was told by her superintendent
that in this day of automation machines would soon replace
stenographers; therefore, he was thinking of discontinuing all
shorthand offerings in the high school. The teacher decided to

-

16'"Bosses Partial to Shorthand,' The Wall Street Journal,

January 12, 1960.

1710uis A. Leslie, Methods of Teaching Gregg Shorthand (New York,
New York: Gregg Publishing Division, McGraw-Hill Book Company, Inc.,
1953), pp. 254-255.

18Charles E. Zoubek, "Shorthand on the Way Out? Hardly!"

W
The Business Teacher (November, 1960, Reprint), 2.
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Some of the 66 teachers

involved in the testing

their classes. onflicts

irising from year-end school activities presented some problems, which

prevented some instructors from giving the test to all of theirx

shorthand classes Table 3 shows the number and percentage of

students who took and whose test results were returned in

comparison to the 3,458 test blanks sent to instructors to be

ministered.

idents in test-return results

Stude
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Teachers Not Returning

mpleted Test
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Students Not Gix
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Invalid Test Results
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100.0
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day (two students involved), and the oth 3 indicated that

shorthand was taught only three days veek (25 students involved)

Only 27 students were involved ir ese ty ograms so the numbers
re not adequate to affect comparisons, but they were used since
they were part of the completed test results returned. Two of these
students were second-year shorthand students, and 25 were first-yec
ind students. Wh 2 o students' scores on the second-year
shorthand level were compared with all other second-year shorthand
students as shown in Table 9, there was no significant difference at
the .05 level. However, 1 ged alone, these two students had

an average score of only 76.5, while all other second-year students had

an average score of 95.22. The 25 first-year shorthand students of
this group, according to Table 8, did as well as the other students in
the table at the .0: ignificance level. However, when averaged alone,
they had an average score of only 49.44, while all other first-year
shorthand student groupings had an average score of 57.4( The test
results of the students of these two schools in ¢ >the grouping
did not show that the students were doing as well as the students being

taught under the first five teaching programs listed.

Results from rural school shorthand test

score comparisons

Of the students involved in this study, 48 did not clearly
indicate whether they were om rural or urban high schools, so the

results of this comparison are based on the 2 9 €1,65 first year
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rural and urban hool students'

determine whether there s a significant
variance difference in the two groups at the .05 level of significance.

The « test scor id figures shown in T € page

page , were used in calculations provided for the following

F-ratio table,

of variance between first-year
es for urban and rural high

Source of Sum of Degree of Mean
Variation Squares Freedom Square

F-Ratio

Jetween Groups 173.63 3022

Within Groups 638 57.50

TOTAI

parison of first-year shorthand students in rural and

in urban lifference at the .05

level using the F-ratio. For a significance at the .05 level of

significance, an h is higher than
the 3.02 figured for Table 14.

The 20 5 : ) second-year rthand students give

. fference of significance i he F-ratio at the .05 level for a

difference of variance amounti to 13.62 in comparing urban and rural




schools. This

icant difference was determined by use of the

figures shown in Tables 11 and 13 as is shown in the F-ratio table,

Table

for analysis of variance between

scores for urban and rural

Source of Sum of Degree of Mean

Variation Squares Freedom Square F-Ratio

Between Groups 1,283.51 1,283.51 13,622

Within Grc

TOTAL

Test scores used in this study, as shown in Table 14 and
Table 15, show no significant differences in urban and rural school
shorthand students at the first-year level, but the scores do show that
rural school shorthand students are doing significantly better at the

second-year level than are the urban school second-year students.

Results from test score comparisons where
typewriters were and were not used in first-
ear shorthand instruction

Of the 1,647 first-year shorthand students returning answer

sheets, did not indicate whether they used typewriters. Of the
students making the proper identification, 926 students used typewriters

in shorthand instruction and 721 students did not use typewriters in

an of the

instruction. Table 16 gives

in each of these two groups.




