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ABSTRACT

This study was made to determine the present status of
the dictation and transcription phases of shorthand in the
public supported high schools in Xensas.

In collecting the data necessery for the study, check
lists were mailed to 69 public supported high schools;
these were the Class A high schools in Kansas having an
enrollment of 250 or more.

There was a 59.41 per cent response from the schools
to which check lists were sent; these were used as the
sources of data for the investigaetion. By combining and
tebulating the information from each of these sources of
data, the resulting findings indicated the status of the
dictation and transeription phases of shorthend, as limited
above, throughout the state.

The findings from the study show that approximately
one-half of the schools espprove of dictation and transerip-
tion as a separate course; however, only one school stated
that.diotation and transceription are offered as a separate
course. Pretranseription traiﬁing is offered by a majority
of schools; it is given during the second semester, first
year of shorthand in s majority of schools. 4ll schools
that reported have first year students transeribe.

Approximately one~half of the schools reported the
basis for permitting students to take advanced shorthand
and advanced typewriting is a passing gredeé of "D", A
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minority of the responses consider a perfect oopy or ver-
batlm transoript es necessary for a mailable transeription.
48 %o the method used in the teaching of shorthend, funce
tional, menual, and a combination of the two are all used

with approximately the same freguenoy.
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CHAPTER I

IRTRODUCTION

Statement of the Iroblem

The purpose of this problem is: (1) to make a come
parative study of the dlfferent pructices in the teaching
of the diotation and tramseription phases of shorthand in
a selected group of Class 4 high schools in Kansas; (2)
to discover 1f dictation and transeription are taught es a
separate course; (3) to determine, if possible, what appear
%o be the trends in tesching edvanced shorthand.

Hesd for the Study

In business, §ne of the primary considerations for ef-
Ticient and profitable operation 1s the prompt and accurate
handling of correspondence. In ragu, no business enter=-
prise of any size would be undertaken without ineluding an
effective system of correspondencs, f&bt we often find busi~
nessmen compleining thab their stenographic employees are
not able to transcribe letters in a satisfactory manner;
that stenographic employees do not spell correctly, punc-
tuste properly, or use English correetly., Are the schools
of Kanses offering adequate prepsration in dictation and
transcription in an effort to overcome the shortcomings of

this group of employees?
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It was the feoling of the reseercher that there is a
need for a study in Kensas to determine how dietation and
traensoription are being taught in the public supported
schools at the present time.

quinton! hes indlceted the need for reseerch in
trensoription when she made the following statement:

gl R R R
what should be our standards if the student
is to beoccme a setisfactory office worker and
really be 'worth his salt'.”

Furthermors, e study of this nature should prove of
valuable assistance to those business teachers within the
state who are concerned with tesching dictation and tran~-
seription by helping them discover the present policies
and practices in this srea and offer suggestions for their
improvement. This study has been prompted by a feeling
thet there is a need for unification of practices and tech-
nigues in the téachxng of advanced shorthand, especlially
in the fourth semester, in many sochools in Xaensas. Cur-
rent material in megezines and textbooks concerning this
subject seeme to indicate that the fourth semester of
shorthand should include greater emphasis on dlotation
and trenseription. A desire to ascertain the present
pollioies end practices with reference to dictation and

transeription prompted this study.

Ikathryn quinton, "Stendards in Transoription,” The
Journal of Business Hduecation, XXIII (april, 1948), 22.
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Harms® states the objectives of transeription in this

manner:

"Transeription objectives, as they now emerge,
can be stated briefly: (i) Froduction of
letters and other meterials thet are mailable
and (2) Output in sufrficient guantity to meet
business requirements.”

Finslly, the writer has been interested in the short-
hand phase of business oéucakion for soms time. This in-
terest wes inoreased during the furthersnce of graduate
study. 7The writer's proposed study, the $itle of whioch
is, "A Study of Dictation and Transeription ¥ractices in
Kansas Cless A Public Supported High Schools,”™ eppeared
to meet the oriteria for selecting a problem, as set up
by Reeder’, whiech are:

1. 7he novelty of the problem.

2. The student's interest in the problem.

3. The practical value of research on the
problea to the student end others.

4o The student's special qualifications to
attack the problem.

5. The avsilability of data on the problem.

6. The cost of investigating the problem.

7. The time the ilavestigation of the problem
will probably require,

: |
o 725 5Ty Bt 12 Soonplen Bisens seseuricy

J%ard G, Reeder, liow to Write a Thesis, (Bloomington:
Fublie School Publishing Conpany, 19250, Dbe 21=3.
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Zurposs of the Study

The purposes of the study are:

1. To make svallsble in one comprehensive list
the prectices in dletation and transeription
in selected Class 4, public supported high
schools in Kanses.

2. To snalyze these prastices for the purpose
of dliscovering what appear %o be the trends
in Kensas relative to dictation snd
trenseription.

3. To determine how teachers are actually
teaching dietation and transcriptione-
procedures, techniques employed, in what
class material is offered, snd the write-
ing standards.

4e To make avallable all possible data on
which to base future recommendstions.

Ligibabions of the Study

This study is limited to dats from sixty-nine selected
publie supported high schoole in Xenses. The high schools
used in complling the data were determined by selecting
those schools that were Class A and hed en enrollment of
250 students or more. It was thought that this selection
would cover the wmajority of schools that offer two years
of shorthand. The researcher attempted %o secure a
representstive cross seotion of the practices in teach~
ing shorthand in Xansas with special emphasis on the second
year. .

o sttenpt was mede to verify the validity of the in-
formation gathered from the schoole to which the check lists

were sent.



