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CHAPTER I

Purpose of the Study

The major objectives of the study are:

1. To determine the subject promotion requirements for first-year
shorthand of the Oklahoma high school teachers.

2. To determine bases of marking shorthand papers for the purpose
of determining the subject promotion requirements for first-year short-
hand used by the Oklahoma high school teachers.

3. To evaluate these bases of marking shorthand papers and the
subject promotion requirements for first-year shorthand in the light of
opinions and practices of competent persons in the field.

L. To provide data for recommendations relative to bases of mark-
ing the shorthand papers that determine subject promotion requirements
for first-year shorthand and the subject promotion requirements for the
course.

The specific objectives of the study are:

1. Do teachers base their subject promotion requirements partially
on reading ability, on penmanship ability, on knowledge of theory, or on
any combination of these three?

2. Do teachers base their subject promotion requirements for the
dictation-transcription test on a percentage grading method, on mail-
ability of copy, or on a modification of the mailable copy?

3. How do these bases of marking shorthand papers for the purpose
of determining subject promotion requirements and the subject promotion
requirements for first-year shorthand compare with the opinions and

practices of competent people in the field of shorthand?



L. How do the Oklahoma teachers administer the tests which deter-

mine subject promotion requirements for first-year shorthand?
Need of the Study

The need for this study was first expressed by the head of the
Secretarial Science department of the Oklahoma Agriculture and Mechani-
cal College. He had observed a wide range in the achievements of studeats
who continue the study of shorthand in this institution after they have
studied first-year shorthand in high school. These students all start
with the first course of shorthand at the Oklahoma Agriculture and Mechani-
cal College because of the indefiniteness of the value of high school
credit in shorthand. All of the first course in which they enroll in
this college is repetition of their high school shorthand. Even though
they have passed the high school shorthand course, some of them fail this
course in college; others, who have the same amount of credit from high
school, rank among the highest in the college class.

This observation led to the thought that teachers of shorthand in
high school must have greatly varying standards for subject promotion.
Vith that premise in mind, the State Course of Study was consulted as
to its statement concerning the "specific requirements" for the course.

By the end of the second semester, the class should

be able to take simple dictation at the rate of 60 words

a minute for five minutes and to transcribe on the type-~

uritai with not over five errors in each 100 words of dicta-

tien.

The foregoing excerpt from the Oklahoma Course of Study is an example

of "specific requirements" which may not be given the same interpretation

h
Department of BEducation, State of Oklahoma, Handbook for High School
+ Courses. 1940. p. 79+



by the various teachers of the state. IMuch difference of opinion may
be found as to what constitutes "simple dictation;™ also, as to what
constitutes an error. Since the State Course of Study has the standards
or requirements stated in such a manner that there is a possibility of
differences of interpretation, it is necessary to find out just what
practices are used by the Oklahoma high school teachers of first-year
shorthand.

Shorthand should be taught for vocational use. . .

This course should be offered where the graduate has a

fair chance for immediate employment or where tgc pupils

desire the course as a basis for further study.

In order to determine whether or not the Oklahoma high school teachers
of first-year shorthand are equipping the pupils with satisfactary short-
hand knowledge and developing a satisfactory degree of shorthand skill
either for immediate employment or as a basis for further study, it is
necessary to know what promotion requirements and what bases of marking
papers to determine promotion recuirements are used by competent shorthaad
teachers and to make a comparison of the requirements and the practices
of the two groups.

Scope of the Study

This study is limited to the following:

1. The 164 first-year shorthand teachers in the white publie
secondary schools of Oklahoma who returned usable check lists.

2. The subject promotion requirements for the first-year shorthand.

3. The bases of marking shorthand papers for the purpose of deter-

mining subject promotion requirements.
No attempt is made to ascertain the following:
1. The reguirements of the course at any other time during the year,

2
Department of Educetion, Stote of Ukishowa, op. git., . 76.



2. The bases of marking shorthand papers that teachers use at any

other time of the year.

Method and Procedures Used
The normative-survey method was used in this study.
Normative-survey research is directed toward ascertaining

the prevailing conditions....The compound adjective "Normative-

survey" is applied to this method in order to suggest the two

closely related aspects of this kind of study. The word

"survey" indicates the gathering of data regarding current

conditions. The word "normative" is used because surveys

are freguently made for the purpose of ascertaining what is

the normal or typical condition, or practice."3

The data were obtained from check list responses submitted by Oklahoma
high school teachers of first-year shorthand.

The first step of the procedure was to formulate a check list which
was to be used in securing the desired data. The opinions of shorthand
authorities were gained by reading articles concerning subject promotion
requirements and the bases of marking shorthand papers for the purpose
of determining the subject promotion requirements in business magazines,
periodicals, textbooks, and personal conferences. From these opinions
a check list was compiled stating various subject promotion requirements
and marking procedures which determine subject promotion.

The tentative check list was presented for criticism to two short-
hand teachers of the Oklahoma Agriculture and Mechanical College faculty
and to various shorthand teachers of the state high schools who were on
the campus during the summer 1941. As a result, it was revised five
times before it was presented for criticism to the seminar group in July,

1941. Guided by their criticism, some general information for which the

3

Good, Carter V., Barr, A. S., and Scates, Douglas, E., The Methodology
of Educational Research, New York: D. Appleton-Century Company, 1933.
Pp. 2.7-289.




check list called, which was at that time thought irrelevant, was ommitted.
As one of the aims of this study was to find out whether or not the teachers
base their grading of transcripts which determine subject promotion for
first-year shorthand on the percentage method, the mailable copy method,

a modification of the mailable copy method or some other method, space

was provided on the check list for the teacher to indicate and describe

any other method that he might be using. As another aim of the study

was to discover the l:;ases of marking the shorthand papers which determine
shorthand promotion requirement, space was left for the teacher's insertion
of any bases that he uses which were not listed on the check list.

A trial mailing was made to a select group of shorthand teachers for
further criticism. After another revision which clarified a few questions
raised through the trial mailing, the check list was sent to each Oklahoma
high school teacher of first-year shorthand. The mailing list.‘* was com=
piled from the records of the State Department of Education.

Three mailings were made. The first mailing consisting of a type-
written letter to the teacher asking for his cooperation with the study,

a self-addressed stamped envelope, and the check list was made to 326
teachers during the third week of March. Of the 106 replies received,
101 were usable.

The second mailing, which was made during the third week in April,
consisted of another typewritten letter to the teacher, a self-addressed
envelope, and a2 check list identical to the one that had been used in

the first mailing. Since many commercial teachers had left their first

L

A copy of the check list, all letters, list of schools from which teachers
sent usable responses, names of shorthand experts who recommended the jury,
and distribution tables which classify the data as to size of school, ex~
perience of teacher, sex, and shorthand method are included in the appendix.



teaching position of the year for various reasons due to world conditions,
it seemed advisable to address the second mailing to the "Commercial
Teacher" rather than to a specific name. This means that in school
systems where there are more than one teacher, only one letter was sent.
From this mailing of 198 letters, 56 replies were received; 53 were
usable.

During the second week in May a postal card was mailed to 142 teachers
asking them to fill in and return the check list previously sent. Of the
12 replies received, 10 were usable.

The 164 usable responses out of the total 174 received came from 58
counties and represent 50.3 per cent of the first-year shorthand teachars
in Oklahoma during the 1941-1942 school year..

From the tabulations made of these responses, the study with refer-
ence to the requirements of Oklahoma teachers for subject promotion and
their bases for marking the papers that determine subject promotion re-
¢uirements for first-year shorthand was made.

Next, a study was made of the subject promotion requirements and
the bases of marking shorthand papers for the purpose of determining the
subject promotion requirements for first-year shorthand of a "jury" of
competent persons in the field of shorthand. These findings were then
used as a scale of comparison for the requirements and marking procedures
used by the Oklahoma shorthand teachers.

The following procedure was used to obtain this "jury." Each of
the 20 men and women on the list which was submitted to the head of the
Secretarial Science department of the Oklahoma Agriculture and Mechanical
College, was recognized to be a shorthand expert. A letter was written

to 15 people in this group. It contained a check list identical to the one



mailed to the Oklahoma shorthand teachers.

In this letter each one was asked to suggest 2 high school short-
hand teachers whom he considered outstanding in the shorthand teaching
profession. Of the 13 who replied, several submitted more than 2 names;
8o in one instance, 3 instead of 2 names, and in another 4 instead of
2 names submitted by one person were used. As there was some duplication
in the suggestions of these persons, only 24 names of outstanding short-
hand teachers composed the jury member mailing list.

A check list identical to the one mailed to the Oklahoma shorthand
teachers was enclosed with the letter written to each of these 24 teachars.
“he letter stated that some shorthand expert had recommended him as a
Jury member for this study and explained that his cooperation would be
appreciated. He was asked to mark the check list according to his own
practices and standards if he taught first-year shorthand; if he did not
teach first-year shorthand, to mark it according to the practices and
standards which he considered desirable for this subject.

This group returned 13 completed check-lists; all of them usable;

1 letter was returned, marked "Unclaimed" and 1 teacher who replied that
she uses the Isaac Pitman system of shorthand was not asked to return
the check list because parts of it deal definitely with Gregg shorthand.

The information received was then tabulated and used as a standard
cof comparison with which the requirements and practices of marking the
papers which determine procwotion of the Oklahoma high school teachers was
compared.

Definiton of Terms Used

"High school subject promotion requirements for first-year short-

hand" as used in this study refers to the terminal requirements that must



be met by the pupil in order to receive a unit of credit in high school.

An "inexperienced teacher" is a person who was teaching his first
term of school in the school year during which this study was made.

An "experienced teacher" is a person who has taught at least one
term before the year during which this study was made.

A "small school" has a pupil enrollment between O and 99.

A "medium-sized school" has a pupil enrollment between 100 and 299.

A "large school" has a pupil enrollment of 300 or over 300.

"Oklahoma high school teachers of first-year shorthand," "Oklahoma
high school teachers," "Oklahoma teachers," and "teachers" are used
synoymously.

The abbreviation "wpm" is used to designate the term "words per

minute."



TABLE I

CHECK LIST MAILING TO TEACHERS

|
|

Number Per cent
Check lists mailed 326 100.
Usable responses received 164 50.3
Counties represented by responses 68 88.3

TABLE IX
CHECK LIST MAILINGS TC JURY

Number Per cent
Check lists mailed 2L -
Usable responses received 13 542

States represented by responses 9 18.8
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CHAPTER II
SUBJECT PROMOTION REQUIREMENTS OF OKLAHOMA HIGH SCHOOL TEACHERS
AND THEIR BASES FOR MARKING THE PAPERS THAT DETERMINE SUBJECT
PROMOTION REQUIREMENTS FOR FIRST-YEAR SHORTHAND

Subject Promotion Requirements

In trying to determine just what Oklahoma high school teachers re-
quire for subject promotion, we must ascertain the various phases of
shorthand knowledge and skills which the teachers included in their re-
quirements and the amount of knowledge and degree of skill which they
required in these phases.

We must determine:

1. Whether or not the teachers based their subject promotion re-
quirements partially on reading ability, on penmanship ability, on a
knowledge of theory, or on a combination of these three; how they admine
istered these tests; also, the achievements that they required in each.

2. The nature of the dictation transcription tests that they used;
how they administered them, and what achievement was the minimum require-
ment for subject promotion.

Table III shows the total distribution of the responses of 164
Oklahome high sclivol teachers relative to certain reguirements concern-
ing reading ability, penmanship ability, and theory knowledge, therefore,
a "not stated" column is included.

This table shows that 76, or 48.4 per cent, of these 157 teachers,
required specified reading rate; 81 teachers, or 51.6 per cent, did not,
and 7 teachers did not state whether or not they required a reading rate.
The teachers who required a specified reading rate and those who did

not require one are almost equal in number.



TABLE III

TOTAL DISTRIBUTION OF THE RESPONSES OF 164 OKLAHOMA HIGH SCHOOL TEACHERS
RELATIVE TO CERTAIN REQUIREMENTS CONCERNING READING ABILITY, PENMANSHIP
ABILITY, AND THEQRY KNOWLEDGE

-
e

Require specified reading rate
Penmanship requirement

0.G.A. membership requirement
Require G.N.L. theory test

Require other theory test than G.N.L.

Must pass theory test more than once

Not

Yes Per cent No Per cent stated
76 LBk 8L 51.6 7
63 40.1 9 59.9 7
7 5.0 132 95.0 25
41 25.9 117 Th4.1 6
97 65.1 52 34.9 15
67 65.0 36 35.0 61

This Table is read: 76 teachers, or 48.4 per cent, required a specified reading rate; 81 teachers,
or 51.6 per cent, did not have a specified reading rate; 7 teachers did not state whether or not

they had one.
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Of this group, 63 teachers, or 4O.l per cent, had some penmanship
requirements; 94, or 59.9 per cent, did not have any. The number of
teachers who had penmanship reguirements to those who did not have pen-
manship recuirement=, is a ratioc of 2 to 3.

Analyzing the penmanship recuirements with reference toc requirements
for Order of Gregg Artist membership, 7 teachers, almost 1 out of 20,
required it; 132 teachers, or 9 out of 10, did not. A number of teachers
who did not require it, stated that they used these tests in their classes
and encouraged the desirability of meeting the requirements for member-
ship.

The requirements concerning theory are grouped in two types of tests;
namely, the Gregg News Letter Theory Applicaticn test and any other theory
test which the teacher used. Of this group, 41 teachers, or one out of
four of the group, used the Gregg News Letter test; 117, or almost three
out of four, did not use it; 6 did not stste whether or not they used it.
Out of this group, 97 teachers, or almost two out of three of those who
indicated whether or not they required a theory test, used some other than
the Gregg News Letter test; 52 teachers, or one out of thn;, did not
use it; 15 teachers did not state whether or not they used any theory
test. Some of the teachers who used the Gregg News Letter test, also
used some other theory test, so these teachers are included in this group
of 97.

0f this group of 103 WMu, 67, or three out nf five recuired
the student to pass the theory test more than once, 36 teachers, or
nearly two out of five, required the student to pass it only once. This
shows that 3 out of every 5 teachers recuired more than one satisfactory

test for promotion.



TABLE IV
READING RATE RANGE OF THE 76 TEACHERS WHO HAD A SPECIFIED READING RATE

e ——

Number of
Words per minute required teachers Per cent

Less than 100 ' 26 34.2
100 to 150 37 48.7
151 to 200 3 3.9
Comparable to Long Hand Reading Rate 6 7.9
Must be fluent readers L 5.3
Total 76 100.

This Table is read: 26 teachers, or 34.2 per cent, of 76 teachers
who required a specified reading rate, required less than 100 words
per minute.

Table IV is a summary of the reading rate range which was required
by the 76 teachers in this group who had a specified reading rate require-
ment. Of these 76 teachers, 26, or 34.2 per cent, required a rate of
less than 100 words per minute; 37, or 48.7 per cent, required a raits
between 100 and 150 wpm; 3 teachers, or 3.9 per cent, required between
151 and 200 wpm; 6 teachers, or 7.9 per cent, stated that they required a
rate comparable to longhand reading rate, and 4 teachers, or 5.3 per cent,
stated that their only reading requirement was that the students read
fluently. In this group of 76 teachers who had a reading rate, more
than one out of three reguired a rate that is lower than the one set by
the State Course of Study,5 almost one out of two required the reading
rate which the Oklahoma State Course of Study stated to be a specific re-

quirement; 3, or less than 4 per cent had a definitely higher requirement.

L §
Department of Education, State of Oklahoma, op. eit., p. 79
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TABLE V
NATURE OF THE THEORY TESTS OTHER THAN THE GREGG NEWS LETTER TEST

——— s
Number of
Nature of Content teachers Per cent
Word 50 . 543
Sentence . 8 8.7
Combination 3L 37.0
Total 92 100,

This Table is read: Of the 92 teachers who used some other theory
test than the Gregg News Letter Test, 50, or 54.3 per cent, of them
used a word test.

Table V is a summary of the nature of the theory tests other than
the Gregg News Letter test wnich were used by the Oklahoma high school
teachers. Of the 97 teachers who used this type of test, 50, or more
than one out of two, used an isolated word test; 8, or one out of twelve,
used a sentence test; 34, or a littie more than one out of three, a
combinaticn test of isolated words and sentences; 5, who stated that
they required the passing of &« bheory test, did not indicate the nature
of the test they used. Word, sentence, and combination tests of these
two are used as theory tests, but most of them are isolated word tests.

Table VI is a summary of the number of words which constitute the
theory tests which the teachers gave uhich. are not the Gregg News Letter
tests. Of this group, 13, or 15.7 per cent, of the 83 teachers who in-
dicated the number of words that they reguired gave tests which con-
sisted of less than 100 words; 41 teachers, or 49.4 per cent, used tests
which consisted of 100 words; 27 teachers, or 32.5 per cent, used

tests which consisted of more than 100 words; 2 stated that their tests
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TABLE VI

WORD NUMBER CONTENT IN THE THEORY TEST OTHER THAN THE GREGG NEWS LETTER TEST

Number of words f:::rsd Per cent
Less than 100 13 15.7
100 41 494
More than 100 27 32.5
Variable 2 2.4
Total 83 100.

This Table is read: Of the 83 teachers who indicated the number of
words in the other theory test than the Gregg News Letter test, 13,
or 15.7 per cent, of them used tests which consisted of less than
100 words.

TABLE VII

-DICTATION RATE OF THE THEORY TEST

Number of
Rate of dictation teachers Per cent
Ten words per minute 14 18.7
More than ten words per minute 61 8l.3
Total 75 100.

This Table is read: Of the 75 teachers who indicated their rate
of dictation for the theory test, 14, or 18.7 per cent of them
dictated at 10 wpm.
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varied in length; 14 did not state the number of words of which their
tests consisted. There is a rather wide range over which the length of
the theory tests spread, but the largest percentage of these tests, or
almost one-half, consisted of 100 words, the same number of words as
make up the Gregg News Letter test.6 The teachers who gave a theory

test at the end of each chapter in the Manual indicated that they did
not agree on their length.