Table 16. Number and mean a

students who used
rthand instruction

ar sho

typewriters in first-ye

Number of Test Score Mean
Group Students Of oup

Used Typewriters 926

Did Not Use
Typewriters 121 46,95

TOTAL 1,647

A calculated significance of 10.54 was figured using the test

students represented in Table 16. This ratio of

different at both the .05 and .01 levels.

s in shorthand instruction

year shorthand students who used typewri

during the year, therefore, did significantly better on the shorthand

test used for this study than did those students who did not use

typewriters as is shown in Table 17.

variance between
used typewriters and those

Table 17. Summary for

shorthand stt

did not
Source of Sum of Degree of Mean
Variation Squares Freedom Square F-Ratio
Between Groups 574.47 1
Within Groups 89,638.97 1,645 54 .49
TOT 90,213.44 1,646
ignificant, F .: for dfy, 1,645 = 3.85

ignificant, F 01 for df 1,645 = 6.66




year shorthar

any identification




ol

Source

Variation

Between CGroup

Within Groups

22, 34
F o5 £ df,, 339 = 3.86
X ‘,“ for dfq, 339 = 6.70

1and students who used typewriters only the

antly better than

%

econd year of shorthand instruction did signii

those students who used typewriters both years of instruction. Jnly

i students ir

ear st had indicated their use of typewriters, the 1 lts
have been different than the Y shown here. This large percer
f students r beir used in this finding might have cause he

thand students and theit

inconsistency between first- and second

use of the typewriter findings.
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t fo study and
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Table 21. variance bety

scores for different

Source of Sum of Degrees of Mean
Variation Squares Freedom Square "~-Ratio
Between Groups 1,071.16 8 133.90 R

Within Groups 1,636 54.30

between

the test scores of fi -year shorthand students erent class

sizes. The Tukey statistical test was used as a comparison test

between class-size groups to find the group mean scores that are

the F

significantly better than other mean scor within

1w

comparison at the .05 significance level. This test is made by

computing a difference, which is significant at the 5 per cent level,

then comparing it with the sample differences in the ez

barisons of F-ratio statistic being used. (D=Qs¥ number of

students in the smallest cla

ize group is used in this test

comparison being different each time a different group is the smallest

group used in the remaining comparisons of the groups as long as the

Snedecor, George W., Statistical Methods, (5t
Ames, Iowa: he Towa State College Press, 1956), p. 251.




groups
are significantly better than other groups by class size
Table 22.

Table 22. Comparisons made be 2en first-year shortl 1 stude

class=~size groups nif € 8roU

Mean Mean Mean
-46.7 -48.0 =41.7

As is shown in Table 22, the 0 - 5 group is significantly
other class-size group used in the comparison. The

104 "16 = 204 3 : and the 26 - 30 groups are all

significantly poorer, according to their mean scores, than the 21 - 25,

40 and above groups; and are also significantly better




The 21 - 25 group is significantly poorer than the 40 and above group,

but is neither significantly better or significantly poorer than

31 - 35 group. The 40 and above class-size group is significantly

better than all groups used in the comparisons except the 31 - 35
group, but is neither significantly better or poorer than this group at
the .05 level of significance.

0f the second-year shorthand students, 612 provided adequate,
clear information for use in the comparison of class sizes. This means
that only one second-year student did not provide the information asked
for in this comparison. The number of students in each class-size
breakdown and the mean scores of the different groups are given in
Table 23.

able 23. Mean scores achieved and number of students in
different second-year shorthand class sizes

Student
Class Size Number of Mean Scores
Breakdown Students 0f Group

TLs3
7,
78.
91,
25 91,
30 94.
31 =30
36 - 40

41 and
above

TOTAL




hese two sti in the last two groups apparently made

improper indicatio on their answer sheets as to class size. Otherwise,
there should have been more students in these two group sizes. Therefore,

these two students were not used in second-year shorthand student class-

size c

arisons. The calculated significance at the .05 level for the

group comparisons is 1.96. This information is shown in Table 24

Table 24. Summary for analysis of variance between second-year
>rthand student test scores for diff

rent class sizes

Source of Sum of Degrees of Me an
Variation Squares Freedom Square

Between Groups

Within CGroups

TOTA

aSignificant,

=05

The F-ratio significance in comparing all

second -year class sizes were broken

students by class size.

down further and ranged according to group means to find significance

between groups as is shown in Table 25.

stical test was again used to make the comparisons

between groups used in the F-ratio test for second-year students of

shorthand for determining which class sizes were significantly better

at the .05 level than other class sizes.