Dafinibion of Terms

Shorthand may be defined as a vocational tool--a tool
of pre~determined, suthor~chosen writing strokes, each
representing one or more apoken sounds. These writing
strokes should correlate with already formed student-writing
hablts; should provide writing facility end control; and
should joln together without the need of exception to the
basle prinelples upon whieh the systen is based.“

Zrenscription involves the use, without modiflcetions,
of some alrealy-learned acts; the modificetion of some
already-learned skills; and the development of certain new
skills end ebilities.....The exact process of typewriting
from printed copy cennot be carried over into transeription-
typewriting. It must be modified because the sight of
a shorthand outline does not relesse & series of finger
movements as it does in copying from print.s

The term mellablility may be interpreted as letters
that follow the dlotation closely,...are centered reason-

ably well,,..contain no errors of spelling, punctuation,

“Charles A. Thomas, "Zodern Shorthand Construction,®
UBE4 Xopum, III (Ootober, 1948), 32.

S%sta Ross Stuart, "Prensoription--What is 1t7"
¥orld, XXX (November, 1940), 191.



capitalization, sylleblestion, or hyphenation.....There
should be no uncorrected typographical errors in the let-
tors and erasures should be made neetly.6

Andruss’! torms & ecorrsgtible letter as one handed in
by the pupil with correotible errors not corrected by him
before banding the letter in.

Diotation, as used in shorthand, means the act of
telling or uttering a letter or similar materisl so that

another may write it using shorthand characters,

Belated Literaturs

Tohnson® made a study which wes entitled, "I'ransoription
in Connectiocut.” A guestionnaire, covering various phases
of Sransoription, was sent to 99 public secondary sechools.
Her questionnaire was sent with the officlal stamp of the
Stete Department by way of the offlice of Connecticut's
Supervisor of Business Education., Zighty-seven, or 87.9
per ocent, of the 99 public secondery schools replied; 80

schools reported teaching transeription,

63, 3. wenous end Irol V. Whitmore, Use gﬁ;gg
S Lo . ﬁanoérupb %;. ew York:
Soutn—'ﬁusern u 13::21:3 écmpany. 1942), p. 6.

THarvey A. Andruss ggggsg gggggags %%ggggiggi
(New York: Gregg ?ubli;h ng Company, L2}, De .

8yertha V. Johnson, "Trensoription in Connsctiout,”
Busipess Bducetion Yorld, ZXVIII (June, 1948), 581-85,
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This particuler study hed four purposes:

1. To present the need for clearer objectives
in stenographie treining.

2. To summarize current thinking ss to the

meaning of transeription and as to certain

gractioes now employed. ,

© show the present procedures and teche

niques employed in tesching transecription

in the publle schools of Connecticub.

4« To make avallsble all possible data on whiech
to base future recommendastions.

3s

Of those replying, 82.4 per cent baelieved thaet there
should be e definite place in the stenographic curriculum
Tor a separate course in transceription.

A Botal of 17 schools, or 21.2 per cent, reported a
separate course for zfansorxption, end 39, or 48.7 per
eent, reported teeching Stranscription ss a part of advanced
shorthand,

Pretranscription training was given by 56, or 71.8
per gent, of the schools. MNean rates of 60 words a minute
for five minutes' dictation in shorthand and 35-40 words
a ninute for five minutes in typewriting were required in
transeription., Pessing grades in English were esccepted.
Reported speed of production varied from 14 %o 40 words a
minute. Verbatim stendard for transoripts was desired by
7.7 per cent.

Anderson® made en snalysis end clessification of studies

in shorthand and trenseription completed priocr to Jeauary,

9Ruth I. iAnderscn, "Research in Shorthend snd

Trenseription,” Ths ggggg;} ﬁgiéggsg XIIX
(Jenuary, 19&5; %%Sbuary. 9f§1. -20; 18«20, 3
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1946. A Sotal of 298 reports were analyzed and ¢lassified.
Two hundred and thirty-five of these were theses, dise
sertations and formal reports; 63 were articles and brief
reports.

Ia a majority of the high schools, sccording to the
findings, transeription wes inecluded in the shorthand
class, and it was introduced in the second semester of
shorthand. Vhen off#red &8 a separate course, transcription
was given in the twelfth year.

Fow teachers had minimum transeription rete require-
ments; those teachers who had requirements most frequently
required 10 %o 20 worde & minute for first yeer and 25 to
30 words s minute for the second year. Transeripte that
were mallable were required by most teachers.

The primary objective of tesching shorthand waa found
te be voeational use. The functional and manual methods or
& comblnation of these two methods were frequently used.

Dictation requirements wers: 40 %0 50 words a minute
the first semester, 60 to 70 words e minute the second
semester, 80 words s minute the third semester, and 100
words & minute the fourth semester.,



CHAFTZR IX
METEOD OF PROCEDURE

It was decided to use iho check list as the wmeans of
collecting the data for the study as this seemed to be the
most desirable method %o use considering the geographie
locetion end distribution of the schools to be used as the
sources of information. 4According to Good, Berr, and
Soatesl the questicnnelire or check list is used where one
cannot readily ses personelly sll of the people from whom
he desires responses or where thers 1s no particular
reason to see them perscnally.