Table VII is a summary of the dictation rate of the theory test
used by the 75 Oklahoma high school teachers who indicated that they had
a dictation rate for this test. Of this group, 14, or 18.7 per cent,
required a 10 wpm dictation rate; 61, or 8l.3 per cent, required a higher
rate than 10 wpm. Fourteen teachers, or 18.7 per cent, required the
minimum dictation rate set by the Gregg News Letter Theory Application

test;’ 61, or more than four out of five, stated that they used a higher
rate.
TABLE VIII

ACCURACY REQUIREMENTS FOR THE THEORY TEST

Htmberof ;
Accuracy required Teachers Per cent
Less than 90 per cent 36 36.
90 per cent 37 37.
More than 90 per cent o R
Total 100 100.

This Table is read: Of the 100 teachers who indicated their accuraey
requirements for the theory test, 36, or 36 per cent, of them rsquirnd
an accuracy less than 90 per cent.

6

The Gregg News Letter, May, 1942, p. 527.
7

Ibid.



Table VIII is a summary of the accuracy required for the theory

: test. Of this group, 36 teachers, or 36.0 per cemt, required less than
90 per cent accuracy; 37, or 37.0 per cent, required 90 per cent accuracy;
27, or 27 per cent, required an accuracy higher than 90 per cent. Two
teachers stated that they required a perfect score, or 100 per cent
accuracy. A wide range exists in the theory test accuracy requirements
of the Oklahoma high school teachers; more than one out of three require
less than the "specific reguirements"™ stated in the Oklahoma State Course
of Study,a and more than one out of four require a higher percentage of
accuracy than is required by this standard.

Table IX is a summary which indicates whether or not Oklahoma high
school teachers based their promotion requirements partially on reading
tests, penmanship test, theory application tests, or any combination
of these three.

Of this group, 76, or 48.4 per cent required a specified reading
rate; 63, or 40.1 per cent, had specific penmanship requirements; 138,
or 89 per cent, required the passing of a theory test, and 20, or 13.9
per cent, did not reguire any one of these tests., Of this group, 32,
or 21.0 per cent, had specified reading rate and penmanship requirements;
45, or 23.2 per cent, had penmanship and theory test requirements; 20,
or 13.9 per cent, had reading rate, penmanship, and theory test require-
ments for subject promotion. About one-seventh of these teachers did
not base their promotion on any one or any combination of these tests;
namely, reading, penmanship, theory; exactly the same number of teachers,

about one-seventh of them, based their proamotion partially on the outcome

8
Department of Eduecation, State of Oklahoma, op. cit., p. 79



TABLE IX

READING, PENMANSHIP, THEORY APPLICATION TEST REQUIREMENTS

Number of
teachers
Reading requirement 76
Penmanship requirement 63
Theory test reqguirement 138
No reading rate, penmanship or
theory test requirecent 20
Reading rate and penmanship
requirement 32
Reading rate and theory test
requirement 51
Penmanship and theory test
requirement L5
Reading rate, penmanship and
theory test requirement 20

Per cent

LBk
40.1

89.0

}.3.9

21.0

33.1

23.2

13.9

This Table is read: Of the 157 teachers who indicated whether or
not they required a specified reading rate, 76, or 48.4 per cent,

of them required it.



of all three. More teachers had both reading and theory test requirements
than reading and penmanship requirements; fewer had requirements for pen-
manship than for theory and reading, and more teachers had requirements
for theory than for either reading or penmanship.

Table X shows the distribution of the responses of 164 Oklahoma
high school teachers relative to certain requirements concerning dictation-
transcription ability and certain practices used by these teachers in ad-
ministering the test.

Of this group of 155 teachers who indicated whether or not they re-
quired a 5-minute test, 118, or 76.1 per cent, required it; 37, or 23.9
per cent, did not. Nine did not indicate. This means that more than
three out of four of these teachers required the length of dictation
that is specified as the minimum requirement by the State Course of
Study;’ that one out of five had lower requirements.

Of this group, 33 teachers, or 21.9 per cent, indicated that they
had a specified length of continuous dictation for the dictation-trans—
cription test, but that it was not a 5-minute length; of these 33
teachers, 24 stated that they used a 3-minute continuous test; 6 stated
that they used either 1-, 2-, or 4~-minute tests; 2 used 10-minute
tests, and 1, 1l5-minute tests.

Of the group of 159 teachers who indicated whether or ot they re-
quired typed transeripts, 123, or 77.4 per cent, required them; 36, or
22.6 per cent, did not. More than three out of four of this group of
teachers are meeting the state requiramant.slo and almost one out of four

do not follow the state reqguirements relative to typed transeripts. The

9Depar‘bmnt of Education, State of Oklahoma, op. cit., p. 79.

lOIl id.




TABLE X

TOTAL DISTRIBUTION OF THE RESPONSES OF 164 OKLAHOMA HIGH SCHOOL TEACHERS
RELATIVE TO CERTAIN REQUIREMENTS CONCERNING DICTATION-TRANSCRIPTION ABILITY
AND CERTAIN PRACTICES USED BY THESE TEACHERS IN ADMINISTERING THIS TEST

Yes Per cent No Per cent Not stated

Require 5 minute dictation transeription test 118 76.1 37 23.9 9
Require specified but different length test than

5 minutes 33 21.9 118 78.1 13
Require typed transcripts 123 774 36 22,6 5
Transcription rate requirement on typed transcripts 58 37.7 96 62.3 10
Transeription rate requirement on longhand transecripts - - - - -
Give preview of difficult words 99 63.1 58 36.9 7
Permit reading of notes before transeription 107 69.0 L8 31.0 9
Permit use of dictionary during transcription 118 T75.2 39 24,8 7
Permit erasing 136 86.1 22 13.9 6
Permit rewriting of transeript 62 39.2 96 60.8 6

This Table is read: Of this group of 164 teachers, 118, or 76.1 per cent, required a 5-minute
continuous dictation-transcription test; 37, or 23.9 per cent, did not require it; 9 teachers
did not state whether or not they required it.



The majority of the teachers who did not require typed transcripts
taught in schools that offered more than one year of shorthand.

Only 58, or 37.7 per cent, of the 154 teachers who indicated whether
or not they had transcription rate requirements on typed transcripts,
had them; 96, or 62.3 per cent, did not. None of these teachers indi-
cated that they had a specified transcription rate on longhand transcripts.
Almost one out of two of the group of 123 teachers who reguired typed
transeripts, had a transceription rate requiremant.

Of this group of 157 teachers who indicated whether or not they
gave a preview of difficult words before the dictation-transeription
test which determines subject promotion, 99, or 63.1 per cent, gave onej
58, or 36.9 per cent, did not. Almost two out of three of this group
of teachers did not follow the Gregg News Letter instructions with refer-
ence to not giving a preview of difficult words before a tastll while
only a little more than one out of three, did.

Of this group of 155 teachers who indicated whether or not they
permitted the students to read their notes before transeribing, 107, or
69 per cent, of them permitted it; 48, or 31.0 per cent, did not permit
it. More than two out of three, or the majority of the teachers in
this group, permit the students to read their notes before transcribing.

Even larger agreement is found in the practice of permitting the
students to use the dietionary while transcribing, for 118 teachers, or
75.2 per cent, of the 157 teachers whe indicated whether or not they
permitted it, allowed it; 39, or 24.8 per cent, did not permit it.

Of this group of 158 teachers who indicated whether or not they

permitted erasing on the dictation-transcription test, 136, or 86.1 per cent

11
The Gregg News Letter, October, 1938, p. 73.
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permitted it; 22 teachers, or 13.9 per cent, did not. More than four
out of five of this group permitted erasing and less than one out of
five did not permit it.

Of this group of 158 teachers who indicated whether ar not they
permitted the students to rewrite their transcripts, 62, or 39.2 per cent,
permitted it; 96, or 60.8 per cent, did not. A little more than one out
of three permitted rewriting of transcripts; a little more than one out of
two, did not.

TABLE XI

DISTRIBUTION OF THE RESPONSES OF THE 147 OKLAHOMA VICH SCHOOL TEACHERS ¥HO
INDICATED THE DICTATION RATE THAT THEY USED FOR THE DICTATION-TRANSCRIPTION TEST

Rate of Dictation Eﬁ:ﬁ;:r:r Per cent
Less than 60 words 1 9.5

60 words 75 2.0
More than 60 words L =, .
Total 147 3

This Table is read: 14 teachers, or 9.5 per cemt, of the 147 who
indicated their dictation rate, used a rate of less than 60 wpm.

Table XI shows the total distribution of the responses of the 147
Oklahoma high school teachers who indicated the dictation rate that they
used for the dictation-transeription test.

This table shows that of these 147 teachers, 14, or 9.5 per cent,
used a rate less than 60 wpm; 75, or 51.0 per cent, used a 60 wpm rate;
58, or 39.5 per cent, used a rate higher than 60 wpm.

The lowest rate required by this group which reported having a

dictation rate, is 25 wpm. This was the rate of 1 person; 3 used a 40



wpm rate; 10, a 50 wpm rate.

The rates used by the teachers who required a rate higher than 60
words range from 65 wpm to 100 wpm; the largest group, 29 teachers, used
a rate of 80 wpm.

TABLE XII
THE TOTAL DISTRIBUTION OF THE RESPONSES OF THE 48 OKLAHOMA HIGH SCHOOL

TEACHERS WHO INDICATED THEIR TRANSCRIPTION RATE REQUIREMENT FCR THE
DICTATION-TRANSCRIPTION TEST

Transcription Rate ::::;:rgf ——
Less than 20 words 17 35.4
20 words 12 25.0
More than 20 words _Ez__ 39.6
Total 48 100.

This Table is read: Less than 20 wpm was the transcription rate
requirement of 17 teachers, or 35.4 per cent, of the 48 teachers
who indicated their transcription rate requirement.
Table XII shows the total distribution of the responses of the
48 Oklahoma high school teachers who indicated their transcription rate
requirement for the dictation-transcription test. Ten teachers who in-
dicated that they had a transeription rate requirement, did not state
of what the requirement consisted.
This table shows that 17 or 35.4 per cent, used a rate lower than
20 wpmj 12, or 25.0 per cent, used a 20 wpm rate; 19, or 39.6 per cent,
used a higher rate.
Table XIII shows the total distribution of the responses of the 111
Oklahoma high school teachers who indicated the percentage of accuracy

that they required for the dictation-transcription test. Of the 164



TABLE XIII

ACCURACY RECQUIREMENT FUR THE DICTATION-TRANSCRIPTION
TEST OF 111 TEACHERS WHO INDICATED THEIR REQUIREMENT

Per cent of accuracy recuired Im:" Wiaos imindlh
Less than 95 12 10.8
95 97 87.4
More than 95 2 1.8
Total 111 100.

This Table is read: Less than 95 per cent accuracy was required by
12 teachers, or 10.8 per cent of the 11l teachers who indicated their
accuracy requirement for the dictation-transeription test.

TABLE XIV

THE TOTAL DISTRIBUTION OF THE RESPONSES OF 157 OKLAHOHA
HIGH SCHOOL TEACHERS RELATIVE TO THE QUALITY OF MATERIAL
THAT THEY USED FOR THE DICTATION-TRANSCRIPTION TEST

e
Number of

teachers Fer cent

a. Use new G.N.L., either alone or with
some other material 6l 40.8

b. Use practiced G.N.L., either alone or
with some other material L1 26.1

¢. Use new materials similar to G.N.L., alone
or with some other material 110 70.1

d. Use practiced materials similar to G.N.L.,
alone or with some other material 61 37.9

e. Use new material easier than G.N.L., alone or
with some other material L3 274

f. Use practiced material easier than G.N.L.,
alone or with soue other material 28 17.8

This Table is read: New Gregz News Letter, either alone or with some
other material was used by 64, or 4LO.8 per cent, of these 157 teachers,
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teachers, 53, or 32.3 per cent, did not state what per cent of accuracy
they required for this test.

This table shows that 12, or 10.8 per cent, reguired less than 95
per cent accuracy; 97, or 87.4 per cent, required a 95 per cent accuracy;
2, or 1.8 per cent, required a higher accuracy. Of the group which did
not require as high as 95 per cent accuracy, 1 teacher required 70 per
cent; 1, 80 per cent; 3, 85 per cent; 7, 90 per cent. In the group which
required more than 95 per cent, 1 teacher required 97 per cent and the
other, 100 per cent. The accuracy requirement of this group of teachers
ranges from 60 per cent to 100 per cent; about seven out of eight used
the 95 per cent accuracy requirements set by the State Course of Study.u

Table XIV shows the total distribution of the responses of 157
Oklahoma high school teachers relative to the quality of material that
they used for the dictation-transcription test. The table shows all the
different qualities of material that all of the 157 teachers used. Seven
teachers did not indicate what quality of material they used.

Table XIV shows that 64, or 40.8 per cent, of the 157 teachers,
used new Gregg News Letter material, either by itsell or together with
some other material; 41, or 26.1 per cent, used practiced Gregg News
Letter material, either by itself or together with some other material;
110, or 70.1 per cent, used new materizl similar to Gregg News Letter
material, either by itself or together with some other material; 61, or
37.9 per cent, used practiced material similar to Gregg News Letter material;
L3, or 27.4 per cent, used new material easier than Gregg News Letter mater-

ial, either by itself or together with some other material; 28, or 17.8

12
Department of Education, State of Oklshoma, op. cit., p. 79.
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per cent, used practiced material easier than Gregg News Letter material,

either by itself or together with some other material.

TABLE XV

NEW MATERIAL, PRACTICED MATERIAL, OR A COMBINATION OF THESE TWO
AS USED FOR THE DICTATION-TRANSCRIPTION TESTS BY 157 OKLAHOMA
HIGH SCHOOL TEACHERS

Use only new material 78 4L9.7
Use only practiced material : L.5
Use both new and practiced material 72 45.8
Total 157 100.

This Table is read: Only new material was used by 78, or 49.7 per
cent, of the 157 teachers, for the dictation-transcription tests.

Table XV shows the total distribution of the responses of the 157
teachers who indicated whether or not they used new material, practiced
material, or a combination of these two for the dictation-transeription
tests.

This table shows that 78, or 49.7 per cent, of the 157 teachers used
only new material; 7, or 4.5 per cent, used only practiced material; 72,
or 45.8 per cent, used both new and practiced material.

Table XVI shows the total distribution of the responses of the 157
teachers, who indicated whether or not they used only the Gregg News Lelter
quality material; a quality easier than the Gregg News Letter material, or
combination of all materials for the dictation-transcription tests.

Table XVI shows that 95 teachers, or 60.5 per cent, used either

only Gregg News Letter material or a quality of material similar to it;



5, or 3.2 per cent, used only material easier than Gregg News Letter;
57, or 36.3 per cent, did not confine their choice of quality of material
to one class, but used a combination of qualities of material; the other

7, or 4.3 per cent, did not use any of this type of material.

TABLE XVI

GREGG NEWS LETTER QUALITY MATERIAL, A QUALITY EASIER THAN THE GREGG NEW3
LETTER MATERIAL, OR A COMBINATION OF ALL MATERIALS AS USED FOR THE DICTA-
TION-TRANSCRIPTION TEST BY 157 OKLAHOUA HIGH SCHOOL TEACHERS

" Number of

Teachers Per cent
Use only G. N. L. or similar Material 95 60.5
Use only easier material than G. N. L. 5 3.2
Use G. N. L. or similar material and easier
material 57 36.3
Total 157 100.

This table is read: Only Gregg News Letter or similar material was
used by 95, or 60.5 per cent, of the 157 teachers for the dictation-
transcription test.

Bases of Marking Shorthand Papers for thec Purpose of Determining
Subject Promotion Reguirements

In order to be able to translate a statement of a teacher's requirse-
ments concerning the dictation-transeription test, it is necessary to
know on what bases of marking these requirements are based.

Ve must determine the following:

1. The degree of accuracy which the student must attain under the
specific method that the teacher used for marking the papers that deter-
mine subject promotion reguirements.

2. TWhat constitutes an error and what evaluation the teacher attributed

to speeific errors.



TABLE XVII

GRADING METHOD USED BY THESE 164 TEACHERS FOR THE DICTATION~TRANSCRIPTION TEST

Number of

teachers Per cent
(A) Percentage rating methed only 38 23.2
(B) Passing or failing method only 16 9.7
(C) Mailable copy method only 58 35.3
A and B combined 6 3.7
A and C combined 6 3.7
B and C combined 12 73
A, B, and C combined 18 11.0
Other method or not stated 10 6.1
Total 164 100.
A in (A, AB, AC, and ABC) 69 42.1
B in (B, AB, BC, and ABC) 52 31.7
¢ in (G, AC, BC, and ABC) 9% 57.3

This Table is read: The percentage rating method alone was used by 38,

or 23.2 per cent, of these 164 teachers.



Table XVII is a summary of the grading methods which were used by
16l teachers for the dictation-transcription tests.

Of this group, 38, or 23.2 per cent, used the percentage method
only; 16, or 9.7 per cent, used the passing or failing method; 58; or
35.3 per cent, used the mailable copy mecthod only; 6, or 3.7 per cent,
used both the percentage and the passing or failing methods; 6, or 3.7
per cent used both the percentage and the mailable copy methods; 12,
or 7.3 per cent, used both the passing and failing and the mailable
copy method; 12, or 7.3 per cent, used both the passing and failing
and the mailable copy methods; 18, or 11.0 per cent, used all three
methods; 10, or 6.1 per cent, did not state which method they used.

The percentage method was used either alone or in a combination
with one or both of the other two methods by 69 teachers, or 42.1 per
cent; the passing or failing method was used either alone or in a come
bination with one or both of the other two methods by 52 teachers, or
31.7 per cent; the mailable copy method was used either alone or in a
combination with one or both of the other two methods by 94 teachers,
or 57.3 per cent. More teachers used the mailable copy method than
either of the other two; the percentage method was the one used by the
second largest number of these teachers, and the passing or failing
method was the least used.

Since many replies were incomplete with reference to some phase
dealing either with the underlying principles involved in the require-
ments relative to the particular grading method that the teacher used
or relative to what particular items he considered an error, it is
necessary to base the analysis for the remainder of this study on those

replies which were complete in both of these respects. So, 48 replies
will be used for the percent:ge rating method; 24 replies far the passing

and failing method; 38, for the mailable copy method.