Group Mean Mean Mean Mean Me an Mean
Size Score -66.3 =71.3 =742 =78+9 =91.6

26 - 30 5 278 2 16.9

With re 1 the seven groups compared in Table 25, the

31 - 35 class-size group is sufficiently poorer than any and all of the
other groups to label it the poorest grouping of the choices presented
in the table. ‘’he choices presented in the standa C -size break-

down column of Tab 3 the class sizes presently used for second-

year shorthand in e state of Utah. In comparing

with the best group, 26 - 30, a calculated 6.16 F-ratio sho > be

definitely poorer than the significant 1.96 at the

indicated in Table 24. The O - 5 group is suff 1tly

other class-size groups shown in Table 25 except the 31 - 35 group.
The 6 - 10 ar 5 groups e neither s iently poorer nor

other. They are, t

30 groups. The other three
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Students Croups
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t on the figures in Table 27

mmmary for analysis of vari

1orthand student test
ngths

ance between first-year
scores for different class

Sou

Sum of Degrees of Mean
Vari

Squares Freedom Square

-Ratio

Between CGroups 2,544.13

636.03 11.974
Within Groups 86,861.95

TOTAL 89,406.08

4Significant, F for

L0

At the .05 level of significance,

2.38 is necessary for a comparison difference to exist in the figures

given in Table 26. 1ikey statistical test was used to make
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majority of first-year and second-year shorthand
students in Utah high schools need additional training to reach a level
of vocational competency in the use of shorthand skills.

five programs of shorthand instruction used in Utah
high schools are all doing about equally well in training shorthand
students for preparing the students for vocational employment.

3. The location of Utah high schools, urban or rural, has
little or no effect on the learning progress of first-year shorthand
students.

4. Second-year shorthand students do significantly better
in learning shorthand skills in rural Utah high schools than those
second-year shorthand students in urban Utah high schools.

5. The use of typewriters is a valuable aid in the learning
of shorthand skills for first-year shorthand students.

6. Students who take two years of shorthand in Utah high
schools do better if typewriters are used only during the second year
of shorthand instruction rather than if typewriters are used both years

of instruction. This conclusion may be influenced by the fact that

44.4 per cent of the second-year shorthand students did not indicate

their use of the typewriter and were, therefore, not used in the comparisons
of the study.
7. First-year shorthand students are better prepared in

classes involving from 21 to 25, from 31 to 35, and 40 and above students.




thirty students than they are in the smaller or larger classes.

9 Th

. the 1

st effective class length for teaching shorthand

in Utah high schools is 55 minutes long.

Recommendations

Based on the above conclusions, the following recommendations

shorthand should be made available

to students in Utah high schools if they are to gain vocational

competency in using the skill.

2. Students taking first-year shorthand should be encouraged

to take second-year shorthand in Utah high schools, especially if they

are taking the class for vocational purposes.,

3. A similar study should be made in Utah high schools

allowing students to transcribe their notes at the typewriter. This

would allow the students to demonstrate and

typewriting, punctuation,

other skills, as well as the shorthand writing skill, so that students'

competency in these related skills could be determined.

A study should be made in Utah high schools to see why

second-year shorthand students do better in rural schools than in urban

schools in ion.