In the preparation of the check list and the asccome
panying explenatory letter, an sttempt was made to cover
thoroughly those phasez of the problem which would tend to
reveal the true status of dictation and transcription in
e@ach school inoluded in the investigation. The purpose of
the oheck list and of the study was clearly steted in the
letter of explanation which accompanied the check list.
The suggestions es offered by Koos® in Zhe Queationnaire
in Education were considered in constructisg the check
list,

‘¢, Vv, Good, A. 8, Barr, end D. B. Scates, gg, L
' « Appleton-

%&;ﬂgﬂg;g.x'gg Qgggnglggaf ?gggg;gg (New York:
ntury Company, Inc., 1), Pe 5.
b4 y
Leonard V., Koos, -
(New York: The Maomiil§§!§§g§§§§?n§§%§$};gﬁﬁgggfhxga'
9
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An sttempt was made to prepare the questions in the
eheek 1lish so that they would be simply and directly stated
to as grest an extent as possible. The questions were s0
stated that a minimum emount of time and effort would be
needed by the persons answering. Throughout the eantire
organization of the cheok list, information was sought
relative %o practices and procedures in the instruction of
shorthand with specisl eaphasis on the diotation and trane
seription phase in the publie high schools.

The mailing list for the check list was compiled froam
the 1948-1949 edition of the Kansas Zducetional Directory.’
This directory contains a olassified list of gll pudlie
secondary schools in Xansas.

The malling liat consisting of all Class A public Bupe
ported high schools having sn enrollment of 250 or more
wa# prepared., It was thought thet this selection of schools
covered the majority of schools offering the second yesr
of shorthend,

Names of the teuchers of the fourth semesters of
shorthand were obteined, when it wsa possible, through in-
formation on file in the Placement Bureau at Xansas State
Teachers College, Fittsburg. The cheok lists were sent

3£ansaa Stete Department of Publie Instruotion.
"fansas Bducational Directory, 1948-49." (Topeks: State
Printer, 1948), 77 pp.
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directly to the teaschers whose names were on file in the
Plecement Buresu. For those schools thet did not have the
information Qﬂeﬁod on file in the Placement Buresu, the
cheok lists were addressed to the Hesd of the Shorthand
Department.

After the malling list was ocompleted, the check
1ists and accompanying eiplanatory lotters were melled
to 69 schools comprising the sources of lnroénatlan for
the investigation. Fbrty-six'oheok lists were returned.
This was 66.67 per cent of the check lists that wers
mailed. Five of the 46 check lists returned were not
completed, These schools did not offer the fourth semester
of shorthand, This left 5%9.41 per cent of the cheok lists
that were completed %o some extent. Instructors from
- other schools that do not offer the fourth semester of
shorthand did gomplete the cheok lists on the questions

that covered those schools.



CHAPTER IIX
FINDIKRGS OF THE STUDY

The information consisting of the deta collected
through check lists from 41 shorthand instructors in the
publie secondary schools of Ransas is presented and intere
preted in this chapter. .Tnia informetion is presented un-
der four divisionsl headings which were formuleted from
the context of the cheeck lists. The four divisions of the
information are as follows:

Grade Flacement

Fretransoription and Trensoription Policies

Standards of Achievement

General

Grede Placement

It was desired to know how many shorthend teschers
approved of dioctetion and transeription as & seperate course.
Of the 41 who returned cumpleted check liets, 21 enswered
affirmatively; 15 replied negatively and 5 failed to an-
swer this perticular gueation. The results to this ques-
tion would seem to show that there are considerable differ-
ences of opinion as to whether dlctation and transeription

should be offered as a separate course.

12
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According to Johnson'sl study, of the 74 schools whiech
replied, 61 schools, or 82.4 per cent, believed that there
should be @ definite plece in the stenographie currieulunm
for a seperate course in trensoription.

7able I shows the different placements of the diote~
tion and transeription phases of shorthand by the schools

TABLE I

PLACEMENY OF DICTATION ARD TRANSCRIPTION

48 a pert of advanced shorthend 19
A8 a peyt of office practice 12
As g part of advanced shorthand end as a part

of advanced typewriting 2
A8 @ separate course 1
A8 @ part of asdvanced shorthand asnd office

practice 1
As a part of sdvanced shorthend, office

practice, and first year shorthend 1
Secreterial training (2 hours) 1
Stenography (2 unit course) -3

Total number of schools reporting 38

lyartha V. Johnson, "Fractlces in Teaching Trenseription
in the Fublic Secondary .Schools of Connecticut™ (unpublished
master's thesis, Boston University, 1947), p. 50.
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contributing the sources of date for the investigation.
A8 can be seen in Table I, the largest number of schools
place dictation and transeription as e part of advenced
shorthand. Likewise, a rether large number of those re~
porting consider it as part of office practice. It is
interesting to note that only one school offers dictation
and trasansoription aes @ aéparata gourse.

Johnson? found that 17 out of 80 schools offer tren-
soeription as & seperate course; 39 out of 80 schools offer
trenseription as part of sdvanced shorthend; and 18 of the
80 schools offer it as a combinetion of shorthend snd
typewriting.

The one school thet offers dictation end transeription
a8 a separate course pleces it during both the first and
second semesters of the twelfth year.

Twenty~five of the schools responding reported arrer—-r
ing dlotation end trenseription for two semesters; 6
sohools offer one semester; and 4 schools offer less than
one semester,

Cne instruotor commented that she teaches diotetion
and trenscription four semesters as the transeript is the
objective and longhand transoribing is started early. An-
other one indiceted thaet two semesters of both dictation

and Sransoription are offered.

21b1d., p. 49.
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A8 to whet grade level adveneed shorthand is offered,
results of the check list show that 35 schools offer it
the twelfth year. Advanced shorthend is offered in the

Junior college in oneé school,

Eretranseription and Transoription Poligies

Thirty-five of the 41 schools who replied to the
cheek liset do offer pretrenscription treining; 3 schools
answered in the negative.