TABLE XVIII

DICTATION-TRAMSCRIPTION TEST ACCURACY REQUIREMENT OF THE 48 TEACHERS
WHO USED THE PERCENTAGE RATING METHOD OF GRADING THE TRANSCRIPTS

Per cent of accuracy Mu-! ) of p :
60 1 2.1
70 7 14.6
(& - -
80 1 2.1
85 7 146
90 8 16.6
93 1 2.1
95 _23_ 47.9
Total L3 100.
Average per cent 88,

This Table is read: 60 per cent w:s the accuracy recuired by 1
teacher, or 2.1 per cent of the 48 teachers who used the percentage
rating method of grading the transeript.
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Table XVIII shws‘the total distritution of the responses of the
48 teachers who used the percentage rating method of grading the transeripts
for the dictation-transeription tests relative to the per cent of accuracy
which they required. This table showed the average per cent of accuracy
reqguired by this group of teachers to be 88; the range was from 60 to 95
per cent; almost one out of two of this group required a 95 per cent
accuracy.

All of the 48 complete rspliei_.which were used for the percentage
rating method indicated which of thc\ 2, items listed as possible points to
consider in marking papers they considered errors, but not all of them
attached any degree of penalty to tﬁm, therefore, it is possible in this
study to determine what the teacher in this group considered an error,
but it is not possible to determine how the teacher arrived at his per
cent of accuracy.

Yable XIX chows the total distribution of the responses of the 48
teachers who used the percentage rating method of grading the transcripts
for the dictation-transeription tests relative to whether or not they
attached any penalty to the 2 items listed.

There is only limited agreement among this group as to which of
these items should be penalized.

Table XX shows the total diat.ribi.:tion of the responses of 2, teachers
who used the passing or failing method of grading the transcripts for
the dictation-transcription tests relative to the number of errors per-
missable and the classification of these errors as to either mailable

or anmailable.
Table XX shows that of this group of 24, 6.6 errors were the average

maximum number of errors permitted on a letter that is “passing"; 4.1



TABLE XIX

A TOTAL DISTRIBUTION OF THE RESPONSES OF THE 48 TEACHERS WHO USED THE PERCENTAGE
RATING METHOD OF GRADING THE TRANSCRIPTS FOR THE DICTATION-TRANSCRIPTION TEST
INDICATING WHETHER OR NOT THE ITEMS IN THIS LIST WERE PENALIZED

b == — = — Y ———
Number of Number of g::‘ﬁegzn:ii;?iﬁtin
Item teachers teachers
penalizing penalizing Number of
in per cent in points teachers Per cent
mdieat-in_gL
Uneven indentation of paragraphs 16 23 39 8l.2
Two spaces between words 19 2L L3 89.6
Incorrect spacing after punctuation 18 2l L2 87.5
Neat erasures 8 7 15 31.2
Careless erasures 18 23 L1 85.4
Transposition which changes context 16 26 L2 87.5
Transposition which does not change context 15 17 32 66.7
Wrong word which changes context 18 27 L5 937
Wrong word which does not change context 1, 18 32 66,7
Omission which changes context 17 26 L3 89.6
Omission which does not change context 15 18 33 68,7
- Inserted word which changes context 17 27 INA 91.7
. Inserted word which does not change context 14 17 31 64.lh
. Misspelled word 18 28 46 95.8% n
7" Syllabication 19 23 L2 87.5= T~
* * Strikeover 13 26 L, "y . =
Typographical error 19 26 45 93.7 S =
.Punctization which changes context 15 27 42 853 _. "
Punctuation which does not change context 13 11 2L 50.0 © =
-Poor "placement on page 18 22 40 83.3r0 —
~Capitalization 18 27 45 93.7
. Word repeated 18 27 45 93.7
. '"Paragraphing 18 26 INA 91.7
© ¢ - .Abbreviations where word should be speiled out is 20 bi I 7

- Phis Table is read: 16 teachers who used the percentage method and 23 who used the point method, or 81.2
--per cent, attached penslty to "uneven indentation of paragraphs.”
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TABLE XX

TOTAL DISTRIBUTION OF THE RESPONSES OF 24 TEACHERS WHO USED THE PASSING OR FAILING METHOD OF
GRADING THE TRANSCRIPTS FOR THE DICTATION-TRANSCRIPTION TESTS RELATIVE TO THE NUMBER OF ERRORS
PERMISSABLE AND THE CLASSIFICATION OF THOSE ERRORS AS TO EITHER MAILABLE OR UNMAILABLE

e ————— e ————— e ————— e}
1. What is maximum number of 2. How many of these errors 3. How many of these may be

E:mber errors a letter can have can be corrected before arrors which are con-
et it and be passing? mailing? sidered unmailable error
indicated Number of Number of Number of
teachers Per cent teachers Per cent teachers Per cent
indicating indicating indicating
0 1 Le2 1 L.2 12 50,0
l - - 2 8.3
3 6 25.0 9 37.5 2 8.3
b 3 12.5 1 L2 -
5 8 33.3 3 12.5 1 L.2
" 6 1 ‘#02 - -
8 - 1 L.2 -
10 2 8.3 1l L2 1 L2
17 1 k-2 e —
20 - 1 ‘Gnl =
30 1 Lol - e
D tal 24 100. 24 100, 2l 100,

Average error®* item 1 6.6
Average error item 2 L4l
Averags error item 3 1.4

“This Table 1s read: No error was allowed by 1 teacher in a letter that was "passing;" no errors that can
be corrected before mailing were allowed by 1 teacher; no unmailable errors were allowed by 12 teachers.

#6,6 average maximum number allowed on "Passing letter." L.l average number of errors that can be
"gcorrected" before mailing. 1l.04 average number of errors considered unmailab’e.
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errors were the average number that can be corrected before mailing; 1.04
errors were the aversage number that were considered unmailable errors.
Table XXI shows the total distribution of the responses relative
to how each of the 24 teachers who used the passing or failing method
considered each of the 24 items listed.
Table XXI shows that there was no perfect agreement among this
group of 24 teachers regarding any one item as to whether or not it is a
mailable or an unmailable error; the nearest approach to an agreement
was on "a neat erasure" and "punctuation which does not change context;"
the greatest difference was on "incorrect spacing after punctuation,"
“paragraphing," and "abbreviations where words should be spelled out."
Table XXII shows the total distribution of the responses relative
10 the bases of grading used by the 38 teachers who used the mailable
copy method of grading the transeripts for the dictation-transeription tests,
The table shows that 8, or 21.0 per cent, of this group of 38, based
their grading on accuracy only; 27, or 71l.l1 per cent, based it on a com-
posite of accuracy and transeription rate; 3, or 7.9 per cent, used some
other bases.
Table XXIII shows the total distribution of the responses of 38
teachers who used the mailable copy method of grading the transcripts
for the dictation-transcription test relative to the maximum number of
mailable errors and the maximum number of mailable errors with correction
allowed on mailable copy.
Table XXIII shows that by this group of 38 teachers, 4.6 was the
average maximum number of mailable errors without correction per 100 words;
£.3 was the average number of errors that are mailable with correction per

100 words allowed on mailable copy.
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TABLE XXI

TOTAL DISTRIBUTION OF THE RESPONSES RELATIVE TO HOW EACH OF THE 24 TEACHERS
WHO USED THE PASSING OR FAILING METHOD CONSIDERED EACH OF THE 24 ITEMS LISTED

Mailable Errors Unmailable Errors
Itenm Number of Number of
teachers Per cent teachers Per cent
indicating indicating
Uneven indentation of
paragraphs 7 29.2 32 70.8
Two spaces between words 18 75.0 6 25.0
Incorrect spacing after
punctuation 9 37.5 15 62.5
Neat erasures 23 95.8 i 4,2
Careless erasures 7 29.2 19 70.8
Transposition which changes
context 3 12,5 21 87.5
Transposition which does not
change context 21 87.5 i 1255
7>oug word which changes
context 3 12.5 21 87.5
Wrong word which does not
change context 20 83.3 A 16.7
Omission which changes
context 3 125 21 87.5
Omission which does not
change context 20 83.3 L 16.7
Inserted word which changes
context 3 125 21 87.5
Inserted word which does not
change context 19 T9.2 5 20.8
Misspelled word 3 12.5 21 87.5
Syllabication 7 29.2 17 70.8
Strikeover 3 12.5 21 87.5
Typographical error N 16.7 20 83.3
Punctuation which changes
context ; L 16.7 20 83.3
Punctuation which does not
change context 23 95.8 1 L2
Poor placement on page 7 29.2 X7 70.8
Capitalization 8 33.3 16 66.7
Word repeated 3 12.5 2 87.5
Paragraphing 9 37.5 15 62.5
Abbreviations where word should
be spelled out 9 37.5 15 62.5

This Table is read: 7 teachers, or 29.2 per cent of the 24 teachers who
used the passing or failing method considered "uneven identation of paragraphs,"
a mailable error; 17, or 70.8 per cent, considered it an unmailable error.
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TABLE XXII

TOTAL DISTRIBUTION OF THE RESPONSES RELATIVE TO THE
BASES OF GRADING USED BY THE 38 TEACHERS WHO USED
THE MAILABLE COPY METHOD OF GRADING THE TRANSCRIFTS
FOR THE DICTATION-TEANSCRIPTION TESTS

Number of
Basis of Grading teachers Per cent
Accuracy 8 21.0
Accuracy and transcription
rate 27 7.1
Other basis 3 7.9
Total 38 300

This Table is read: Accuracy was the sole basis of grading
used by 8 teachers, or 21 per cent, of the 38 teachers
who used the mailable copy method of grading the transeript.



TABLE XXIII

TOTAL DISTRIBUTION OF THE RESPONSES OF 38 TEACHERS WHO USED THE
MAILABLE COPY METHOD OF GRADING THE TRANSCRIPTS FOR THE DICTATION-
TRANSCRIPTION TEST RELATIVE TO THE MAXIMUM NUMBER OF MAILABLE
ERRORS AND THE MAXIMUM NUMBER OF MAILABLE ERRORS WITH CORRECTION
ALLOWED ON MAILABLE COPY

l. Maximum number of 2. Maximum number of mailable

Number mailable errors allowed errors with correction
of allowed _
errors Number of Number of
indicated  geschers Per cent teachers Per cent
indicating indicating

0 2 5.3 3 7.9

1l 4 10.5 3 7.9

2 6 15.8 L 10.6

3 - 1 2.6

L 2 5.3 2 2.6

5 19 50,0 14 36.9

6 1 2.6 1 2.6

7 - 1 2.6

8 2 5.3 2 5.3
10 1 2.6 7 18.4
15 1 2.6 1 2.6

Total 38 100, 38 100.

Average maximum errors allowed¥ L.6
Average maximum errors with
correction 5.3

This Table is read: No errors were allowed by 2 teachers, or 5.3 per
cent of the 38 who used this method of grading; no errors with correction
were allowed by 3 teachers, or 7.9 per cent of them.

#Average maximum number of mailable errors allowed 4.6. Average maximum
number of mailable errors with correction allowed 5.3.
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Table XXIV shows the total distribution of the responses relative to
how each of the 38 teachers who used the mailable copy method considered
each of the 24 items listed.

There is little agreement concerning the classification of these 24
items, as shown in Table XXIII. The only perfect agreement among these
teachers is that no one considers a "misspelled word" or "punctuation
which changes context" an error which is mailable without correction; a
"neat erasure," "an inserted word which does not change context," or
"punctuation which does not change context," unmailsble errors. One of
the items concerning which there is great difference of opinion is
"punctuation which changes context," for 19, or one-half of this group,
considered it mailable with correction and the other 19 considered it
unmailable.



TABLE XXIV 40

TOTAL DISTRIBUTION OF THE RESPONSES RELATIVE TO HOW EACH OF THE 38 TEACHERS
WHO usgn PHE MATLABLE COPY METHOD CONSIDERED BACH OF THE 24, ITEMS LISTED

Mailable Mailable

without with Unmailable
correction correction

Item
“ o o o od
S g Ypd g Sgd ¢
£% 3 52 3 TER
i H: i
= 8 A =284 o =8 &
Uneven indentation of
paragraphs 8 21.0 8 21.0 22 57.9
Two spaces between words 30 78.9 6 15.8 2 5¢3
Incorrect spacing after
punctuation 19 50.0 p % 28.9 8 21,1
Neat erasures 27 Ti.1 11 28.9 -
Careless erasures 2 5.3 5 13.2 31 8l.5
Transposition which changes
context 4 2.6 7 18.4 30 79.0
Transposition which does
not change context 32 84.2 L 10.5 2 5.3
Wrong word which changes
context 1 2.6 11 29.0 26 68.4
Wrong word which does not
change context 32 84.2 L 10.5 2 53
Omission which changes
context 1 2.6 8 21.1 29 76.3
Omission which does not
change context 3% 89.4 2 5.3 2 5.3
Inserted word which changes
context : & 2.6 6 15.8 31 8l1.6
Inserted word which does
not change context 34 89.5 L 10.5 -
Misspelled word - 28 73.7 10 26.3
Syllabication 3 7.9 22 57.9 13 32
Strikeover 1 2.6 22 57.9 15 395
Typographical error 5 13.2 27 711 6 15.8
Punctuation which changes
context - 19 50.0 19 50.0
Punctuation which does not
change context 32 84.2 6 15.8 -
Poor placement on page 6 15.8 23 7.9 29 76.3
Capitaligzation 6 15.8 28 73.7 b 10.5
Word repeated 3 7.9 12 31.6 23 60.5
Paragraphing 1 36.9 . 10.5 20 52.6
Abbreviation where word
should be spelled out 10 26.3 8 b4 ' 20 52.6
Machine error - - 1 2.6
Ragged righthand edge - - 1 2.6

“This Table is read: 8 teachers, or 21.0 per cent of the 38 who used this
msthod of grading, considered "uneven indentation of paragraphs" majilable
without correction; 8, or 21,0 per cent, considered it mailable with
correction; 22, or 57.9 per cent, considered it unmailable.



CHAPTER III
SUBJECT PROMOTION REQUIREMENTS OF A "JURY" OF THIRTEEN COMPETENT
SHORTHAND TEACHERS AND THEIR BASES FOR MARKING THE PAPERS THAT
DETERMINE SUBJECT PROMOTION REQUIREMENTS FOR FIRST-YEAR SHORTHAND

In order to determine desirable requirements for subject promotion
and bases of marking papers that determine subject promotion, this study
presents the requirements and practices of high school shorthand teachers
who are recognized by experts as "competent" or outstanding in their
teaching field.

In this study this group of 13 outstanding shorthand teachers, which
constitute the "jury," is always referred to as the "jury" or "jury members."

The information, relative to the subject promotion requirements and
the bases for marking the papers that determine subject promotion require-
ments for first-year shorthand which was obtained fram the "jury" by having
them mark a check list identical to the one marked by the Oklahoma high
school teachers, is presented in this chapter.

Table XXV shows a tabulation of the individual responses of these 13
Jury members with reference to their requirements concerning reading, pen-
manship, theory test, dictation-transcription tests, and their manner of
administering these tests.

Subject Promotion Reguirements

In trying to determine just what this "jury" required for subject
promotion, it is necessary to determine the various phases of shorthand
knowledge and skills which they inecluded in their requirements and the
amount of knowledge and degree of skill which they required in these phases.

We must determine:

1. VWhether or not the jury members based their subject promotion

requirements partially on reading ability, on penmanship ability, on a
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knowledge of theory, or on a combination of these three; how they admin-
istered these tests; also, the achievements that they required in each
of these three.

2. The nature of the dictation-transeription tests that they used;
how they administered these tests, and what achievement was the minimum
requirement for subject promotion.

Table XXVI shows the total distribution of the responses of the 13
jury members relative to certain requirements concerning reading ability,
penmanship ability, and theory knowledge, therefore, a "not stated" column
is included.

This table shows that 4, or 4O per cent, of the jury members who in-
dicated whether or not they had a reading rate requirement, had one; 6,
or 60 per cent, did not.

Of this group that indicated whether or not they had penmanship re-
quirements, 7, or 70 per cent, had them; 3, or 30 per cent, did not have
any..

Analyzing the penmanship requirements with reference to requirements
for Order of Gregg Artists membership of the 9 jury members who indicated
whether or not they had requirements concerning it, 2 jury members, or
22.2 per cent, required it; 7, or 77.8 per cent, did not.

The requirements concerning theory are grouped in two types of tesis;
namely, the Gregg News Letter Theory Application test and any other theory
test which the teacher used.

Of the 11 jury members who indicated whether or not they required the
passing of these tests, 1 required the passing of the Cregg News Letter
Theory Application test; 10, or 90.9 per cent, did not; 7, or 63.6 per

cent, required the passing of some other theory test than the Gregg News



TABLE XXVI

TOTAL DISTRIBUTION OF THE RESPONSES OF 13 JURY MEMBERS RELATIVE
TO CERTAIN REQUIREMENTS CONCERNING READING ABILITY, PENMANSHIP
ABILITY, AND THEORY KNOWLEDGE

Yes Per cent No Per cent Not stated

Require specified reading rate L 40.0 6 60.0 3
P;nmanship requirement v b 70.0 3 30.0 3
0.G.A. membership required 2 22.2 7 77.8 L
Require G.N.L. theory test 1 9.1 10 90.9 2
Require other theory test than G.N.L. 7 63.6 I 36.4 2
Must pass theory test more than once L 66.7 2 33.3 1

This Table is read: A4 Jjury members or 40.0 per cent, required a specified reading
rate; 6, or 60.0 per cent, did not require a reading rate; 3 did not state whether
or not they required a reading rate. _
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Letter Theory Application test; 4, or 36.4 per cent, did not reguire any
other test. The jury member who reguired the passing of the Gregg News
Letter Theory Application test also required an additional test, so, 6,
or one=half of the jury members, who did not require the passing of the
Gregg News Letter Theory Application test, required the passing of some
other theory test; 4, or one out of three, did not require the passing
of any kind of theory test.

Of this group of 7 jury members who indicated that they required the
passing of some theory test, only 6 indicated whether or not they required
the student to pass this test more than once. Of this group 4, or 66.7
per cent, required that the student pass it more than once; 2, or 33.3

per cent of them, required the student to pass it only once.

TABLE XXVII
READING RATE RANGE OF THE 3 JURY MEMBERS WHO HAD A SPECIFIED READING RATE

Words per minute required Number of Jury Per cent
Less than 100 0

100 to 150 words 2 66.7
151 to 200 0

Comparable to long hand reading rate b | 33.3
Must be fluent readers 0

Total 3 100.