5 A

5. A study should be made in selected shorthand classes to

evaluate typed transcripts to see if the students taught under the

different programs of teaching explained in this study are doing equally

well not only in shorthand but also in the transcription skills.
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Letter

Appendix A

to All Shorthand Instructors in Utah High Schools




TATE UNIVERSTI
DARYL CHASE, PRESIDENT

84321

COLLEGE OF BUSINESS AND SOCIAL SCIENCES
ROBERT P. COLLIER, DEAN

DEPARTMENT OF BUSINESS EDUCATION

AND OFFICE ADMINISTRATION

April 26, 1968

Shorthand Instructor:

Are your students gaining a competency level skill in short-
hand that will meet the requirements of business when they leave
high school? Have you ever wondered how students over the state
are measuring up in vocational shorthand skill competency?

""An Evaluation of Vocational Shorthand Competency Attained
In Utah High Schools'" is a study that is being undertaken as a

master's thesis at Utah State University. This study is being done
in conjunction with the Utah State Department of Vocational Education.

The results of this study will be based on an unpracticed
3-minute shorthand test similar to those given by the Federal Civil
Service to be given in high schools throughout the state of Utah.

The success of this study depends on the co-operation given
by the shorthand instructors in the Utah high schools. Please fill
out and return by May 6 the enclosed questionnaire in the stamped
and addressed envelope provided.

Sincerely yours,

/s/ Alden A. Talbot
Alden A. Talbot

/s/ E. Charles Parker
Charles Parker

State Specialist

Business and Office Education

Enclosures (2)
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Appendix B

Questionnaire to All Shorthand Instructors

in Utah High Schools




QUESTION

Do you teach shorthand? Yes No._ 3

If your answer is ''No'", skip items No. 2, No. 3, and No. 4;
complete item No. 5 and return the questionnaire in the
envelope provided.

v
v

Length of your school class periods in minutes. 45 50

60__
3. Program of shorthand classes and enrollment:

(Specify number of classes of each type being taught and
combined enrollment in each type.)

No. of No. of
Classes Students

A. One-hour, first-year shorthand class.

B. One-hour, second-year shorthand class.

C. Two-hour block, first-year shorthand class.

D. Two-hour block, second-year shorthand class.

E. Other, (please specify).

4. Will you administer a test, taking one class period any day during
the week of May 13 if the test tape, instructions, and answer forms
are sent to you? YOU WILL NOT BE REQUIRED TO CORRECT THE TEST.

YES NO

Name:

w

Name and Address:
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Steps one (1) through (5) should not take more than five (5) minutes.

1. Please do not practice the dictation material in any way.

Check to see that all students have a soft-lead pencil if at all

possible.

ents the answer sheets printed in red.
at the answer sheet is numbered across the sheet
H

Pass to the stud
(Note th
rather t

han down.)

Do not fill in identification material at the top of
the

answer sheet.

4, Pass to the students the instructions and transcript entitled
Exhibit No. 1.

5. Go over the following supplementary material to be filled in by the
students with those students participating in the test.

A. Experience in shorthand training: (Length of class period)
If the student is a second-year shorthand student, have him
mark both answers No. 141 and No. 142 on the answer sheet
as follows. If a first-year shorthand student, have him mark
only No. 141 leaving No. 142 blank.

First year: Mark on answer sheet under No. 141.
One-hour class, blacken blank 1 under No. 141.
Two-hour class, blacken blank 2 under No. 141.
ott blacken blank 3 under No. 141.

3

Second year: Mark on answer sheet under No. 142
One-hour class, blacken blank 1 under No. 142.
Two-hour class, blacken blank 2 under No. 1
Other, blacken blank 3 under No. 142.

B. Were typewriters used in connection with shorthand training in class?
¢ ond-year students answer both No. 143 and No. 144

as follows. Have first-year shorthand students answer No. 143
leaving No. 144 blank on the answer sheet.

Have¢

First year: Mark on answer sheet under No. 143.
If typewriters were used, blacken blank 1 under No. 143.
If typewriters were not used, blacken bls 2

T

Tf typewriters were used only occasionally, blacken blank 3.