Similer findings ere reported by Johnsond; 56 out of
78 sechools have planned pretranseription training.

As deplcted in Teble II, a large majority of the re-
sponses favored the second semester of the first year of
shorthand as the best place to offer pretranscripticn
training. &4x of the schools prefer to include it in the
second semester of the firast year end in the firet semoster
of the second yesr of shorthand.

Approximetely one~half or 20 of the schools who re-
turned gompleted sheck liats have no stated requirements
before students actually take dictation and transeribe it
on the typewriter; 17, however, replied in the affirmstive.

3Ivid., p. 50.
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TABLE IX

PRETRANSCRIPTION PRACTICES

e L ﬁguber of
First semester, first year 3
Becond semoster, first year © 20
First and second semester, first year 3
Iirat_asnsator, seoond year i
Gecond semester, first year and first

semester, second year 6
All four semesters -
Total number of schools reporting 35

Of those heving protrnnaoéiption requirenents for
shorthand diotation for five-minute takes, the following
were given: 60 words per minute was required by 3 sohools;
80 words per minute by 2; from 60-80 words per minute by 1,
and A0 words per minute was given by 1. Replies es %o
requlrement of words per minute in typewritlng were these:
3 instructors stated 40 words per minute; 2 instructors,

35 words per minute; and 1 lnstructor, 39 words per mine
ute. Flnelly, the average grades of C, C£, and 85 per cent
in English were reguired by 3 of the schools responding.
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Speed requirements in shorthend ranged from 20 wopds
per minute for five minutes to 100 words per minute for
five minutes; in typewriting, from 25 words per minute for
five minutes to 50 words per minute for five minutes, as
transeription prerequisites eccording to Johnson'sh study.

Gome lnetructors stated that they did have reguire-
ments but did not state éhat they are; this is epparent
from the returns of the writer's check lists.

The following interesting requirements were written
in by other instructors:

"Poorer students definitely discoursged and

if they enroll, are counselled during first

woek and urged to chenge their programs.”

"Hust qualify for edvanced claess. Ye have

50«60 first year, but oaly 15-20 quaelify for

second year. Chosen on ability, English,

spelling, personality, and sttitudes--as

they become office practice students,"

"Completion of one semester of typewriting."

"Hostly acoording to ability to understand

meanings, read reedily and type accurately

regardless of speed.”

"Start trenscribing on typewriters first
semester, second year."

"As soon as my students know the keyboard, they
start Srenscribing on the typewriter."

"Credit in first year shorthand and credit in
first year typewriting."

bIbid., p. 53.
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One teacher stated thet she "prefers" certein stande
ardes rather than "reguires"™ them.

All 41 teschers whe answered the check list have
first-yoer students trenseribe. The interesting informa=-
tion given in Table III shows when snd how the transoribe
ing is done. The majority of school® have students

transoribe during class By orsl reading.
TABLE IIX

TRANSCRIPTION BY PIRST YEAR STUDERYS

Number of

—2eh00ls
During cless 35
Cutside claass 18
By oral reading 32
On typewriter 27
iith pen 22
¥ith penoil 21

The primary objective in teaching transecription ie
vocational in 31 achools and personsl use in 1. However,
6 sehools listed the objeotive of treansoription @3 both

vocaticnal and psersonal use.
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sbenderds of Achieveuent

Twenty-two instructors who completed the check lists
stated that they require a minimum dictetion speed for
sabtisfactory completion of first year shorthand. Seven-
teen reported that they have no minimum reguirements for
dletation speed. Table IV itemizes the date received con-
cerning minimum dictating speeds. kinimum dicteting speeds
for first yesr shorthand studehta of elghty words per
minute for a one winute take, sixty words per minute for a
three minute take, and sixty words per minute for a five-

minute teke, were stated by a majority of sohools.
TABLE IV

RINIMUM DICTATING SPEEDS FOR PIRST YEAR SHORTHAKD

Number of
Scghools

One-minute take

Eighty words-g-minuts 5

Geventy~five words~a-minute 1

Sixty words-g-minute 1
Three-minute take

Lighty words-a-minute 2

Seventy words-a-minute 1

Sixty wqrds-a-m&nuhe 5
Five-minute take

Slxhy_wOrds-a-minute 8

Fifty words-g-minute 1
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TABLE V

GRADE FOR SPEED OF PRODUCTION

ﬁMer of
Srgde and Speed Sehools

Crade of "a"
120
100
95=-100
85-95
40
30
20-35
Crade of “B"
100
89«94
80
35
25
15
Grade of "G"
79-88
80
60
30
20

13
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TABLE V {Continued)

GRADE FOR SPEED OF PRODUCTION

Humber of
Spee gehools
Grede of "D"
60=75 | L
€0

10
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Cnly two teecherz steted thet they have a transeription
standard for first yesr shorthand students on the type-
writer. Thirty-five replied that they have no stendsrd.

Of the two who reported they haeve a transeription
staﬁdarc, one glves the following reguirements: for e grade
of A-~45 worde per minute; for a grade of B--40 words per
minute; for & grade of 0;-30 words per minute; for a grade
of P'--25 words per minute.

£8 con be resdily seen by referring to Taeble V, there
are conslidersble differencee of opinion as to the meaning
of the word "productlion" when referring to shorthand. It
was the intention of the writer to refer to the trenscrib-
ing of shorthand notes on the typewriter, but undoubtedly
some of the respondents wers thinkiang in terms of dictation.
Johnson’ experienced similar returns.