This Table is read: 100 to 150 words per minute was the specified
reading rate required by 2, or 66.7 per cent, of the jury members
who required a specified reading rate.
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Table XXVII is a summary of the reading rate range which was re-
quired by the 3 jury members in this group who had a specified reading
rate requirement. None of them required less than 100 wpm; 2, or two
out of three, required between 100 and 150 wpm; 1 stated that her only
reading requirements was that the students must have a reading rate com-

parable to longhand. All of the jury members who indicated a definite

rate were in the range between 100 and 150 wpm.

TABLE XXVIII

NATURE OF THE THEORY TESTS OTHER THAN THE GREGG NEWS LETTER TEST

Nature of content Number of jury Per cent
Word 2 28.6
Sentence 3 42.8
Combination 2 28.6
Total 7 100.

This Table is read: Of the 7 Jjury members who used some other
theory test than the Gregg News Letter test, 2, or 28.6 per cent,
of them, used a word test.

Table XXVIII is a summary of the nature of the theory test other
than the Gregg News Letter test which were used by the jury members. Of
the 11 jury members who indicated that they required the passing of a
theory test, 7, or 63.6 per cent, indicated that they used this kind
of a theory test. Of this group of 7, 2, or 28.6 per cent, used the
isolated word test; 3, or 42.8 per cent, used a sentence test; 2,

or 28.6 per cent, used a combination of the word and sentence test.



TABLE XXIX

WORD NUMBER CONTENT IN THE THEORY TEST OTHER THAN THE GREGG NEWS LETTER TEST

— ]

Number of Words Number of jury Per cent

Less than 100 &

100 2 33.3
More than 100 3 50.0
Variable 1 16.7
Total 6 100.

This Table is read: Of the 6 jury members who required the passing of
some other than Gregg News Letter theory test, none of the jury used
tests which consisted of less than 100 words.

Table XXIX is a summary of the number of words which constitute the
theory tests which the Jjury members used which are not the Gregg News
Letter tests. Of this group, none gave tests which consisted of less
than 100 words; 2, or 33.3 per cent, of this group of 6, used tests which
consisted of 100 words; 3, or 50.0 per cent, used tests which consisterd
of more than 100 words; 1 stated that the number of words in her test
 varied in number.

TABLE XXX
DICTATION RATE USED FOR THE THEORY TEST

e T T T T e e ———

Rate of Dictation Number of jury Per cent
10 words per minute 1 20.
More than 10 words per minute L 80.
Total 5 100.

This Table is read: Of the 5 jury members who indicated their
rate of dictation for the theory test, 1, or one~fifth of them,
dictated at 10 wpm.
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Table XXX is a summary of the dictation rate for the theory test
used by the jury members. Of the 11 jury members who indicated that they
gave theory tests, 7 indicated that they had a dictation rate for this
test, but only 5 specified the rate that they used. Of this group, 1
required a 10 wpm transcription rate; 4, or 80 per cent, required a
higher dictation rate.

Table XXXI is a summary of the per cent of accuracy required for
the theory test. All of the 7 jury members who indicated that they
required the passing of a theory test, indicated what per cent of accuracy
they required. Of this group, 3, or 42.8 per cent of the 7, required
less than 90 per cent accuracy; 2, or 28.6 per cent, required 90 per
cent accuracy; 2, or 28,6 per cent, required a higher accuracy. All 3
jury members who had a lower than 90 per cent requirement, required
85 per cent instead.

Table XXXII is a summary of the responses which indicate whether or
not the jury members based their promotion requirements partially on
reading rate, penmanship tests, theory application tests, or any combi-
nation of these three.

Of this group of lo‘jury members who indicated whether or not they
had a reading rate requirement, 4, or 40.0 per cent, required a specified
reading rate; of this group of 10 who indicated whether or not they had
specified penmanship requirements, 7, or 70.0 per cent, indicated that
they did; 7, or 63.6 per cent of the 11 who indicated whether or not
they had theory test requirements, stated that they did; 4, or 40.0 per
cent, did not require any one of these tests. O0f this group, 3, or 27.3
per cent, had a specified reading rate and penmanship requirements; A4,

or 36.4 per cent had a reading rate and theory test requirements; 5, or



TABLE XXXI
ACCURACY REQUIREMENTS FOR THE THEORY TEST

_

Aecuracy required Number of jury Per cent
Less than 90 per cent 3 4L2.8
90 per cent 2 28.6
More than 90 per cent 2 28.6
Total y 100.

This Table is read: Of the 7 jury members who indicated their
accuracy requirements for the theory test, 3, or 42.8 per cent
of them, required an accuracy less than 90 per cent.

TABLE XXXII

READING RATE, PENMANSHIP, AND THEORY TEST REQUIREMENTS OF THE JURY
MEMBERS WHO INDICATED WHETHER OR NOT THEY HAD THESE REQUIREMENTS

|

i ———

il

Number
of jury _ Per cent
Reading rate requirement L 40.0
Penmanship requirement 7 T70.0
Theory test requirement 7 63.6
No reading rate, penmanship or theory
test requirement L 40,0
Reading rate and penmanship requirement 3 27.3
Reading rate and theory test requirement b 36.4
Penmanship and theory test requirement 5 L5.4
Reading rate, penmanship, and theory test
requirement 3 30.0

This Table is read: 4 jury members, or 40 per cent of the number who
indicated whether or not they required a reading rate, had a specified
reading rate.



51

k5.4 per cent, had penmanship and theory test requirements; 3, or 30.0
per cent, had a reading rate, penmanship, and theory test requirements
for subject promotion.

This shows that more than one out of three of the jury members did
not base their promotion on any one or any combination of these tests;
namely, reading, penmanship, theory; that almost the same number of
them based their promotion partially on the outcome of all three of
these tests. More jury members had a combination of penmanship and
theory test requirements than a combination of the other two; fewer of
them had a combination of reading rate and penmanship requirements than
a combination of the other two.

Table XXXIII shows the distribution of the responses of the jury
members relative to certain requirements concerning the dictation-trans—
eription ability and certain practices used by these jury members in
administering the dictation-transcription test.

Of this group of 13 jury members, 11, or 84.6 per cent, required a
5-minute test; 2, or 15.4 per cent, did not require this length test.
One of the 2 jury members who did not require a 5-minute test, required
a 3-minute testj; the other one of these 2, a test which varied in length
from l.6-minutes to 3.3-minutes.

vf this group, 4, or 30.8 per cent, specified that they required
typed transcripts; 9, or 69.2 per cent, did not require them; 1 indicated
that she had transeription rate requirements on typed transeripts; 3
who required typed transcripts did not have transcription rate require-
moﬁta; L4, or 57.1 per cent, indicated that they had transcription rate
requirements on longhand transeripts; 3, or 42.9 per cent, did not have

transcription rate requirements on longhand transcripts.



TABLE XXXIII

TOTAL DISTRIBUTION OF THE RESPONSES OF 13 JURY MEMBERS RELATIVE TO CERTAIN
REQUIREMENTS CONCERNING DICTATION-TRANSCRIPTION ABILITY AND CERTAIN PRACTICES
USED BY THESE JURY MEMBERS IN ADMINISTERING THIS TEST

e e ————s—
Yes Per cent MNo Per cent Not stated

Require 5-minute dictation transcription
test & 84.6 2 15.4 -

Require specified but different length

test than 5-minute 2 15.4 11 84.6 -
Require typed transcripts A 30.8 9 69.2 -
Transcript rate requirement in typing 1 25.0 3 75.0 -
Transcript rate requirement in long hand L 571 3 L2.9 -
Give preview of difficult words Iy 33.3 8 66.7 1
Permit reading of notes before transcription 7 58.3 5 41.7 3
Permit use of dictionary during transcription 11 91.7 L 8.3 1
Permit erasing 10 90.9 % 9.1 2
Permit rewriting of transcript 5 45.5 6 54.5 2

This Table is read: Of this group of 13 jury members, 11, or 84.6 per cent, required
a 5-minute continuous dictation-transeription test; 2, or 15.4 per cent, did not require it.

4
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Of this group of 12 jury members who indicated whether or not they
gave a preview of difficult words before the dictation-transcription
test which determines subject promotion, 4, or 33.3 per cent, did; 8, or
66.7 per cent, did not.

Of this group of 12 jury members who indicated whether or not they
permitted the students to read their notes before transcribing, 7, or
58.3 per cent, did; 5, or 41.7 per cent, did not permit it.

Even larger agreement was found in the practice of permitting the
students to use the dictionary while transcribing, for 11 jury members,
or 91.7 per cent, permitted it; 1 did not.

Of this group of 11 jury members who indicated whether or not they
permitted erasing on the dictation-transeription test; 10, or 90.9 per
cent, permitted it; 1 did not.

Of this group of 1l jury members who indicated whether or not they
permitted the students to rewrite their transecripts; 5, or 45.5 per cent,
permitted it; 6, or 54.5 per cent, did not.

Table XXXIV shows the total distribution of the responses of the 13
jury members relative to tiie Gictation rate that they used for the dicta-
tion-transcription test.

This table shows that 1 member of the jury had a rate less than 60
wpm; 9, or 69.2 per cent of them, had a 60 wpm rate; 3, or 23.1 per cent,
had a higher rate. The one jury member whose rate was lower than 60, had
a range from 40 1';0 60 wpm. Each one of the 13 jury members reported the
rate which he used.

The rate range of the jury members who required a rate higher than
60 words, is frcn.65 wpm to 80 wpm.

Table XXXV shows the distribution of the responses relative to trans-
seription rate requirements by the 4 jury members who indicated that they



TABLE XXXIV

DISTRIBUTION OF THE RESPONSES OF THE 13 JURY MEMBERS RELATIVE TO
THE DICTATION RATE THAT THEY USED FOR THE DICTATION-TRANSCRIPTION
TEST

Rate of dictation _Number of jury Per cent
Less than 60 words 1 7.7

60 words 9 69.2
More than 60 words 3 23.1
Total R e

This Table is read: 1, or 7.7 per cent, of the jury members
used a rate of dictation for the dictation-transeription test
which was léss than 60 wpm.

TABLE XXXV

DISTRIBUTION OF THE RESPONSES OF THE 4 JURY MEMBERS WHC INDICATED
THEIR TRANSCRIPTION RATE REQUIREMENT FOR THE DICTATION-TRANSCRIPTION TEST

— —
Transcription rate Number of jury Per cent
Less than 20 words 3 75.0
20 words 1 25.0
More than 20 words 0
Total L 100.

This Table is read: Less than 20 wpm was the transcription
rate requirement of 3 jury members, or 75.0 per cent of the
4, jury members who indicated their transeription rate requirement.
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had a transcription rate requirement for the dictation-transcription
test.

This table shows that 3, or 75 per cent, used a rate lower than 20
wpm; 1 used a 20 wpm rate; none stated that they used a higher rate than
20 wpm. Of the 3 jury members who did not require a rate as high as 20
wpm, 1 ablded by the Gregg News Letter test rate, i. e. 45 minutes time
for transcription of a 300-word "t.a.ko;"lB 1, required 10 wpm; 1, 15 wpm.

Table XXXVI shows the total distribution of the responses of the 12
Jjury members who indicated their accuracy requirement for the dictation=
transcription test.

This table shows that none of these 12 jury members required an
accuracy less than 95 per cent; 12, or 100 per cent, required 95 per
cent accuracy; none indicated that they required a higher per cent of
accuracy. Although onl& 4 required typed transeripts, 12 required 95
per cent accuracy on the transeripts made.

Table XXXVII shows the total distribution of the responses of the
12 jury members who indicated the quality of the material that they used
for the dictation-transcription test. This table shows all the differant
qualities of material that these 12 jury members used.

This table shows that 10, or 83.3 per cent, of the jury, used Gregg
News Letter material, either by itself or together with some other material;
7, or 58.3 per cent, used practiced Gregg News Letter material, either by
itself or together with some other material; 6, or 50 per cent, used new
material similar to Gregg News Letter material, either by itself or together

with some other material; 4, or 33.3 per cent, used practiced material,

13
Gregg News Letter, op. cit., p. 73.
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TABLE XXXVI

ACCURACY REQUIREMENT FOR THE DICTATION-TRANSCRIPTION TEST
OF 12 JURY MEMBERS WHO INDICATED THEIR REQUIREMENT

—_————e e e e T e e

Per cent of aceuracy required Number of jury Per cent
Less than 95 0 -

95 12 100
More than 95 0 -

This Table is read: Less than 95 per cent accuracy was required
by none of the 12 jury members who indicated their accuracy re-
quirement for the dictation-transeription test.

TABLE XXXVII

THE TOTAL DISTRIBUTION OF THE RESPONSES OF 12 JURY MEMBERS RELATIVE TO THE
QUALITY OF MATERIAL THAT THEY USED FOR THE DICTATION-TRANSCRIPTION TEST

Number of
Jury Per cent

a. ‘Use new G.N.L. either alone or with some other
material 10 83.3
b. Use practiced G.N.L. either alone or with some

other material 7 58.3
¢. Use new material similar to G.N.L. alone or with

some other materisl 6 50,0
d. Use practiced material similar to G.N.L. alone or

with some other material 4 33.3
e, Use new material easier than G.N.L. alone or with

some other material 3 25.0
f. Use practiced material easier than G.N.L. alone or

with some other material 2 16.7

This Table is read: New Gregg News lLetter, either alone or with some
other material was used by 10, or 83.3 per cent, of these jury members.
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either by itself or together with some other material; 3, or 25 per
cent, used easier than Gregg News Letter material, either by itself or
together with some other material; 2, or 16.7 per cent, used practiced
material easier than Gregg News Letter material, either by itself or
together with some other material.

Table XXXVIII shows the total distribution of the responses of the
12 jury members who indicated whether or not they used new material,
practiced material, or a combination of these two for the dictation-
transcription test.

This table shows that 5, or 41.7 per cent, used only new material;
1 used only practiced material; 6, or 50.0 per cent, used both new and
practiced material.

Teble XXXIX shows the total distribution of the responses of the
12 jury members who indicated whether or not they used only the Gregg
News Letter quality material; a quality easier than the Gregg News Letter
material, a combination of materials for the ‘dictation-transcript.ion test.

This table shows that 5, or 41.7 per cent, of the jury, used only
either Gregz News Letter material or a quality of material similar to it
1 used only material easier than Gregg News Letter material; 6, or 50.0
per cent, did not confine their choice of quality of material to one class,
but used a combination of gualities of material.

Bases of Marking Shorthand Papers for the Purpose of Determining
Subject Promotion Reguirements

In order to be able to translate a statement of a jury member's re-
quirements concerning the dictation-transcription test, it is necessary
to know on what bases of marking these requirements are placed.

We must determine the following:



TABLE XXXVIII

NEW MATERIAL, PRACTICED MATERIAL, OR A COMBINATION OF THESE TWO AS
USED FOR THE DICTATION-TRANSCRIPTION TEST BY 12 JURY MEMBERS

Number of jury Per cent

Use only new material 5 41.7
Use only practiced material 1 8.3
Use both new and practiced material 6 50,0
Total 12 100,

This Table is read: Only new material was used by 5, or 41.7 per
cent, of the 12 jury members, for the dietation-transcription tests.

TABLE XXXIX

GREGG NEWS LETTER QUALITY MATERIAL, A QUALITY EASIER THAN GREGG NEWS
LETTER MATERIAL, OR A COMBINATION OF ALL MATERIALS AS USED FOR THE
DICTATION-TRANSCRIPTION TEST BY 12 JURY MEWMBERS

e e T

Number of jury Per cent

Use only G.N.L. or similar material 5 L1.7
Use only material easier than G.N.L. 3 8.3
Use combination of &ll qualities of

material 6 50.0
Total 12 100.

This Table is read: Only Gregg News Letter or similar material was
used by 5, or 41.7 per cent, of the 12 jury members, for the dictation-
transeription test.
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1. The goals which the student nust reach under the specific method
that the teacher used for marking the papers that determine subject pro-
motion requirements.

2. What constitutes an error and what evaluation he attributed to
specific errors.

Table XL is a summary of the grading methods which are used by these
13 jury members for the dictation-transcription test.

Of this group, 5, or 38.4 per cent of the 13, used the percentage
method only; none used only the passing or failing method; 3, or 23.1 per
cent of them, used the mailable copy method only; none combined the per—
centage method and the passing or failing method; 1 of them combined the
percentage rating method and the mailable copy methods; 2, or 15.4 per
cent, combined the passing or failing and the mailable copy methods; 1
of them combined all three methods; 1 jury member did not state which
grading method she used.

The percentage rating method was used either as a method alone or as
a combination with one or both of the other two methods by 7, or 53.8
per cent, of this group of 13 jury members; the passing or failing method
was used in cambination with the other two methods by 3, or:' 23.1 per cent,
of them; the mailable copy method was used either as a method alone or as
& combination with one of both of the other two methods by 7, or 53.8 per
cent, of them: An equal number of these jury members used the percentage
rating method and the mailavle copy method; the passing or failing method
was the least used.

Table XLI shows the total distribution of the responses of the 6 jury
members who used the percentage rating method of grading the transeripts

for the dictation-transcription tests relative to the per cent of accuracy



TABLE XL
GRADING METHODS USED BY THESE 13 JURY MEMBERS FOR THE DICTATION-TRANSCRIPTION
TESTS
Number of jury Per cent

(A) Percentage rating method only 5 38.4
(B) Passing or failing method only -
(C) Mailable copy method only 3 23.1
A and B combined -
A and C combined ) 7.7
B and C combined 2 15.4
A, B, and C combined 1 7.7
Not stated 1 7.7
Total 13 100.
A in (A, AB, AC, and ABC) 7 53.8
B in (B, AB, BC, and ABC) 3 232
C in (C, AC, BC, and ABC) 7 53.8

This Table is read: The percentage rating method alone was used by 5,
or 38.4 per cent, of these 13 jury members.