Second year: Mark on answer sheet under No. 144,
If typewriters were used, blacken blank 1 under No. 144.
If typewriters were not used, blacken blank 2.

typewriters were used only occasionally, blacken blank 3.




Teacher Instructions (Continued)

Grade level in school you are just completing:
Mark on answer sheet under No. 145.

a Senior, blacken blank 1 under No. 145.
If a Junior, blacken blank 2.

a Sophomore, blacken blank 3.

a Freshman, blacken blank 4.

D. Number of students enrolled in your shorthand class:
Mark on answer sheet under No. 146 and No. 147.

fewer than 5 students, blacken blank 1 under No. 146.
If 6 to 10 students, blacken blank 2 under No. 146.
If 11 to 15 students, blacken blank 3 under No. 146.
If 16 to 20 students, blacken blank 4 under No. 146.
If 21 to 25 students, blacken blank 5 under No. 146.
If 26 to 30 students, blacken blank 1 under No. 147.
If 31 to 35 students, blacken blank 2 under No. 147.
If 36 to 40 students, blacken blank 3 under No. 147.
over 40 students, blacken blank 4 under No. 147.

Length of class periods in minutes:
Mark on answer sheet under No. 148.

40-minute class, blacken blank 1.
45-minute class, blacken blank 2.
50-minute class, blacken blank 3.
55-minute class, blacken blank 4.
60-minute class, blacken blank 5.

F. Urban or Rural School:
Mark on answer sheet under No. 149.

Urban includes schools in Salt Lake City area, Ogden City,
Provo City, and Logan City. All other are Rural Schools.

If your school is in one of the urban areas, blacken blank 1
under No., 149.

If your school is in a rural area, blacken blank 2 under
answer No. 149.

Steps six (6) through eight (8) take 40 minutes.

6. Now we are ready to take the test. Students may take the test in a
regular shorthand notebook.

Start the tape for the test, The tape is timed and has instructions
for performing the test. Please do not stop the tape until the
test is completed and you are asked to do so.
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Appendix F

to Students




ting

Yirections for Co

A TRANSCRIPT of the dictation you have just taken is given on

2 and 3 wi some of the words missing. There are numbered blank
spaces for many the words that were dictated. Compare your notes
with the , when you come to a blank in the TRANSCRIPT,
decide what word (or words) belongs there. You are to compare your notes
with the TRANSCRIPT AND, when you come to a blank, decide what word
(or words) from the WORD LIST belongs there. For most of the blanks
the words are included in the list side the TRANSCRIPT; each is
followed by a number, 1, 2, 3, or 4. To show that you know which word
(or words) belongs in each blank space, you are to write i number
in the blank in the TRANSCRIPT. You are to write 5 if the exact
answer is NOT listed. (In addition you may write the word or words

or the shorthand for them, if you wish.) The same chcice may belong

P

in more than one blank.

CRIPT and have
itional

After you have compared your notes with the TRAN
each blank space, you will be given a

chosen the answer fo
time to transfer

your answers to a separate answer sheet.

Do not go on until directed to do so.

Directions for Marking the Separate Answer Sheet:

On the answer sheet, each number stands for the blank with the
same number in the TRANSCRIPT (1 through 125). You are to blacken the
space between the dotted lines beside the number that is the same as
the number you wrote in the TRANSCRIPT,

Work quickly so that you will be able to finish in the time allowed.
First you should blacken the spaces on the answer sheet for the blanks
you have numbered. If you have not finished writing letters in the
blanks in the TRANSCRIPT, or if you wish to make sure that you have
numbered them correctly, you may continue to use your notes.

Be accurate, because your rating will depend on the spaces you
blacken on your answer sheet; the numbers you write on the work sheet
will not be scored If you have to change your answer on the answer
sheet for any question, be sure to erase the first mark completely
(do not merely cross it out) before making another.

fore time is called, look over your answer sheet to be

blackened the

If you finish
sure you have

spaces you intended to blacken.

DO NOT OPEN THIS BOOKLET UNTIL TOLD TO DO SO
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