According to the findings, as shown in Table VI, ap~
proximately one-helf of the schools that submitted infor-
metion reletive to the basis for permitting students to
take sdvenced shorthsnd required s passing grade of "D"
in beginning shorthand snd beginning typewriting. Further-
more, a net typewriting speed of at least 35 words per minute
is required of a majority of schools eslong with a dictation
speed of st least 60 words per minute.

5Ibid., p. 67.
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TABLE VI

BASIS FOR PERMITTING STUDENTS TO TAKE ADVANCED SHORTHAND

"~ Number of

Basis Sehools
Paesing grede in beginning shorthand of

D | w,

c 11

8 b
Passing grade in beglnning typewriting of

D : iz

¢ 12

B 3
Kust have & "C" grade in previous English work 11
Fet typing speed of

40 words per minute for 5 wminutes 3

35 words per minute for 10 minutes 1

35 words per minute for 5 miautes L

30 words per minuts for 10 minutes 2

30 words per minute for 5 minutes 3
Dictetion spead of

20 words per minuts for 3 minutes 1

60 words per minute for 5 minutes 6

60 words per ainute for 3 minutes 3

50 words per minute for 5 minutes 1
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TABLE VII

ACCURACY REQUIRED IN TRANSCRIPTION

. ' Number of
EFercentsge of hcouraey Sehools
100 . 1
98 1
95 9
90 , d5

a0
75
70 1

In addition to the information shown in Table VII,
which shows that a majority of the schools reguires
90 per cent eccureey or better in transeription, two in-
formants atated that they require transcriptions to be
"mailable."™ An especially thoughtful stetement received
from one was: "Ninetye-nine per cent can be an F if the
error is & misspelled word. On the other hand, five neatly
corrected errors night be good 1f no other bad errors ere
involved. Upst of our transeripts sre letters and they
are graded on o maileble or non-mzileble basis.”

Twenty-nine of the schools included in the inves~

tigstion glve credit for trenseripts thet are unmeilsble



on the first writing dut cza Ve corrected to be mailable.
51x schools reported that no oredit is glven.

In Johnson's® study, over 50 per cent of the teachers
allow oredit for transeripts thet were on the first writing

unmaileble end were corrected to be made mailable.

TABLE VIIX
MATLABILITY
_ o Tumber of
items Thet Constibtute Meilability Sghools
A letter to whioh the instructor would sign
his naume 34
Neat erasures 27
Correct spelling 26
Froper punctuation 25
Froper syllablication 25
Froper placling of traanseript on page 23
Even right margin 15
A letter thet conveys the exact meaning of
the dletator although the words transcribed
nsed not be the exasct words dictated 15
Perfect copy (verbatim treanseript) 5

In considering Table VIII, it may be observed that
the smallest number stated "Perfect copy (verbatim

transoript)” is necesssry for mailsbility. 4lso of

61bida., p. 74.
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importance 18 the fact that the mejority of the schools
consldered as malilable any letter to which the instructor
weuld sign hie name.

Johnson’! stated that 6 out of 78 schools reported
"verbatinm standard™ as constituting mellability. 4 masjority,
or 31 out of 78, reported "mailadble, acceptable conbtext,"
a8 constituting nnilabxllty.

In Table IX 1%t may be obzerved that a msjority of
schools require dictation at: 120 worde per minute on a
cne-minute take, 100 words per minute or more on a three-
alnute %ake, and 80 to 100 words per ainute on a five-
minute take, Only two schools reported heving requirements
for dletation over five minutes,

As is evident in Teble IX, ons respondent misintere
preted the transeription requlrement by stating 130 words
per minute. Another school reporting gives the requiree-
ment for ipoed while transeribing a% two-thirds of the
typing spneed.

7Ivida., p. 71.



TABLE IX

REQUIREMENTS POR ADVANCED SHORTHAND AND/OR
DICTATION ARP TRARSCRIPTION

Dictation

One=-minute take

140
120
100
90100
G0
85«100
Three-ainute take

135
120
110
100

a0

Five-minute take

160

80
Ten~minute take

80 S
Fifteen-minute take

60 i 1

Transeription

Wi

AR TER M o

A
o
MMM
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TABLE X

CLASS POLICIES

Review correct rules for graumar during class 36
Allow students to use dietionary while

transoribing during class 35
State paragraphs when dictabting 29
Dictate punctusticn marks il

It is interesting tc note in Table X thet fewer schools
participete in the practice of dictating punctuation marks
and parsgraphs than any of the other items llsted. It would
seem that shorthend teschers are cognizent of the need snd
velue of proper training in gremmer; this item, as shown
in Teble X, was checked most frequently.

Table XI gives & list of possible home study assign-
ments and the frequeney that the participsting schools
glve to them, Practice in reading snd writing shorthand
meterial from the text was marked most often as the type
of home study essignuments given. It is worthwhile to notice
that transoribing of materiael diotated in class and prace
tice in proofreading material diotated in elass ere not
ussd ae frequently for home study essignments gs asre other

types according to Tadble XI.



TABLE XTI

HOME STUDY ABSIGRMENTS

Huamber of

Lipe of Some Study hssipnment Sghools
Yrecbice in writing shorthend materiel from

text . 3
Preotice in resding shorthand froa texs 31
Review of brief formss, phrases, and prefix

and suivTix Jorms 30
Review of shorthend theory 28
Fractlice in reading shorthand from notes 2L
Review of fundauentals of good English 24
Study of rules for punctustion end sentence

structure 22
Practics on the correot spelling, punctuastion

end oaspitelizetion of materisl to be

trensoribed 20
Prectice in prereading of shorthand notes 20
Transcribing meterial dletated in claess 18
Yrectice in proofreading materiel dictated

in class 18

From deta collected relative to the method used in
teaching shorthend by the different schools, Table XII

shows that the scheols were about equally divided on the

procedura they prefer in teaching shorthend.