TABLE XLI

ACCURACY REQUIREMENTS FOR THE DICTATION-TRANSCRIPTION TESTS OF THE 6 JURY
MEMBERS WHO USED THE PERCENTAGE RATING WETHOD OF GRADING THE TRANSCRIPTS

Per cent of accuracy Number of jury Per cent

60 -

70 =

75 2 33.3

80 -

85 -

90 -

93 -

95 L 66.7
Total T 100.
Average per cent accuracy 88.3

This Table is read: 75 per cent was the accuracy required by 2, or
33.3 per cent, of the 6 jury members who used the percentage rating
method of grading the transcript.



which they recuired.

This table shows that 2, or one out of three, of the 6 jury members
who used this method of grading, required a 75 per cent accuracy, and that
L, or two out of three, required a 95 per cent accuracy. The average
accuracy required by these 6 jury members was 88.3 per cent.

Table XLII shows the total distribution of the responses of the 6
jury members who used the percentage rating method of grading the trans-
cripts for the dictation-transcription tests relative to whether or not
they attached any penalty to the 24 items listed.

There is rather strong agreement among them as to which items should
be penalized. Item no. 4, "a neat erasure" is the only one on which opinion
is greatly divided; one-half of them penalized this and the other one-half
did not. There is perfect agreement relative to 12 or one-half of all
the items listed; 5, or 83.3 per cent, of them agreed also on the other
11 items.

Table XLIII shows the total distribution of the responses of the 2
jury members who used the passing or failing method of grading the trans-
cripts for the dictation-~transcription tests relative to number of errors
permissable and the classification of these errors as to either mailable
or unmailable.

This table shows that of this group of 2, 3 was the maximum average
nunber of errors permitted on a letter that is "passing;" 3 was the
average number of errors that can be corrected before mailing; O errors
that are considered unmailable errors were permitted.

Table XLIV shows the total distribution of the responses relative
to how each of the 2 jury members who used the passing or failing method

considered each of the 24 items listed.
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TABLE XLII

A TOTAL DISTRIBUTION OF THE RESPONSES OF THE 6 JURY MEMBERS WHO

USED THE PERCENTAGE RATING METHOD OF GRADING THE TRANSCRIPTS FOR

THE DICTATION-TRANSCRIPTION TESTS INDICATING WHETHER OR NOT THE
ITEMS IN THIS LIST VWERE PENALIZED

Total penalizing ia
Number of Number of per cent and points

jury penal- jury penal-

Item izing in izing in Number
per cent points of jury Per cent
indicating

Uneven indentation of

paragraphs L p § 5 83.3
Two spaces between words I 1 5 83.3
Incorrect spacing after

punctuation L 1 5 83.3
Neat erasures 2 1 3 5040
Careless erasures 5 1 6 100.

Transposition which changes :
context 5 1 6 100.

Transposition which does not
change context " b 5 83.3

Wrong word which changes
context 5 1 6 100,

Wrong word which does not
change context b 1 5 83.3

Omission which changes
context 5 1 6 100,

Omission which does not
change context L p 5 5 83.3

Inserted word which changes
context 5 1 6 100.

Inserted word which does not
change context L 1 5 83.3




TABLE XLII (Continued)

Number of  Number of Total penalizing in

Item Jury penal- jury penal- per cent and points
izing in izing in
per cent points Number
of jury Per cent
indicating
Misspelled word 5 1 6 100,
Syllabication 5 1 6 100,
Strikeover 5 1 6 100.
Typographical -error L 1 5 83.3
Punctuation which changes
context 5 1 6 100.
Punctuation which does not '
change context I 1 5 33.3
Poor placement on paper b 1 5 83.3
Capitalization 4 5 ! 5 83.3
Word repeated 5 1 g 6 100,
Paragraphing 5 1 6 100.
Abbreviation where word
should be spelled out 5 1 6 100,

This Table is read: 4 Jury members who used the percentage method and
1 who used the point method, or 83.3 per cent of the 6 who used the
percentage method, attached penalty to "uneven indentation of paragraphs.®



TABLE XLIII

TOTAL DISTRIBUTION OF THE RESPONSES OF 2 JURY MEMBERS WHO USED THE PASSING OR FAILING METHOD OF
GRADING THE TRANSCRIPTS FOR THE DICTATION-~TRANSCRIPTION TESTS RELATIVE TO THE NUMBER OF ERRORS
PERMISSABLE AND THE CLASSIFICATION OF THOSE ERRORS AS TO EITHER MAILABLE OR UMMAILABLE

i)

- 1, What is maximum number of 2. How many of these errors 3. How many of these
H:m . errors a letter can have } can be corrected before - may be errors which
:rrors and be passing? mailing? are considered un-

L 4
indicated : mailable error?
Number of : _ Number of Number of
Jury Per cent " jury Per cent Jury .. Per cent
indicating indicating indicating

0 - - 2 100

1 1 50.0 1 50.0 -

1 50.0 X 50.0 -

Total 2 100. 2 100. 2 100.
Average error¥® item 1 3.0
Average error  item 2 3.0
Average error item 3 0.0

This Table is read: No unmaj’2ble error was allowed by these 2 jury members in a letter that was "passing."

#3 was the average maximum number of errors a "passing" letter can have. 3 was the average number of
errors which could be corrected before mailing that a "passing" letter could have. O unmailable errors
were allowed in a "passing" letter.
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TABLE XLIV

TOTAL DISTRIBUTION OF THE RESPONSES RELATIVE TO HOW EACH OF THE
2 JURY MEMBERS WHO USED THE PASSING OR FAILING METHOD CONSIDERED
EACH OF THE 24 ITEMS LISTED

Mailable Errors

Unmailable Errors

Item Number of Number of
Jury Per cent jury Pe? cent
indicating indicating

Uneven indentation of

paragraphs 2 100. - -
Two spaces between words 2 100. - -
Incorrect spacing after

punctuation 2 100. - -
Neat erasures 1 50. 1 50.
Careless erasures 2 100. - -
Transposition which changes

context k5 50. 1 50,
Transposition which does not

change context 2 100. - -
Wrong word which changes

context X 50. 1 50.
Wrong word which does not

change context 2 100. - -
Omission which changes

context 1 50. h 50,
Omission which does not

change context 2 100. - -
Inserted word which changes

context 1 50. 1 50,
Inserted word which does not

change context 2 100. - -
Misspelled word 2 100. - -
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TABLE XLIV (Continued)

Mailable Errors Unmailable Errors

i Nunber Number
of Jjury Per cent of Jjury Per cent
indicating indicating
Syllabication 2 100. - -
Strikeover '/ 100. - -
Typographical error 2 100. - -
Punctuation which changes
context ' 2 100. - -
Punctuation which does not chango
context 2 100. - -
Poor placement on paper 1 50. 1 50,
Capitalization 2 100. - -
Word repeated 2 100. - -
Paragraphing 2 100. - -
Abbreviation where word should be :
spelled out 2 100. - -

This Table is read: 2 jury dnmber?, or 100 per cent of the ones who
used the passing or failing method considered "uneven indentation of
paragraphs," a mailable error.



Table XLIV shows that there is perfect agreement between these two
regarding 18 items which they considered mailable errors; division of
opinion exists concerning the other 6 items.

Table XLV shows the total distribution of the responses relative to
the bases of grading used by the L jury members who used the mailable copy
method of grading the transcripts for the dictation-transcription tests.

'rhis table shows that 1, or one out of four, of this group, based
her grading on accuracy only; 3, or three out of four, based their grading
on a composite of accuracy and transcription rate.

Table XLVI shows the total distribution of the responses of the 4 jury
members who used the mailable copy method of grading the transcripts for
the dictation-transeription tests relative to the maximum number of maile
able errors and the maximum number of mailable errors with correction
allowed on mailable copy.

This table shows that by the 4 jury members, who constitute this
group, 3 was the average maximum number of mailable errors without correce
tion per 100 words; 3.5 was the average number of errors that are mail-
able with correction per 100 words allowed on mailable copy.

Table XLVII shows the total distribution of the responses relative
to how each of 4 jury members who used the mailable copy method considered
each of the 24 items listed.

This table shows that there is considerable difference of opinion
among these jury members concerning the classification of these items.

The greatest amount of agreement exists concerning the items which deal

with the changes in the transeripts which do not change context and the

"neat erasure."” Opinion is evenly divided concerning items 15, 20, 22,
and 24. One item, "clogged keys" was added by one member to this list.
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TABLE XLV

TOTAL DISTRIBUTION OF THE RESPONSES RELATIVE TO THE BASES OF GRADING
USED BY THE 4 JURY MEMBERS WHO USED THE MAILABLE COPY METHOD OF GRADING
THE TRANSCRIPTS FOR THE DICTATION-TRANSCRIPTION TESTS

Basis of grading Number of jury Per cent
Accuracy only 1 25.0
Accuracy and transcription rate 3 75.0
Other basis 0

Total kL 100.

This Table is read: Accuracy was the sole basis of grading used
by 1 jury member, or 25.0 per cent of the 4 who used the mailable
copy method of grading the transcript.



TABLE XLVI

TOTAL DISTRIBUTION OF THE RESPONSES OF THE 4 JURY MEMBERS WHO USED THE
MATLABLE COPY METHOD OF GRADING THE TRANSCRIPTS FOR THE DICTATION-
TRANSCRIPTION TESTS RELATIVE TO THE MAXIMUM NUMBER OF MAILABLE ERRORS
AND THE MAXIMUM NUMBER OF MAILABLE ERRORS WITH CORRECTION ALLOWED

ON MAILABLE COPY

1. Maximum number of 2. Maximum number of mailable
mailable errors errors with correction
N:mbﬁr allowed allowed
o
errors Number of Number of
indicated  jupy Per cent Jury Per cent
indicating indicating
0 - w
1 2 50.0 1 25.0
2 — 1 258
3 - =
L - “
5 2 50.0 1 25.0
7 - A
8 - -
lo = -
15 - y-
Total L 100. L 100.

Average maximum errors allowed® 3,0
Average maximum errors with
correction 3.5

This table is read: 1 error was allowed by 2 jury members, or 50.0 per
cent of the 4 who used this method of grading; 1 error with correction
was allowed by 1 jury member, or 25.0 per cent of them.,

#3 was the average maximum number of mailable errors without correction;
3.5 was the average maximum number of mailable errors with correction
allowed.



TABLE XLVII

JURY
TOTAL DISTRIBUTION OF THE RESPONSES RELATIVE TO HOW EACH OF THE 4
MEMBERS WHO USED THE MAILABLE COPY METHOD CONSIDERED EACH OF THE 24 ITEMS LISTED

Mailabl Mailable

e
without with Unmailable
correction correction

Item .
g g g
) g —
¥ . % g %5
s T @ te 0 § 91 ?
o (] o (4] -
B o 14
é E B 'g ¥ u 8%
2 a = A = .o
Uneven indentation of
paragraphs 1 25.0 1 25.0 2 50.0
Two spaces between words 2 50.0 1 25.0 1 25.0
Incorrect spacing after
punctuation 2 50.0 1 25:0 1 25.0
Neat erasures 3 T5.0 - s 4 25.0
Careless erasures - 3 5.0 % 25,0
Transposition which changes
context ~ b S 25.0 3 75.0
Transposition which does not
change context 3 75.0 1 25.0 =~
Wrong word which changes
context - 1 25.0 3 75.0
Wrong word which does not
change context 3 75.0 1 25.0 -
Omission which changes
context - 1 259 3 75.0
Omission which does not
change context 3 75.0 k 4 25.0 =
Inserted word which changes
Inserted word which does not
change context 3 75.0 F 1 25.0 =
Misspelled word - 3 75:0- X 25.0
Syllabication - 2 50.0 2 50.0
Strikeover - 3 75.0 1 25.0
Typographical error - 3 75095 ) 25.0
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TABLE XLVII (Continued)

M
MafLlabis e Unmailable

without with
correction correction

by
Item E' » E?
3 Q0 | w0 -3
- o
S8 - 182 g Bogg
b8 9 e o g 5 ®
52 °
‘g:Q & 5‘9 & 'g .
= A A = = o
Punctuation which changes
context - 3 5.0 1 25.0
Punctuation which does not
change context 3 75.0 1 25.0 -
Poor placement on paper 2 50.0 - 2 50.0
Capitalization = 3 y i J0 5 RN & 25.0
Word repeated - 2 $0.0 2 50.0
Paragraphing 1 25.0 1 25.0 2 50.0
Abbreviation where word
aponld be svellad out - 2 50.0 2 50.0
Clogged keys - - 1 25.0

This Table is read: 1 jury member, or 25.0 per cent of the 4 who used this
method of grading, considered "uneven indentation of paragraphs," mailable
without correction; 1, or 25.0 per cent, considered it mailable with
correction; 2, or 50.0 per cent, considered it unmailable.



CHAPTER IV
A COMPARISON OF THE RESPONSES OF 164 OKLAHOMA HIGH SCHOOL TEACHERS WITH
THE RESPONSES OF 13 JURY MEMBERS RELATIVE TO SUBJECT PROMOTION REQUIREMENTS
AND THEIR BASES FOR MARKING THE PAPERS THAT DETERMINE SUBJECT PROMOTION
REQUIREMENTS FOR FIRST-YEAR SHORTHAND

In order to determine whether or not the requirements for subject
promotion of the Oklahoma high school teachers of first-year shorthand
and their bases of marking shorthand papers for the purpose of determining
subject promotion requirements are desirable, it is necessary that their
requirements and their practices that underlie their requirements, be
compared with a reliable scale of measurement.

The "jury," which consists of shorthand teachers who in the opinions
of shorthand experts are "competent" or outstanding in this field, consti-
tutes the scale of comparison with which the requirements for subject
promotion and the bases of marking shorthand papers which determine subject
promotion requirements for first-year shorthand of Oklamoma high school
shorthand teachers is compared.

The comparison is made in this chapter on the same divisions as those
used to establish the requirements individually of these two groups; namely,
Oklahoma high school teachers of first-year shorthand and the "jury" in

Chapter II and Chapter III, respectively.

Subject Promotion Requirements
In making the comparison of the requirements for subject promotion

of the Oklahoma high school teachers with those of the "jury" we must
consider: :

1. The subject promotion requirements partially based on reading
ability, on penmanship ability, on a knowledge of theory, a combination

of these three, also, the achievements that they required in each of these
three.
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2. The nature of the dictation-transeription tests that they used;
how they administered them, and what achievements were the minimum require-
ment for subject promotion.

Table XLVIII is a comparison of the responses of the Oklahoma high
school teachers with the responses of the jury members who specified
whather or not they had certain requrements concerning reading ability,
penmanship ability, and theory knowledge.

The comparison as to whether or not they required a specified reading
rate is based on the responses of 95.7 per cent of the 164 teachers and
76.9 per cent of the 12 jury members who specified definitely whether or
not they required a reading rate. Of this group 48.4 per cent of the
teachers, and 40.0 per cent of the jury had a specified reading rate re-
guirement; 51.6 per cent of the teachers, and 60.0 per cent of the jury
did not. This indicates that of the group of each division which had
stated whether or not they reguired a reading rate, a larger percentage of
the teachers than the jury members did; that a larger percentage of the
Jury members than teachers did not.

The comparison relative to penmanship requirements is based on the
responses of 95.7 per cent of the 164 teachers and 76.9 per cent of the
13 jury members who indicated whether or not they had penmanship require-
wents. Of this group, 40.1 per cent of the teachers, and 70.0 per cent
of the jury had penmanship requirements, but 59.9 per cent of the teachers
and 30.0 per cent of the jury did not. This indicates that a larger per-
c¢entage of the jury than teachers had penmanship requirements.

The comparison relative to requirement of Order of Gregg Artists
membership is based upon the replies of the 139 teachers and the 9 jury

members who definitely stated whether or not they required this membership.



TABLE XLVIII

THE RESPONSES OF A GROUP OF 164 OKLAHOMA HIGH SCHOOL TEACHERS AND THE RESPONSES
OF THE 13 JURY MENBERS RELATIVE TO CERTAIN REQUIREMENTS CONCERNING READING ABILITY,
PENMANSHIP ABILITY, AND THECRY KNOWLEDGE

Per cent of Per cent of Per cent of Per cent
teachers Jury tenchers jgx

Require specified reading rate L84 40.0 51.6 60.0
Penmanship requirement 40.1 70.0 599 30,0
0sGeAs membership required 5.0 R2.2 95.0 77.8
Require G.N.L. theory test 2549 9.1 71.1 90.9
Require other theory test than G.N.L. 65.1 63.6 34.9 36.4
Must pass theory test more than once 65,0 66.7 35.0 33.3

This Table is read: Of the number who specified whether or not they had a reading rate, L4B.4 per cent
of the teachers and 40,0 per cent of the jury did; 51.6 per cent of the tenchers and 60.0 per cent of
the jury did not,
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Of the group, 5.0 per cent of the teachers and 22.2 per cent of the
jury required Order of Gregg Artists membership; 95.0 per cent of the
teachers, and 77.8 per cent of the jury did not require it. This indi-
cates that the majority of the teachers did not require Order of Gregg
Artist membership, but no indications can be read concerning the jury
and no comparison between the groups can be made.

The comparison relative to the use of the Gregg News Letter Theory
Application test is based upon the responses of 158 teachers and 11 jury
members who answered the question relative to its use.

Of this group, 25.9 pcr cent of the teachers, and 9.1 per cent of
the jury required the passing of this test; 71.1 per cent of the teachers
and 90,9 per cent of the jury did not require it. This indicates that
more of this group of teachers than of the jury members required the
passing of the Gregg News Letter test.

The comparison relative to the use of some other theory test than
the Gregg News Letter Theory Application test is based upon the responses
of the 149 teachers and the 11 jury members who indicated whether or not
they used it.

Of this group 65.1 per cent of the teachers, and 63.6 per cent of
the jury required the passing of a theory test other than the Gregg
News Letter Theory Application; 34.9 per cent of the teachers, and 36.4
per cent of the jury did not require it. This indicates that more than
one-half of both the teachers and the jury members reguired the passing
of this test, but no comparison of the two groups can be made.

The comparison relative to the number of times the students were
required to pass a theory test is based upon the responses of the 103

teachers and the 6 jury members who answered this question.
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Of this group, 65 per ceant of the teachers and 66.7 per cent of the
jury required that a theory test be passed more than once; 35.0 per cent
of the teachers and 33.3 per cent of the jury required a student to pass
it only once.