It mey be

significant thet the largest number of teachers of short-

hand reported using a combination of the funotional aend

manual methods,
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TADLE XII

METHOD USER IN TR,ACHING SHORTHAND

e g T Humber of
Nethod Sohools
Fanetional 10
ianual - i2
Combination of functiocaasl and manual i5

A8 shown in Table XIIX, Gregg Speed Building is used
a8 a text in sdvanced shorthand by e majority of the schools.
4lso of importance as texts are: Gregg Dietetion end
Tranaeription, Correlated Dictation and Transeription, end
Functional kethod Dictation.

Table XIV shows that the supplementary materiels re-
ported most frequently are: Cregg Speed Bullding, Cor-
related Dictetion and Traenseription, Kationel Dictation
Studies, Cregg Writer and Gregg News Letter. The Gregg
Wiriter was reported the largest number of tlmes by the

schools as being used as supplementary materiesl.
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TEXTBOOKS USED IN ADVANCED SHGRTHAND

: Number of
ligne of Text _ —suthor Nohooly
Gregg Tublishing Coupany:

Gregg Speed Luilding Gregg 16
Gregg Lictation and llenshew and
Tranaocription Leslie N
Fanctional Method Leslie 3
Uigtation
Gregg Speed Gtudies Gregg
Gregs ohorthend Nanuasl Uregs 1
Graded Keadings in Creygg dunter
Shorthand
Speed Drills in Gregy Leslie and
Shorthand woubslke i
South~iastern rublishing Cowpany:
Shorthand Dietetion Bowman 1
Studies
Shorthend Transoription Whitmore end
Studies Wenous i
D. . Eoath Fublishing Companyi
Correlabed Dictation and Forkner, Usborne,
Transsription and C'Brien b
Unverified Materiel:
apgllqd Georetarial Cregs 2
ractice
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TABLE XIV

SUPPLEMERTARY MATERIALS USED IN ADVANCED SHORTHAND

Nomber of
Hage of Text Author Sohools
Gregg Publishing Compsny:
Gregg Speed Building Gregg 8
Rational Dictation Studies kioNamara and 5
Baten
Gregg Plotation and Henshaw and 4
Transoription Leslie
Dictation for Zoubek b
Transcription
Dictation at In-Between Zoubek 3
Speeds
Gregg Speed Studies Gregg 3
Funoctional Hethod leslie 2
Bictation
Graphie Transeription Berlin, Kunes, 2
and Fromberg
Basic Trenseription Ickes
Gregg Shorthand Phrase Gregg
Book
Gregg Shorthand Dictiocnary Gregg 1
Gregg Shorthand Msnual Gregg 1
200 Takes Zoubek 1
Speed Drills in Gregg Leslie and 1

Shorthand Zoubek
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TABLE XIV (Continued)

SUPPLEMERTARKY MATERIALS USED IN ADVANCED SHOETHAND

Humber of

Hame of Text author Sohools

Gregg Publishing Company:

Civil Serviece Training for Riemer 1
Stenographers, Typists,
and Clerks

The Law Stenographer Baten, Weaver,  §

and Helley

Fundementel Drills in Beers and 1
Gregg Shorthand Scott

South-Western Publishing Company:

Ssoretarial Office Loso, Hamilton, 3
Preactice and Agnew

Ghorthend Dictation Bowman 2
Studies

Shorthand Trenseription Whitmore and 1
Studies Vanous

D, C. Heath Fublishing Company:

Correlated Dictation and Forkner, Usborne b
Transeription and C'Brien

fi. ¥, Rowe Publishing Company:

Hew Diotation Course Reigner 2

Gregg Publishing Compeny~--liagazines:

Gregg Writer 12

Gregg News Letter 7

Business Bducation Vorld
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TABLE XIV (Continued)
SUPFLEMERTARY MATERYALS USED IN ADVANCED SHRORMEAND

' ﬁgifer of

Hape of Text dushor Schools

Other Sources:

Actual Business letters from local industries 2
Vocabulary=--ily own list of about 300 words ) |
Unverified Haterial:

Applied Secretarial Praotice (Gregg 3

5000 kost~Used Shorthand Horn |
Forms

Shorthand by Sentence Zinman, Gtrelsin, 1

gnd Weitz

20th Century FPractice Westenhaver >
Exercises

Seeretarial Training Reignar 1

Filing--ERemington~kand 1
Library Bureasu Course

Transeription Speed Whitmore and 1
Studles Wanous

Dictation Drills Gregg 1

Seeretarial Diotation




CHAPTER IV
SUMMARY, GERERAL CONCLUSIONS, ARD RECOMMENDATIONS

Suamazy

A brief summary of the preceding sections, in whioh the
data collected for the shudy have been interpreted and of
the resulis of the investigation in its entirety, is as
follows:

1. Of the total number of the 69 public supported
secondary schools of Xansaes to whioh check lists were
mailed, 41 of those schools returned completed check lists
and these were usoed as sources of data for the investigation.

2. There was & 59.41 per cent response from the
schools %Yo which check lists were sent,

3. Of the totel number of 41 sohools included in the
study, 21 of those schools reported that they epprove of
dlctetion and Srsnsceription as a separate course.

4. The majority of schools offer dictation and
trenseription either as a part of advanced shorthand or
a8 a pert of office practice.

5« Only one school stated that dictation and tran-
seription are offered as & seperate course.

6. The school thet offers diotation and transcription
a8 a separate course places it in the twelfth year during

both senmesters.

35
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7. Dictation end transcription were offered for two
semesters in 25 schools that returned completed check lists.
8, Thirty-five schools reported tesching advanced

shorthand during the twelfth year,
9. Frotransecription training is offered by 35 schools
according to responses thet were recelved,

10, The majority of bratrenacrlption training is
given during the segend semester, first yeer of shorthend.
1l. Seventeen schools stated Bhat they have certsin
requirements before students actually teke dictation and
transeribe it on the typewriter; however, 20 schools re-

ported that they huve no certsin requirements.

12, &11 41 schools from which responses were received
sbtated that they heve first year students transcribe.

13. The majority of transeribing during the first
year ls done during claess sither on the typewriter or by
oral reading.

14. Twenty-two schools require & minimum dictation
apeed for satisfectory ocompletion of first ysar shorthand;
17 schools hsve no reguirements,

15. Only two sohools reported having a transeription
standard for first year students on the typewritor.

16. approximstely one~helf of the schools reported
the basis for permitting students to take advanced short-
hand and edvenced typewriting is a passing grade of "L",
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17. The majority of schools in the survey require 90
to 95 per cent acouracy in transoription.

18, Thirty schools thet answored the check lists give
eredit for correctible trsnseripts.

19. A minority of the responses oonsidered a perfect
gopy or verbatim Ltrensoript as necessary for a mailadle
transeription. -

20. A lerger number of reporting schools require
" the ability to teke dictation at 120 words per minute for
one minute and 80 words per minute for three minutes,

2l. 4 minority of schools dictete punctuation marks.

22, liome study ssaignments are given by 32 of the
schools.

23. Information concerning the method used in teaoching
shorthand showa that prectices are sbout equally divided.
Ten schools reported using the functional method; 12 schools
use the manusl, end 15 schools use e combinetion of the
two methods.,

Seneral Conclusions

By en snslysis of Chapters II and IIl contalning the
reaults of the investigation, several genersl conclusions
may be determined. These general conolusions are listed

as follows:
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l. 4 majority of shorthand Seachers approve the offer~
ing of dictation and transcription as a separate course.

2. Since only one of the schools from whioch informa-
tion was received does offer diotation and transoription
a8 a separate course, it appears that dictation and tran-
soription as a separate course has not been asccepted by
the publie supported secondary schools in Xansas.

3. It appears that the teachers of shorthand appre-
clate the value of pretranscription traianing ess 35 of the
41 responding sechools offer pretranseription training.

L« A ocomparison of the results of the check lists .
concerning the primary objeotive in yoaohlng transeription
with eurrent literature indicetes that the schools from
which returns were received do not consider that shorte
hand has sufficient vslue for personal use to have that
a8 the primary objective.

- 5. One 1s led %o conclude from the data received
that the majority of schools do not have adequate standards
for permitting students to take adveneced shorthand,

6. In view of the information with regard to the items
that consbtitute mailability, tgo writer is led to believe
thet the majority of the shorthend teschers have s good
conception of what constitutes mailsble transeribed material.

7. It seems apparent that instructors do not approve
the dictation of punctuation marks; indlcaticne are that
teachers urge students to develop the ability to punctuate
correctly.
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8. Teachers are generally prone %o give a vaeriety of
home study assignments as an ald to improving the abilities
of their students.,

9. Responses from the cheeck lists show that schools
are sbout equally divided on the method used in tesching
shorthand. Generally speaking, 1% may be wise for more
teachers %o adopt more than one method to use in teaching
shorthand,

10. A fairly small group of the teachers are very much
interested in improving the status and vslue of dlstation
and transcription,

1l. Considerabls improvement oan be made in increasing
the marketable qualities of the stenogrsphic atudents of
Kansas through more research from the view of the employer

a8 well as the school.

Becommendations

1, Hore emphasis should be placed on dictation and
Sranseription; they should be taught as a separate course
and not as part of another course during the twelfth year
or near the tine of potentisl use.

2, Correct understanding of terminology character-
istloc of the shorthand field is needed. One teacher re-
ported that she requires trenseription at 130 words per
n;nuto while others stasted the speed of production was
from 10 to 120 words per minute.
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3« There should bs more understaending and a unifi-
cation of stendards among teachers of shorthand. For
example, dletation at 80 words per ainute for three minutes
was required by one tescher of students in advanced shorte
han@ and 135 words per minute for three minutes was re-
quired by another school., This may mean that e further
evaluation of standards is necessary,

he A careful selection of students who earoll in the
second year of shorthend is recommended as the course at
that perticuler stage decomes primerily vooetional and
students who do not learn shorthand unli should be guided
into other areas. '

5. There should be a further tendency on the part of
shorthand teachers to attempt & combination of methods in
teachiing shorthend rether than %each one partioular method
80 that the best results may be obtained. PFurthermore,
they should be on the alert for new materisl and new methods
that will improve their instruction.

6. Investigation of the requirements made by eme
ployers in Kansas of stenographic students would be an aid
to teachers in setting up more uniform standards.

7. Teachers of typewriting and shorthand should
offer pretranseription tfainlns in their courses includ-
ing drills on punctuation, gremmsr end spelling in order
to help prepare students for the regular trenseription to
follow,
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Pittsburg, Kansas
March 15, 1949

Dear Teacher:

I am making a study of dictation and transcription
practices in shorthand classes in Kansas Class A public
high schools., As an aid, I have compiled a check-list of
twenty~two questions to send to a selected group of teachers
in order to secure needed information.