TABLE XLIX

THE RESPONSES OF 76 OKLAHOMA HIGH SCHOOL TEACHERS AND THE
RESPONSES OF 3 JURY MEMBERS RELATIVE TO THE READING RATE

REQUIREMENT
p— e ———————

Word per minute required Per cent of Per cent. of

teachers Jury
Less than 100 34.2 =
100 to 150 4LB.7 66.7
151 to 200 3.9 -
Comparable to long hand reading rate 7.9 33.3
Must be fluent readers 5.3 -
Total 100. 100.

This Table is read: The rate required was less than 100 wpm by 34.2
per cent of the teachers, but no jury members required a rate which
was less than 100 wpm.

Table XLIX is a comparison of the responses of 100 per cent of the
76 Oklahoma high school teachers with the responses of 75.0 per cent of
the 3 jury members who indicated whether or not they had a specified
reading rate requirement.

Of this group, 34.2 per cent of the teachers but no jury members
had a reading rate lower than 100 wpm; 48.7 per cent of the teachers,
and 66.7 per cent of the jury members required a rate between 100 and
150 wpm; 3.9 per cent of the teachers, but no jury members had a rate

between 150 and 200 wpm; 7.9 per cent of the teachers and 33.3 per cent
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of the jury specified that they required a rate comparable to longhand
reading rate; 5.3 per cent of the teachers, but no jury members specified
merely that the students must be fluent readers. This indicates that

a little more than one-third of this group of teachers was satisfied
with a rate lower than any jury member; that the largest percentage of
both teachers and jury members required a rate between 100 and 150 wpm;
that there was a small group of teachers that required a higher specified
rate than any jury member; that both groups evidently had individual

reading rates which were measured by the student's longhand reading rate.

TABLE L

THE RESPONSES OF 92 OKLAHOMA HIGH SCHOOL TEACHERS AND THE
RESPONSES OF 7 JURY MEMBERS RELATIVE TO THE NATURE OF THE
THEORY TESTS OTHER THAN THE GREGG NEWS LETTER TEST

Per cent of Per cent of

Nature of content teachers jury
Word 5h4e3 28.6
Sentence 57 e
Combination 3.7 28.6
Total 100. 100.

This Teble is read: Words constituted these tests used by 54.3
per cent of the teachers; but only 28.6 per cent of the jury
members used word tests.

Table L is a comparison of the responses of 94.8 per cent of the
97 Oklahoma high school teachers with the responses of 100 per cent of
the 7 jury members who used a theory test other than the Gregg News
Letter Theory Application test and indicated the nature of these theory

tests.
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This table shows that 54.3 per cent of the teachers, and 28.6 per
cent of the jury members, used the "word" test; 8.7 per cent of the
teachers and 42.8 per cent of the jury used the "sentence" test; 37 per
cent of the teachers, and 28.6 per cent of the jury members used a com-
bination of the "word" and "sentence" test. This indicates that more
than one-half of the teachers used the "word" test, but less than one-

third of the jury members used it; that the smallest percentage of

teachers but the largest percentage of the jury members used the "sentence"

test; that a larger percentage of teachers than the jury members used
the combination of the "word" and "sentence" test.
TABLE LI

THE RESPONSES OF 85.5 PER CENT OF THE 97 OKLAHOMA HIGH SCHOOL TEACHERS
AND THE RESPONSES OF 85.7 PER CENT OF THE 7 JURY MEMBERS WHO USED SOME
OTHER THEORY TEST THAN THE GREGG NEWS LETTER THEORY APPLICATION TEST

AND WHO INDICATED THE WORD NUMBER CONTENT OF THEIR TESTS, RELATIVE TO
THE WORD NUMBER CONTENT OF THIS THEORY TEST

==
fuser of wori . T
Less than 100 15.7 >
: L9.4 33.3
More than 100 32.5 50.0
Variable 2.l 16.7
Total T W—

nggahle is read: A test which consisted or less than 100 words
was given by 13.4 per cent of the teachers, but none of the jury
mewbers gave a test of this length.

Table LI is a comparison of the responses of 85.5 per cent of the

97 Oklahoma high school teachers with the responses of 85.7 per cent of



80

the 7 jury members who used some other theory test than the Gregg News
Letter Theory Application test and indicated the word number content
of their tests.

This table shows that 15.7 per cent of the teachers but none of
the jury members used a test which consisted of less than 100 words;
that 49.4 per cent of the teachers, and 33.3 per cent of the jury used
a test which consisted of 100 words; that 32.5 per cent of the teachers,
and 50.0 per cent of the jury used a test that consisted of more than
100 words; that 2.4 per cent of the teachers and 16.7 per cent of the
Jury varied the lengths of these tests.

Fifteen and seven-tenths per cent of the teachers used a shorter
test than the jury members; a larger percentage of the jury members than

teachers used the tests which consisted of more than 100 words.

TABLE LII

THE RESPONSES OF 138 OKLAHOMA HIGH SCHOOL TEACHERS AND THE
RESPONSES OF 7 JURY MEMBERS RELATIVE TO THE DICTATION RATE
OF THE THEORY TEST

Per cent of Per cent of
Ten words per minute 18.7 20.0
More than ten words per minute 8l.3 80.0
Total 100. 100.

This Table is read: The dictation rate for the theory test was 10 wpm as
used by 18.7 per cent of the teachers; by 20.0 per cent of the jury msmbers.

Table LII is a camparison of the responses of 54.3 per cent of thae
138 Oklahoma high school teachers with the responses of 7l.4 per cent of

the 7 jury members who indicated that they required the passing of some



theory test and indicated the rate of dictation that they used.

Table LII shows that 18.7 per cent of the teachers and 20.0 per ceat
of the jury members dictated the theory test at the rate of 10 wpm; that
8l.3 per cent of the teachers and 80.0 per cent of the jury members dicta-
ted it at a higher rate.

Almost an equal percentage of teachers and jury members who indicated
their dictation rate for the theory test, used the same rates; of this
group, the teachers used a little higher rate than the jury members.

Table LIII is a comparison of the responses of 72.5 per cent of the
138 Oklahoma high school teachers with the responses of 100. per cent
of the 7 jury members whe indicated that they required the passing of a
theory test and who indicated the accuracy requirements for the theory
test.

This table shows that of this group, 36 per cent of the teachers,
and 42.8 per cent of the Jury members were satisfied with less than
'90 per cent accuracy; 37.0 per cent of the teachers, and 28.6 per cemt
of the jury members required 90 per cent aeccuracy; 37.0 per cent of the
teachers and 28.6 per cent of the jury required a higher than 90 per cent
accuracy. This indicates that a larger percentage of jury members had
a lower rate of accuracy requirement than the teachers; that there was
a larger percentage of teachers than jury members in the middle group
recuirements; that there was a slightly higher percentage of jury members
who required a higher rate than the teachers.

Table LIV is a comparison of the responses of the Oklahoma high
school teachers with the responses of the jury members relative to reading,
penmanship, theory application tests, singly and in combinations of either

two or three.



TABLE LIII

THE RESPONSES OF 138 OKLAHOMA HIGH SCHOOL

TEACHERS AND THE RESPONSES OF 7 JURY MEMBERS

RELATIVE TO THE ACCURACY REQUIREMENTS FOR
THE THEORY TEST

Per cent of Per cent of
Accuracy required Saikknwe Jury
Less than 90 per cent 36.0 4L2.8
90 per cent 37.0 28.6
More than Y0 per cent 27.0 28.6
Total 100. 100.

This Table is read: Of the number who specified an accuracy
requirement for the theory test, 36.0 per cent of the teachers
and 42.8 per cent of the jury members required an accuracy
less than 90.0 per cent.



TABLE LIV

THE RESPOHSES OF THE OKLAHOMA HIGH SCROOL TEACHERS AND THE RESPONSES
OF THE JURY MEMBERS RELATIVE TO READING, PENMAKSHIP, THEORY APPLICATION THSTS

Per cent of Per cent of

teachers Jury
heading rate requirement L84 LOLO
Penmanship requirement 40,1 70.0
Theory test requirement 89.0 63.6
No reading rate, penmanship or theory test
requirementc 13.9 40,0
Reading rate and penmanship requirement 21.0 27.3
Reading rate and theory test requirement 33.1 3644
Permanship and theory test 23.2 L5k
Reading rate, penmanship and theory test
recuirenent 13.9 30.0

This Table is read: Of the 157 teachers and the 10 jury members who
indicated whether or not they had a specified reading rate, 48.4 per
cent of the teachers and 40.0 per cent of the jury members required
a specvified reading rate.



Table LIV shows that of the 157 teachers and 10 jury members who
indicated whether or not they had a specified reading rate, 48.4 per
cent of the teachers and 40.0 per cent of the jury members had a read-
ing rate requirement; that of the 157 teachers and the 10 jury members
who indicated whether or not they had penmanship requirements, 40.1
per cent of the teachers, and 70.0 per cent of the jury members had
penmanship rsquiremnnts} that of the 155 teachers and 11 jury members
who indicated whether or not they had theory test requirements, 89.0
per cent of the teachers and 63.6 per ceht of the jury members had them;
that of the 144 teachers and 10 jury members who indicated whether or
not they had requirements for all three; namely, reading rate, penmanship,
and theory, 13.9 per cent of the teachers and 40.0 per cent of the jury
had none concerning any one of them; that of 150 teachers and 11 jury
menmbers who indicated whether or not they had requirements concerning
both reading rate and penmanship requirements, 21.0 per cent of the
teachers, and 27.3 per cent of the jury members had both; of the 151
teachers and 11 :)tln'y members who indicate whether or not they had re-
quirements for both reading and theory, 33.1 per cent of the teachers,
and 36.4 per cent of the jury members did; that of the 151 teachers and
11 jury members who indicated whether or not they had requirements for
both penmanship and theory, 23.2 per cent of the teachers, and 45.4
per cent of the jury members did; that of the 144 teachers and 10 jury
members who indicated whether or not they had requirements for all three,
namely, reading rate, penmanship, and theory test, 13.9 per cent of the
teachers and 30.0 ‘pe.r cent of the jury members did.

Table LV is a comparison of the responses of 164 Oklahoma high

school teachers with the responses of 13 jury members relative to certain



TABLE LV

THE RESPONSES OF 164 OKLAHOMA HIGH SCHOOL TEACHERS AND THE RESPONSES OF 13 JURY
MEMBERS RELATIVE TO CERTAIN REQUIREMENTS CONCERNING DICTATION-TRANSCRIPTION
ABILITY AND CERTAIN PRACTICES USED BY THESE TEACHERS IN ADMINISTERING THE TEST

Per cent of Per cent of Per cent of Per cent

teachers jury teachers of jury
Require 5 minute dictation tranacfiption test 76.1 8L4.6 23.9 15.4

Require specified but different length test than 5

minute 21.9 15.4 78.1 84,6
Require typed transcripts T7 4 . 30.8 22,6 69.2
Transcription rate requirement for typed transcripts 37.7 25.0 62,3 75.0
Transcription rate recuirement for long hand transcripts - 57.1 - 42.9
Give preview of difficult words 63.1 33.3 36.9 66.7
Permit reading of notes before transeription 69.0 58.3 31.0 41.7
Permit use of dictionary during transcription 75.2 91.7 24.8 8.3
Permit erasing 86,1 90.9 13.9 9.1
Permit rewriting of transcript 60.8 45.5 39.2 54.5

This Table is read: Of the 94.5 per cent of the 164 teachers and 100 per cent of the 13 jury members
who indicatel whether or not they required a 5-minute test, 70.1 per cent of the teachers and 84.6
per cent of the jury members, did; 23.9 per cent of the teachers, and 15.4 per cent of the jury members

did not.

¢8
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requirements concerning dictation-transcription ability, and certain
practices used by these teachers in administering this test.

The comparison of whether or not they required a 5-minute test is
based on the responses of 94.5 per cent of the 164 teachers and 100 per
cent of the 13 jury members who answered this question. Of this group,
76.1 per cent of the teachers and 84.6 per cent of the jury required a
5-minute dictation-transcription test; 23.9 per cent of the teachers
and 15.4 per cent of the jury did not require it. This indicates that
not as large a percentage of the teachers as jury members required a 5~
minute test; that the larger percentage of both teachers and jury members
reguired it.

The comparison of whether or not they required a specified, but

different length than a 5-minute test, is based on the responses of 92.1
per cent of the 164 teachers and 100 per cent of the 13 jury members.
Of this group, 21.9 per cent of the teachers and 15.. per cent of the
jury required one; 78.1 per cent of the teachers and 84.6 per cent of
the jury did not. This indicates that a larger percentage of teachers
than jury members used a different than 5-minute length test; that the
smaller percentage of both the teachers and the jury members used this
length test.

The comparison of whether or not they required typed transcripts
is based onlthe responses of 97.0 per cent of the 164 teachers and 100
per cent of the 13 jury members. Of this group, 77.4 per eent of the
teachers and 30.8 per cent of the jury recuired them; 22.6 per cent of the
teachers and 69.2 per cent of the jury did not. This indicates that more
than twice as many teachers as jury members required typed transcripts;
that only one~third of the jury members reguired them.
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The comparison of whether or not they had a transcription rate re-
quirement for typed transcripts is based on the responses of 93.9 per
cent of the 164 teachers and 30.4 of the 13 jury members. Of this group,
37.7 per cent of the teachers and 25.0 per cent of the jury did; 62.3
per cent of the teachers and 75.0 per cent of the jJjury did not. This
indicates that a larger percentage of the teachers than jury members had
transeription rate requirements.

The comparison of whether or not they had a transcription rate re-
quirement for longhand transcripts is based on the responses of 53.8
per cent of the 13 jury members who indicated whether or not they had
these transcription requirements. None of the teachers indicated whether
or not they hadj 57.1 per cent of the 7 jury members indicated that they
had definite recuirements; 42.9 per cont, indicated that they did not
have.

The comparison of whether or not they gave a preview of difficult
words before dictating the dictation-transeription test, is based on the
responses of 95.7 per cent of the 164 teachers and 92.3 per cent of the
13 jury members who answered this question. Of this group, 63.1 per
cent of the teachers and 33.3 per cent of the jury did; 36.9 per cent
of the teachers and 66.7 per cent of the jury did not. This indicates
that a preview of difficult words was given before the dictation-trans-
eription test by both the teachers and jury members, but that almost twice
as many teachers as jury members did so.

The comparison of whether or not they permitted students to read
their notes before transcribing is based on the responses of 94.5 per
cent of the 164 teachers and 92.3 per cent of the 13 jury members. Of

this group, 69.0 per cent of the teachers and 58.3 per cent of the jury
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permitted it; 31.0 per cent of the teachers and 41.7 per cent of the
jury did not. A larger percentage of the teachers than jury members
permitted this practice.

A comparison of the groups as to whether or not they permitted
the use of the dictionary during transcription is based on the responses
of 95.7 per cent of the 164 teachers and 92.3 per cent of the 13 jury
members. Of this group, 75.2 per cent of the teachers, and 91.7 per
cent of the jury permitted it; 24.8 per cent of the teachers and 8.3
per cent of the jury did not. A larger percentage of the jury than
teachers permitted the students to use the dictionary while transeribing.

The comparison of the groups as to whether or not they permitted
erasing is based on the responses of 96.3 per cent of the 164 teachers
and 84.6 per cent of the 13 jury members. Of this group, 86.1 per cent
of the teachers and 90.9 per cent of the jury permitted it; 13.9 per
cent of the teachers and 9.1 per cent of the jury did not permit it.
Erasing was permitted by a large percentage of both teachers and jury
members.

The comparison of the groups as to whether or not they permitted
rewriting of the transcripts is based on the responses of 96.3 per cent
of the 164 teachers and 84.6 per cent of the 13 jury members. Of this
group, 60.8 per cent of the teachers and 45.5 per cent of the jury per-
mitted it; 39.2 per cent of the teachers and 54.5 per cent of the teachers
did not permit rewriting of the transcripts. It is not possible to read
eny indications with reference to comparison because of the limited per-
centage and scattering of the responses.

Table LVI is a comparison of the rcsponses of 97.3 per cent of the

151 teachers and 100 per cent of the 13 jury members who indicated that



TABLE LVI

RESPONSES OF 151 OKLAHOMA HIGH SCHOOL TEACHERS AND THE RESPONSES
OF 13 JURY MEMBERS WHO INDICATED THE DICTATION RATE THAT THEY
USED FOR THE DICTATION-TRANSCRIPTION TEST

Rate of dictation Per cent of  Per cent of

teachers Jury
Less than 60 words 9.5 ;&
60 words 51.0 69.2
More than 60 words 39.5 23.1
Total 100. 100.

This Table is read: 9.5 per cent of the teachers and 7.7 per
cent of the jury members who indicated their dictation rate,
used a rate less than 60 wpm.
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they required a dictation-transcription test relative to the dictation
rate that they used for the dictation-transcription test.

Table LVI shows that 9.5 per cent of the teachers and 7.7 per cent
of the jury members used a rate of less than 60 wpm; that 51.0 per cent
of the teachers and 69.2 per cent of the jury members used 60 wpm; that
39.5 per cent of the teachers and 23.1 per cent of the jury members used
a higher rate.

A small group of both teachers and jury members used a dictation
rate lower than 60 wpm; over one-half of both teachers and jury members
used the 60 wpm rate; a small percentage more of the teachers than jury
members used a higher rate as the minimum for the dictation-transeription
test.

Table LVII is a comparison of the responses of 82.8 per cent of
the 58 teachers and 80.0 per cent of the 5 jury members who had transcription
rate requirements relative to their transeription rate requirements for
the dictation-transcription test.

Thirty-five and four-tenths per cent of the teachers, and 75.0 per
cent of the jury members rsquiréd a transcription rate of less than 20
wpm; 25.0 per cent of the teachers and also of the jury wembers required
a rate of 20 wpm; 39.6 per cent of the teachers, but none of the jury
members required a higher transcription rate.

Table LVIII is a comparison of the responses of 73.5 per cent of
the 151 teachers and 92.3 per cent of the 13 jury members who indicated
that they required a dictation-transcription test relative to their
accuracy requirement for this test.