Through the use of information on file in the Placement
Bureau here at Pittsburg, I have endeavored, when possible,
to send the enclosed check-list directly to the shorthand
teachers of the selected schools. If you do not teach the
fourth semester of shorthand, will you please hand this let-
ter and check-list to the proper teacher?

With the emphasis now given to dictation and transecrip-
tion, this seems an opportune time to make a check on certain
shorthand practices in the state. Your cooperation in fill-

ing out and returning the enclosed check-list will be sincerely
appreciated,

Thank you.

Sincerely,

Ronald E, Bailey
Enc, (Approved)
W, S. Lyerla -
Head of Dept. of Commerce

and Business Admin,
K.S.T.C.--Pittsburg

45
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A Check<List to Teachers on Dictation and Transcription Practices
in Kansas Class A High Schools
Grade Placement

1. Do you approve of dictation and transcription as a separate course?
Yes No

2., How is dictation and transcription taught in your school?
a. As a separate course
b. As a part of advanced shorthand
¢, As a part of advanced typewriting
d. As a part of office practice
e, Other (name)

1]

3. If dictation and transcription is offered as a separate course in your school,
where is it offered?
a, First semester, tenth year
b. Second semester, tenth year
ce First semester, eleventh year
d. Second semester, eleventh year
e, First semester, twelfth year
f, Second semester, twelfth year

L, What length of time do you teach dictation and transcription?
a. Two semesters
b, One semester
¢, Less than one semester

i

5. At what grade levels do you teach advanced shorthand?
a. Tenth year
b. Eleventh year
¢, Twelfth year

i

Pre~Transeription and Pranscription Policies

6. Do you give pretranscription training? Yes No
If so, in what semester of shorthand?
a, First semester, first year
b. Second semester, first year
c, First semester, second year
d. Second semester, second year

11

7. Do you have certain requirements before students actually take dictation
and transcribe it on the typewriter? Yes No
If so, what do you require for:
a, Words per minute for five minutes in shorthand dictation
b, Words per minute for five minutes in typewriting
¢. Average grade in English
d. Others (name)

1]
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9.
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Do you have first-year shorthand students transcribe? Yeg . No
If so, when:

a, During class

b. Outside class
If so, how:

c¢. On typewriter
d, With pen

e. With pencil

f. By oral reading

What is the primary objective in teaching transcription in your school?
a. Vocational

b. Personal Use

¢, Other

[

Standards of Achievement

10.

1.

12.

13,

Do you require a minimum dictation speed for satisfactory completion of first
year shorthand (consider dictation only on new material)? Yes No
If so, what is requirement for:

a, One-minute take

b. Three-minute take

c. Longer (state time, minutes)

|11

Do you have a transeription standard for first year students on the typewriter?
Yes No

If so, what words-per-minute minimum speed do you require?

a. For a grade of "A" (94-100)

b. a 13=11] £

o FoF 3 grade of v (R8-2y

d. For a grade of "D" (70~--77)

What speed in production do you require for:
a, A grade of "A"
b, A grade of "B"
c. A grade of "C"
d. A grade of "DV

What basis is used in permitting students to take advanced shorthand

" (check all that are used in your school)?

a, Must have a "C" grade in previous English work
b. Must have a passing grade of (A, B, C, D) in beginning shorthand
¢. Must have a passing grade of (A, B, C, D) in beginning typewriting
d. Must have net typing speed of (state speed) W.P.M, for
(1, 3, 5 minutes) in typewriting '
e. Must take dictation at (state speed) W.P.M, for (1, 3, 5 minutes
in beginning shorthand
f. No requirement
g. Others

T

What accuracy do you require in transeription?

e, Qther

g. 100% S
b. 305 —
d. 70% S,
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15. Is any credit given for unmailable but correctible transcripts (unmailable

16.

17.

on

first writing but possible to correct and be mailable)? Yes

No

What constitutes mailability?

(=
b-
C,

de’

€.
f’
8.
h,
i.

Perfect copy (verbatim transcript)
Neat erasures

A letter which conveys the exact meaning of the dictator although the

words transcribed need not be the exact words dictated
A letter to which the instructor would sign his name
Proper placing of transcript on page

Proper syllabication

Even right margin

Proper punctuation

Correct spelling

[T

Check the following requirements that you have for satisfactory completion

of
a,

b,

General

18,

19.

20,

advanced shorthand and/or dictation and transcription.
Dictation speed for (state speed):

(1) One-minute take

(2) Three-minute take

(3) Longer (state time; minutes)

Transcription (state speed)

Check the following that you practice:

Qe
b.

« Co

d.

Do
If

=
b.
C,
d,
=1
Lo
Ee
h,
i,
Je

ko
1,

Dictate punctuation marks

Review correct rules for grammer during class

Allow students to use dictionary while transcribing during class
State paragraphing when dictating

you give home study assignments in advanced shorthand? Yes

1]

N

so, of what do they consist (check all that are used):
Practice in proofreading material dictated in class
Practice on the correct spelling, punctuation, and capitalization
of material to be transcribed

Review of fundamentals of good English

Practice in prereading of shorthand notes

Review of brief forms, phrases, and prefix and suffix forms
Transcribing material dictated in class

Practice in writing shorthand material from text

Study of rules for punctuation and sentence structure

Review of shorthand theory

Practice in reading shorthand from text

Practice in reading shorthand from notes

Others (name)

What method do you use in teaching shorthand?

ae
b,
C.

Functional
Manual
Combination of above two

d. Other (name)

O HEEEEEEE | F Ee



21,

28 o

49

Indicate title and author(s) of textbook used by students in advanced
shorthand,

Title Author

Indicate titles and authors of suplementary material used by instructor in
advanced shorthand,

T:‘[tle Author
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