Table LVIII shows that 10.8 per cent of the teachers, but none of

the jury members were satisfied with an accuracy of less than 95 per cent;
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TABLE LVII

THE RESPONSES OF 58 OKLAHOMA HIGH SCHOOL TEACHERS AND THE RESPONSES OF
4 JURY MEMBERS WHO INDICATED THEIR TRANSCRIPTION RATE REQUIREMENT FOR
THE DICTATION-TRANSCRIPTION TEST

Per cent of Per cent of

Transeription rate

teachers Jury
Less than twenty words 35.4 75.0
Twenty words 25.0 25.0
More than twenty words 39.6 -
Total 100. 100.

This Table is read: Less than 20 wpm was the transeription rate re-
quirement of 35.4 per cent of the teachers and 75.0 per cent of the
jury members who indicated their transcription rate requirement.

TABLE LVIII

RESPONSES OF 111 OKLAHOMA HIGH SCHOOL TEACHERS AND THE RESPONSES OF 12
JURY MEMBERS WHO INDICATED THEIR ACCURACY REQUIREMENT FOR THE DICTATION-
TRANSCRIPTION TEST

— e ]

Per cent of accuracy reqguired BOF S AL - Vhr senth of

teachers Jury
Less than 95 10.8 -
95 87.4 100.
More than 95 ' 1.8 -
Total 100. 100.

This Table is read: Of the 111 teachers who indicated their accuracy
requirement for the dictation-transeription test, 10.8 per cent of
them required less than 95.0 per cent accuracy and of the 12 jury
members, none required an accuracy less than 95.0 per cent.
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that 87.4 per cent of the teachers, and 100 per cent of the jury required
95.0 per cent accuracy; that 1.8 per cent of the teachers, but none of
the jury members required a higher accuracy.

Of this group, there is perfect agreement among the jury members
relative to accuracy requirement; there is a wider range among the teachers;
one out of ten of the teachers was satisfied with a lower degree of accure
acy than any of the jury members; a small percentage required a higher
degree of accuracy than the jury members.

Table LIX is a comparison of the responses of 95.7 per cent of the
164 Oklahoma high school teachers with the responses of 92.3 per cent of
the 13 jury members who indicated the quality of material that they used
for the dictation-transcription test.

This table shows that 40.8 per cent of the teachers and 83.3 per
cent of the jury used new Gregg News Letter material, either alone or
with some other material; that 26.1 per cent of the teachers and 58.3
per cent of the jury members used practiced Gregg News Letter material,
either alone or with some other material; that 70.1 per cent of the
teachers, and 50.0 per cent of. the jury members used new material similar
to the Gregg News Letter material, either alone or with some other material;
37.9 per cent of the teachers, and 33.3 per cent of the jury used practiced
material similar to the Gregg News Letter material, either alone or with
some other material; 27.4 per cent of the teachers, and 25.0 per cent of
the jury members used new material easier than the Gregg News Letter
material, either alone or with some other material; 17.8 per cent of
the teachers, and 16.7 per cent of the jury members used practiced material
easier than Gregg News Letter material, either alone or with some other

material.
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TABLE LIX

THE RESPONSES OF THE 157 OKLAHOMA HIGH SCHOOL TEACHERS AND THE RESPONSES
OF 12 JURY MEMBERS RELATIVE TO THE QUALITY OF MATERIAL THAT THEY USED
FOR THE DICTATION-TRANSCRIPTION TEST

-— — ]
Per cent of Per cent of
teachers Jury

a, Use new G.N.L. either alone or with
some other material 40.8 83.3

b. Use practiced G.N.L. either alone or
with some other material 26.1 58.3

¢. Use new material similar to G.N.L.
either alone or with some other
material %.1 50.0

d. Use practiced material similar to
G.N.L. either alone or with some
other material 37.9 33.3

e. Use new material easier than G.N.L.
either alone or with some other
material 27.4 25.0

f. Use practiced material easier than
G.N.L. either alone or with some
other material 17.8 16.7

This Table is read: New Gregg News Letter material, either alone or
with some other material was used by 40.8 per cent of the teachers
and by 83.3 per cent of the jury members.
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Both the teachers and jury members used all types of material upon
which they based their promotion requirements; twice as large a percent-
age of jury members as teachers used new also practiced Gregg News Letter
material; a ratio of almost 7 to 5 exists between the teachers and jury
members who used new material similar to the Gregg News Letter matérial;
the difference between the teachers and jury members relative to the

use of the other types of materials was very slight.

TABLE 1LX
THE RESPONSES OF THE 157 OKLAHOMA HIGH SCHOOL TEACHERS AND THE RESPONSES

OF 12 JURY MEMBERS RELATIVE TO NEW MATERIAL, PRACTICED MATERIAL, OR A
COMBINATION OF THESE TWO AS USED FOR THE DICTATION-TRANSCRIPTION TESTS

e e e}

Per cent of Per cent of
teachers Jury
Use only new material 49.7 41.7
Use only practiced material L.5 8.3
Use both new and practiced material L45.8 50.0
Total 100. 100.

This Table is read: Only new material was used by 49.7 per cent of

the teachers and by 41.7 per cent of the jury members.

Table LX is a comparison of the responses of 95.7 per cent of the
164 Oklahoma high school teachers and the responses of 92.3 per cent of
the 13 jury members relative new material, practiced material, or a
combination of these two as used for the dictation-transeription tests.

This table shows that 49.7 per cent of the teachers and 41.7 per
cent of the jury members used only new material; 4.5 per cent of the

teachers, 8.3 per cent of the jury used only practiced material; 45.8
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per cent of the teachers, 50.0 per cent of the Jjury used both new and
practiced material.

The percentage of the teachers and jury mesbers who used only new
materisl is almest egual; a very smsll percentage of each group used
only practiced saterial; an almost equal percemtage of teachers and jury
mexbers used both new and used material. :

TABI.ELII

THE RESPONSES OF THE 157 OKLAHOMA HIGH SCHOOL TEACHERS AND THE RESPONSES

OF THE 12 JURY MEMBERS RELATIVE TO GHEGG NE¥S LETTER QUALITY HATERIAL,

A QUALITY BASIER THAN THE GREOG NEWS LETTER MATERIAL, OR A COMBIN:TION
OF ALL MATERIALS AS USED FOR THE DICTATION-TRANSCRIPTION TEST

Per cant of Per cent of

teachers Jury
Use only G.N.L. or similar material 60.5 41.7
Use only material easier than G.N.L. 3.2 8.3
Use combination of G.N.L. or similar and
easier material 36.3 50.0
Total 100. 100.

This Table is read: Only Gregg News lLetter or similar material was
used by 60.5 per cent of the teachers; by L1l.7 per cent of the jury.

Table LXI shows that a larger percentage of teachers than jury members
used only either Cregg News Letter or similar material; a larger percentsge
of jury members used only meterial easier than Gregg News Letter materialj
; larger percentage of the jury than teachers used a combination of all
materials for the dicfaﬂon—tmiptim test. :

Table LXII is a compurison of the responses of 164 Oklahoma high
school teachers with the responses of 13 jury members relative to their



+ TABLE LXII
THE RESPONSES OF THE 164 OKLAHOMA HIGH SCHOOL TEACHERS AND THE

RESPONSES OF THE 13 JURY MEMBERS RELATIVE TO THEIR GRADING
METHODS FOR THE DICTATION-TRANSCRIPTION TESTS

Per cent of Per cent of

96

teachers Jury
(A) Percentage rating method only 23.2 38.4
(B) Passing or failing method only 9.7 -
(C) Mailable copy method only 35.3 Ry - -
A and B combined 3.7 -
A and C combined 3.7 7.7
B and C combined 7.3 15.4
Ay B, and C combined 11.0 7.7
Other method or not stated 6.1 A,
Total 100. 100.
A in (A, AB, AC, and ABC) 42.1 53.8
B in (B, AB, BC, and ABC) 31.7 23.1
¢ in (C, AC, BC, and ABC) 57.3 53.8

This Table is read: The percentage rating method alone was used by
23.2 per cent of the teachers; by 38.4 per cent of the jury members.
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grading methods for the dictation-transcription tests,
This table shows that 23.2 per cent of the teachers and 38.4 per
cent of the jury members used the percentage rating method only; 9.7 per
cent of the teachers used the passing or failing method only; 35.3 per
cent of the teachers, 23.1 per cent of the jury used the mailable copy
method only; that 3.7 per eent of the teachers, but none of the jury
combined percentage rating method and passing or failing method: that
3.7 per cent of the teachers, 7.7 per cent of the jury combined the per-
centage rating method with the mailable copy method; that 7.3 per cent
of the teachers, 15.4 per cent of the jury combined passing and failing
method with mailable copy method; that 11 per cent of the teachers and
7.7 per cent of the jury members combined all three methods; 6.1 per
cent of the teachers and 7.7 per cent of the jury did not state what
method they used; 42.1 per cent of the teachers and 53.8 per cent of the
jury members used the percentage rating method either alone or in combi-
nation with one or both of the other methods; 31.7 per cent of the teachers,
23.1 per cent of the jury members used the passing or failing method either
alone or in combination with one or both of the other methods; 57.3 per
cent of the teachers, 53.8 per cent of the jury used the mailable copy
method either alone or in combination with one or both of the other methods.
The percentage rating method was used by the largest percentage of
the jury members; the mailable copy method was used by the largest per
centage of the teachers; the percentage rating method was used either
alone or in combination with one or both of the other methods by the
same percentage of jury members as was the mailable copy method either
alone or in combination with one or both of the other methods; the largest

percentage of teachers used the mailable copy method either alone or in
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combination with one or both of the other methods.

Table LXIII is a comparison of the responses of 69.5 per cent of
the 69 Oklahoma high school teachers with the responses of 85.7 per cent
of the 7 jury members who used the percentage rating method of grading
transeripts.

This table shows that there was a great deal of difference in the
accuracy requirements of the teachers, and that there was much closer
agreement among the jury members; 16.7 per cent of the teachers, but
none of the jury members were satisfied with an accuracy of less than
75.0 per cent; 33.3 per cent of the jury but none of the teachers re-
quired 75.0 per cent; 35.4 per cent of the teachers, but none of the
Jury ranged between 75 per cent and 95 per cent; that almost one-half
of the teachers and two-thirds of the jury required an accuracy of 95
per cent. _

The range of accuracy required by the teachers was much wider than
that required by the jury members; a higher degree of accuracy was re-
quired by a larger percentage of jury members than by teachers.

Table LXIV is a comparison of the responses of 46.1 per cent of
the 52 Oklahoma high school teachers with the responses of 66.7 per cent
of the 3 jury members who used the passing or failing method of grading
the tra;acriptalfor the dictation-transeription tests relative to the
number of errors permissable and the classification of these errors as
to either mailable or unmailable.

-On a letter that is "passing" the average maximum number of errors
permitted by the teachers is 6.6; by the jury, 3; the average number of
errors that can be corrected before mailing permitted by the teachers is

L.l and by the jury, 3; the average number of unmailable errors allowed
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TABLE LXIII
THE RESPONSES OF 48 OKLAHOMA HIGH SCHOOL TEACHERS AND THE RESPONSES

OF 6 JURY MEMBERS WHO USED THE PERCENTAGE RATINCG METHOD OF GRADING
TRANSCRIPTS

e ee————————————— S S

Per cent of accuracy Pe:.::ﬂ:}ﬁr Per ;32; of
60 2.1 =

70 14.6 -

e - 33.3

80 2.1 &

85 Ly b 3

90 16.6 T

93 2.1 -

95 L7.9 66.7
Total 100. 100.

This Table is read: 60 per cent was the accuracy required by
2.1 per cent of the teachers, but no jury member had an accuracy
requirement as low as 60 per cent.



TABLE LXIV

THE RESPONSES OF 24 OKLAHOMA HIGH SCHOOL TEACHERS AND THE RESPOMSES OF 2 JURY MEWEERS
WRC USED THE PASSING OR FATLING METHOD OF GRADING THE TRANSCRIPTS FOR THE DICTATION-
TRANSCRIPTION TESTS RELATIVE TO THE NUMBER OF ERRORS PFYRMISSABLE AND THE CLASSIFICATION
OF THESE ERRORS AS TO EITHER MAILAELE OR UNMAILABLE

1. What is the maximum number 2. How many of these errors 3. How many of these may be

Nuzber of errors a letter can have can be corrected before errors which are considered
:irors and be passing? mailing? unmailable errors?
indicated Per cent of Per cent of Per cent of Per cent of Per cent of Per cent of
teachers Jury teachers Jury teachers Jury
0 1}02 - ‘Goz e 50-0 100.
1 - 50.0 - 50.0 8.3 -
2 - - 29.1 - 25.0 -
3 25.0 - 3545 - 8.3 -
h 1205 - ‘4.2 -~ ol -
5 33*3 50.0 12.5 50.0 he.2 s
6 1&.2 i b - - -
8 - - ljnz - - -
10 8.3 - LeR - Le2 -
15 ‘&'2 & ~ i - e
17 L2 - - - - -
20 oy Lid 401 | Axi -
30 el - - - - -
Total 100. 100. 100. 100. 100. 100.
Average error®* item 1 6.6 3.0
Average error item 2 asd 30
Average error item 3 1.04 0.0

This Table is read: No error was allowed by 4.2 per cent of the teachers in a letter that was "passing;"
there was no jury member who did not allow an error; 4.2 per cent of the teachers allowed no error that
ecould be corrected before mailing; 50.0 per cent of the teachers and 100 per cent of the jury did not
allow any unmailable error.

¥6,6 was the average maximum number of errors a "passing" letter is allowed by the teachers; 3.0 was the
average maximum number of errors a "passing" letter is allowed by the jury merbers; L.l was the average
number of errors which could be corrected before mailing sllowed by the teachers; 3.0 was the average
number of errors which could be corrected before mailing allowed by the jury members; 1.04 was the

average number of unsailable errors allowed in a "passing" letter by the teachers. None allowed by
Jury members.

00T
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by the teachers is 1.04 and nons by the jury.
This indicates that the accuracy requirement of the jury on a "passe

ing" letter was higher than that of the teachers.

TABLE 1XV
THE RESPONSES OF 38 OKLAHOMA HIGH SCHOOL TEACHERS AND THE RESPONSES OF 4

JURY MEMBERS WHO USED THE MAILABLE COPY METHOD OF GRADING THE TRANSCRIPTS
FOR THE DICTATION-TRANSCRIPTION TESTS RELATIVE TO THEIR BASES OF GRADING

e L L S S S e S —————————

Per cent of Per cent of
Basis of grading Lesthers jury
Accuracy only 21.0 25.0
Accuracy and transcription rate y 4 B 75.0
Other bases 7.9 -
Total 100. 100.

This Table is read: Accuracy was the sole basis of grading used by
21.0 per cent of the teachers; by 25.0 per cent of the jury members.

Table LXV is a comparison of the responses of 40.4 per cent of the
94 Oklahoma high school teachers with the responses of 57.1 per cent of
the 7 jury members who used the mailable copy method of grading the trans-
cripts for the dictation-transeription test relative to their bases of
grading.

Twenty—-one per cent of the teachers and 25.0 per cent of the jury
members based their grade entirely on accuracy; 7l.l per cent of the
teachers and 75.0 per cent of the jury based their grade on a composite
requirement of accuracy and transcription rate; 7.9 per cent of the teachers
based their grade on some other bases not specified.

Almost three-fourths of the teachers and three-fourths of the jury

members based their grade on a composite requirement of accuracy and trans—
scription rate; almost the same percentage of teachers and jury members
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based their grade on these two divisions; namely, accuracy and a combi-
nation of accuracy and transcription rate; a small percentage of the

teachers used other bases which they did not indicate.
Table LXVI is a comparison of the responses of 40.4 per cent of the

94 Oklahoma high school teachers with the responses of 57.1 per cent of
the 7 jury members who used the mailable copy method of grading the trans-
cripts for the dictation-transcription tests relative to the maximum
number of mailable errors and the maximum number of mailable errors with

correction allowed on mailable copy.

The average maximum number of mailable errors without correction
per 100 words allowed by the teachers was 4.6; the jury, 3; the average
number of errors mailable with correction per 100 words allowed by the
teachers was 5.3; the jury, 3.5.

The accuracy requirements of the jury on mailable copy was higher
than that of the teachers.

Table LXVII is a comparison of the responses of the Oklahoma high

school teachers with the responses of the jury members as to how they
consider each of the 24 items listed.

This table shows that the closest agreement between the teachers and
the jury was in the group which used the percentage rating method. In
this group, there was perfect agreement on item 20, "poor placement on
page;" 83.3 per cent of both groups attached penalty to this item. There
was very little agreement between the teachers and jury members who used
the passing or failing method relative to classification of these items
as mailable or unmailable errors; there was also much difference of opinion
among the members of the two groups that used the mailable copy method
relative to classification of items as mailable without correction, mailable

with correction or unmailable.
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TABLE LXVI

THE RESPONSES OF THE OKLAHOMA HIGH SCHOOL TEACHERS AND THE RESPONSES

OF THE JURY MEMBERS WHO USED THE MAILABLE COPY METHOD OF GRADING THE

TRANSCRIPTS FOR THE DICTATION-TRANSCRIPTION TEST RELATIVE TO THE

MAXIMUM NUMBER OF MAILABLE ERRORS AND THE MAXIMUM NUMBER OF MAILARLE
ERRORS WITH CORRECTION

]

Maximum number of mailable

Number Maximum number of mailable

of errors allowed errors with correction allowed
errors Per cent of Per cent of Per cent of “Per cent of
indicated teachers Jury teachers Jury

0 5-3 b 7-9 -

1 10.5 50.0 7.9 25.0

2 15-8 - 10.6 25.0

3 - - 2.6 -

4 5.3 - 2.6 -

5 50.0 50.0 36.9 25.0

6 2.6 - 2.6 25.0

7 - - 2.6 -

8 5-3 s 5-3 Lo
10 2.6 bt 18.4 -
15 2&6 i 2-6 -
Total 100. 100. 100. 100.
Average maximum errors allowed¥ b 3.0
Average maximum errors without

correction : 5«3 3.5

This Table is read: No errors were allowed by 5.3 per cent of the teachers,
all jury members allowed an error; 7.9 per cent of the teachers allowed no
error with correction, all jury members allowed an error with correction.

#,.6 was the average maximum number of mailable errors without correction
allowed by the teachers; 3.0 was the average number of mailable errors
without correction allowed by the jury members. 5.3 was the average number
of errors with correction allowed by the teachers; 3.5 was the average
number of errors with correction allowed by the jury members.



TABLE LXVII

THE RESPONSES OF THE OKLAHOUMA HIGH SCHOOL TEACHERS AND THE RESPONSES OF THE JURY
MEMBERS RELATIVE TO HOW EACH OF THEM CONSIDERED EACH OF THE 24 ITEMS LISTED

Percentage rating

Passing or failing Mailable copy mcthod

method met hod
Item Total penalizing in Mailable Unmailablie Mailable Mailable. Unmailable
per cent or points errors errors without with. o
correction correction
T JHi T d T J T J T J T Jd
Uneven indentation of
plmgra.phl 81.2 83-3 29.2 100 7008 - 2110 25.0 2100 25.0 57-9 50.0
Two spaces between worde 89.6 83.3 75,0 100 25,0 - ¥8.9 50.0 15.8 25.0 5.3 25.0
Incorrect spacing after
punctuation 87.5 83.3 37.5 100 62.5 - 50,0 50,0 28,9 25.0 21.1 25.0
Neat erasures 3.2 50.0 95.8 50,0 4.2 50.0 T1.1 75.0 28,9 =~ - 25,0
Careless erasures 85.4 100 29.2 100 70.8 - 5.3 - 13.2 75.0 81,5 25.0
Transposition which
changes context 87.5 100 12.5 50.0 87.5 50.0 2,6 - 18,4 25.0 79.0 75.0
Transposition which does
not Oh&n‘. context “n? 8303 87.5 100 12.5 - 8“02 75.0 10.5 2500 503 o
Wrong word which changes
Goﬂtm 93-7 lm 12-5 50.0 87.5 50.0 ; 2.6 - 29.0 25-0 6’8'!0- 75-0
Virong word which does
not chw. context 650? 83.3 83.3 100 1697 - 8“.2 75.0 1015 25.0 5-3 -
Omission which changes
context 89.6 100 12,5 50.0 87.5 50.0 2.6 = 21.1 25.0 76.3 75.0
Omission which does
not ch&ngﬂ context 6-‘3.7 83.3 8303 100 16.7 - 89-“ 7500 5.3 2500 5.3 -
Inserted word which
chwn’ context 91.7 100 12-5 50-0 87.5 50.0 2-6 - 15-8 25.0 81-6 7500

Inserted word which does
not change context 6l o 83.3 79.2 100 20.8 - 89.5 75.0 10,5 25,0 - -




TABLE LXVII (Continued)

]

Percentage rating Passing or failing Mailable copy method
method method
Iten Total penallzing in  lallable Unmailable Wallable  Mallable Unmailable
per cent or points errors errors without with
: correction correction
e J 4 J T J p 4 J T dJ T J
Misspelled word 95.8 100 12.5 100 87.5 - - - 73.7 75.0 26.3 25.0
Syllabication 87.5 100 29.2 100 70.8 - 7.9 = 57.9 50.0 34.2 50.0
Strikeover 91.7 100 12.5 100 87.5 - 2.6 - 57.9 75.0 - 25.0
Typographical error 930-7 83.3 l6t7 100 83.3 - 13-2 - 71-1 7500 15.8 25-0
Punctuation which
changes context 87.5 100 16.7 100 83.3 - - - 50.0 75.0 50,0 25.0
Punctuation which
does not change
context 50.0 83.3 5.8 100 ko2 - 84.2 75.6 15.8 25.0 - -
POOI‘ placmnt on paper83.3 83.3 2902 50.0 70.8 50.0 1508 50:0 7-9 - ?6.3 50-0
Capitalization 93.7 83.3 33.3 100 66.7 - 15.8 - 73.7 75.0 10.5 25.0
Word repeated 93.7 100 12.5 100 87.5 - 7.9 - 31.6 50.0 60.5 50.0
Pal‘agraphi.ng 9107 100 37.5 100 6205 e 36&9 25.0 10.5 25.0 52.6 50-0
Abbreviation where word
should be spelled
out 91.7 100 37.5 100 62,5 - 26.3 - 2.1 '50.0 52.6 50.0
Machine srror 2.6
Clogged keys 25.0
Ragged righthand edge 2,6

This Table is read: Of the group that used the percentage rating method, 81.2 per cent of the teachers and
83.3 per cent of the jury members considered "uneven indentation of paragraphs," an error; of the group that
used the passing or failing method, 29.2 per cent of the teachers and 100 per cent of the jury members con-
sidered it a mailable error, 70.8 per cent of the teachers considered it an unmailable error, none of the
jury members considered it an uamailable error; of the group who used the mailable copy method, 21.0 per
cent of the teachers and 25.0 per cent of the jury members considered it an error mailable without correct-
jony 21.0 per cent of the teachers and 25.0 per cent of the jury members considered it an error with cor-
rection; 57.9 per cent of the teachers and 25.0 per cent of the jury members considered it an unmailable
error.

#T means per cent of teachers ##J means per cent of jury members.

SOt
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CHAPTER V

SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS

Summary

The major objectives of this study were:

1. To determine the subject promotion requirements for first-year
shorthand of the Oklahoma high school teachers.

2. To determine bases of marking shorthand papers for the purpose
of determining the subject promotion requirements for first—year shorthand
used by the Oklahoma high school teachers.

3. To evaluate these bases of marking shorthand papers and the
subject promotion requirements for first-year shorthand in the light of
opinions and practices of competent persons in the field.

4. To provide data for recommendations relative to bases of markiag
the shorthand papers that determine subject promotion requirements for
first-year shorthand and the subject promotion requirements for the course.

A check list concerning subject promotion requirements and the bases
used in determining subject promotion requirements was mailed to 326
Oklahoma high school teachers of first-year shorthand. The data obtained
from the filled in check lists which were returned by 164 teachers were
used to construct the second chapter of this thesis. These 164 responsas
came from 68 counties of the state.

A check list identical to the one checked by the Oklahoma high school
teachers was mailed to 24 high school teachers who are recognized as
"competent" or "outstanding" teachers of shorthand by shorthand experts.
The third chapter was constructed from the data obtained from the 13 filled
in check lists which this group returned. This group is always referred

to ia this sbudy as "Jury" or "jury wesbers."
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A comparison of the data obtained from the Oklahoma high school
shorthand teachers with the data obtained from the Jury constitutes the
fourth chapter.

Reading rate, penmanship, theory and dictation-transeription require-
ments are the four principle divisions of the subject around which all
other questions are grouped.

The study shows that almost one-half of the teachers had a specified
reading rate; that a little more than one-third of this group of teachaers
was satisfied with a lower rate than any jury members; that the largest
percentage of both teachers and jury members required a rate between 10
and 150 wpm; that there was a small grovp of teachers that reguired a
higher rate than any jury member; that both groups have individual reading
rates which they measure by the students' longhand reading rate.

A larger percentage of the jury members than teachers have penmanship
requirements; a rather small group of teachers, and a larger group of jury
members made Order of Gregg Artist membership a requisite of the course.

More than a majority of both teachers and jury members required the
students to pass a theory test; more teachers than jury members used the
CGregg News Letter test for this purpose. The tests used which are other
than the Gregg News Letter Theory Application test consisted of "isolated
words," "sentences," and a combination of these two. The largest per-
centage of the teachers used the "isolated word" test, but the largest
percentage of the jury used the "sentence" test. The teachers used
shorter tests than the jury membsrs. Both groups dictated this test at
various speeds, but the larger percentage of both groups dictated it at
a rate higher than 10 wpm. Accuracy of less than 90 per cent was acceptable

to a group of both teachers and jury members, but 90 per cent accuracy was
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required by the largest percentage of the teachers; a small number of
each group required a higher grade of accuracy than 90 per cent. More
than the majority of both the teachers and jury members required the
passing of more than one theory test.

The percentage of teachers having requirements concerning all thrae;
namely, reading rate, penmanship, and theory is the same as the percentage
of teachers having no requirements for any of these three; the variation
between the percentage of the jury having requirements concerning these
three and the percentage of the jury having no requirements for any one
of these three is very slight.

The larger percentage of both teachers and jury members used a 5-
minute dictation-transceription test; both groups also used shorter tests,
but more of the teachers than jury members were satisfied with a shorter
test.

The ratio of 2 to 1 exists between the teachers and the Jury members
relative to requiring typed transcripts; only one-third of the jury
members required them. A larger percentage of teachers than jury members
had a specified transcription rate requirement on typed transcripts; somse
of the jury members had transcription rate requirements on longhand trans-
eripts.

A number of both groups permitted stqdents to read their notes before
transcribing; to use the dictionary while tranceribing; to erase on the
transcripts, and rewrite the transcripts. A larger percentage of teachers
than jury members gave a preview of difficult words, but more jury members
than teachers permitted erasing on the transcript and the use of the
dictionary while transcribing.

The 60 wpm rate of dictation was used by the majority of both teachers



and jury members. A small group of both teachers and jury members used
a rate lower than 60 wpm; the percentage of the teachers using a higher
rate than 60 wpm as the minimum rate is slightly larger than the percent-
age of jury members.

About one-tenth of the teachers, but none of the jury members were
satisfied with an accuracy of less than 95 per cent; the majority of both
groups required a 95 per cent accuracy; a small group of teachers, but
none of the jury members required more than 95 per cent.

The teachers and also the jury members used all types of material
for the dictation-transcription test. Almost an equal percentage of
teachers and jury members used new material; a very small and almost
equal percentage used only practiced material; a small number of each
group used only material easier than Gregg News Letter material; a largar
percentage of teachers than jury members used only Gregg News Letter or
similar material.

The percentage rating and the mailable copy method of grading the
transeript was used by an equal number of jury members; the mailable copy
method was used by the largest per cent of teachers.

Among the group which based its grading of the transcript on the par—
centage rating method, there was much difference in the accuracy require-
ments of the teachers; there was much closer agreement among the jury
members. One-sixth of the teachers, but none of the jury members were
satisfied with an accuracy of less than 75 per cent; not gquite one-half
of the teachers, but two-thirds of the jury members required 95 per cent
accuracy.

Among the group that based its grade of the transcript on the passing

and failing method, the average number of maximum errors allowed by the
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teachers is 6.6; by the jury, 3. The average number of errors that caa
be corrected before mailing, allowed by the teachers is 4.1l; by the jury,
3. The average number of unmailable errors allowed by the teachers is
1.043 by the jury, O.

Among the group that used the mailable copy method, the per cent
of teachers and jury members who based their grade on a combination of
accuracy and transcription rate is almost equal. Only about one-fourth
of each group based its grading on other bases which were not specified.
The average number of maximum mailable errors without correction allowed
by the teachers is 4.6; by the jury, 2. The average number of maximum
errors mailable with correction allowed by the teachers is 5.3; by the

Jury, 3.5.



Conclusions

1. That a large group of Oklahoma high school teachers either conform
with or exceed the requirements set by the State Board of Education for
first—year shorthand.

2. That some teachers either do not have access to a State Course of
Study or deviate either wilfully or of necessity from the requirements which
it sets.

3. That many teachers are eager to know how their requirements #nd
practices compare with that of other teachers of the state.

L. That the two groups of teachers, namely, the ones whose require-
ments are lower and the ones whose requirements exceed those set by the
State Course of Study, are partially responsible for the difference of
shorthand knowledge and the degree of skill with which high school students
are equipped upon completion of the shorthand course.

5. That the majority of high school teachers attach more importance
to reading ability and theory knowledge than to peamanship; that the small-
ness of the number of the ones who have any penmanship reguirements may
be partially due to the very casual rnférence made to it in the Course of
Study.

6. That similar grades given by this group of teachers may vary in
value because of the difference in the quality of material which the
teachers use for the dictation-transcription test, the manner in which
they administer these tests, and the accuracy requirements whicﬁ they
have for them.

7. That many of the teachers as well as the jury members use mors

than one grading method for their evaluation of the transcript; that
there is much difference of opinion relative to what constitutes an error



and the amount of penalty that should be attached to various errors.

8., That the average accuracy requirement for the dictation-trans=-
cription test of the teachers is too low judged in the light of the
requirements of outstanding shorthand teachers.

9. That the reason for the difference in the requirements relative
to typed transcripts may be partially due to the fact that the State
Course of Study causes teachers to require them, while the jury members
regard the first-year shorthand course as preparatory for formal trans-
eription in the next year.
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Recommendations

The following recommendations appear to be warranted by the data:

1. That some means be found either through methods courses in state
institutions or through the State Board of Education to impress upon the
teachers of shorthand the necessity of meeting the minimum requirements
as set forth in the State Course of Study.

2. That the "specific requirements" in the State Course of Study
state more definitely the quality of material that is acceptable for
the dictation-transeription test which determines subject promotion.

3. That the methods of administering the various shorthand tests
be standardized and recommended by a group of authorities of experienced
shorthand teachers.

L. That other studies which will furnish additional information
relative to the bases of marking the transcript that are used by teachers
be made in order to bring about clearer understanding and more agree-—
ment concerning error analysis, classification, and the amount of penalty

to be attached to an error.
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COPY
FIRST LETTER

Rush Springs, Oklahoma
March 14, 1942

Dear H

Have you sometimes wondered just how other teachers
interpret the shorthand requirements set by the State
Course of Study? As a shorthand teacher you know that
while the requirements there are quite definite, they
can be given many different interpretations.

Under the supervision of the graduate faculty at A. and M.
Collsge, Stillwater, I am making a study entitled, "Okla-
homa High School Subject Promotion Requiremsnts for First-
Year Shorthand.”

Every Oklahoma high school teacher of first-year short-
hand should be represented in this study, so will you
please use about five minutes of your time to answer

the enclosed check-list, insert it in the self-addressed
envelope, and drop it in the mail before you lay this
letter aside?

I certainly appreciate your cooperation and will be glad
to share these data with you as soon as I have all of
them compiled and tsbulated. Please indieate below if
you would like to have this information.

Yours sincerely,
(Miss) Kate I. Thiessen

Would you like to have some of these data?
If so, which part would you like to have?



117

CoOPY
SECOND LETTEXR

Rush Springs High School
Rush Springs, Oklahoma

Shorthand Teacher

Dear Shorthand Teacher:

Your reply to the check-list sent out in connection with
the study entitled, "Oklahoma High School Subject Promotion
Requirements for First-Year Shorthand" is of great importance.

This study, which is being made under the supervision of
the graduate faculty at A. and M. College, Stillwater, is to
include every Oklahoma high School teacher of first-year short-
hand.

Please answer all questions asked under: "Shorthand
Hethod;" "Part I;" "Part II3" "Part III;" indicate which of
the thres "lieasures Used to Determine the Achievements of
the Students™ you use, and then turn to the next page--there
under one of the systems given, please check how you consider
sach of the tweanty-four items listed.

You are busy, no doubt, and have probably been bothered
considerably with check-lists, but this information that only
you can give will be a great ald to the study. If you have
mislalid the first check-list, will you pleass answer the en-
closed one and mail it in the enclosed self-addressed envelope
before you forget it?

I appreciate your cooperation very much. If you would like
some of this information, I shall be glad to send you any part
of it as soon as all of it is compiled and tabulated.

Yours sincerely,

(Miss) Kate I. Thiessen

If you are interested in securing some of this information, pleace
indicate which part you would like to have.
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Rush Springs, Oklahoma
March 28, 1942

Dear 3

Under the supervision of the graduate faculty at A. and M.
College, Stillwater, Oklahoma, I am making a study entitled,
"Oklahoma High School Subject Promotion Requirements for
First-Year Shorthand.”

Since I am using the normative-survey method of research, I
am compiling my material from a check-list which was sent to
each Oklahoma high school teacher of first-year shorthand.

It is now necessary that I secure a jury of shorthand teachers
who are recognized as outstanding in their profession by
people who are shorthand authorities. I am enclosing a copy
of the check-list that these teachers will be asked to check.
This is the same paper that I am using for the teachers in
the state.

s will you please submit the names and addresses
of two high school teachers of first-year shorthand whom I
may ask to serve on this jury?

I assure you that I appreciate very much your cooperation and
hope that this study may be of some value to the shorthand
teaching profession.

Sincerely yours,

(Miss) Kate I. Thiessen
Commercial Instructor
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COPY

Rush Springs High School
Rush Springs, Oklahoma

May 11, 1942

has suggested you as a desirable
Jjury member for my study entitled, "Oklahoma High
School Subject Promotion Requirements for First-
Year Shorthand."

This study is being made under the supervision of
the graduate faculty at A. and M. College, Stillwater,
Oklahoma. A check-list similar to the onec enclosed
has been presented to every high school teacher of
first-year shorthand in Oklahoma.

The jury for this study must consist of teachers
who are recognized as outstanding in their profession
by shorthand authorities. Will you, therefore, please
mark the check-list and return it in the enclosed envelope?
If you do not teach first-year shorthand, please mark the
check-list according to the standards that you consider
desirable for this subject?

5 I realize that you are exceedingly
busy and that your time is valuable, so I assure you
that I shall appreciate your courtesy and cooperation
very much.

Yours sincerely,

(Miss) Kate I.Thiessen



TABLE 1

CLASSIFICATION OF THE 124 TEACHERS WHO GAVE COMPLETE INFORMATION RELATIVE TO METHOD USED, EXPERIENCE, SIZE ¥
SCHOOL, AND SEX

=
Method Experienced Teachers Inexperienced Teachers
used To- Per-
Large school Medium school Small School Large school Medium schoocl Small school. tal cent
Men Women Men Women Men Women Men Vomen Men Women Men Yomen
Combination 2 16 8 15 2 7 - 2 - 5 - 1 58 46.8
Manual 5 9 6 11 1 5 - 1 - 5 - 1 bl 35.5
Functional 1 8 2 5 1 1 - 1 - 3 - - 22 17.8

0ozt



TABLE 2
READING REQUIREMENTS AS INDICATED BY 105 TEACHERS

Experienced Teacher

Large School Medium School Small School
i Men Women Men Women Men Women
ot Not Not Not Not Not
Yes No stated Yes No stated Yes No stated Yes No stated Yes No stated Yes No stated
Combination =~ 2 = A 2 - Gag S bk 9 2  FRLS Y TR |
Manual 1 b = > L - p IS SE 8 5 = R 3 2 =
Functional 1 =~ - L 2le o Bre  CE T §ohae e

et



TABLE 3

READING REQUIREMENTS AS INDICATED BY 19 TEACHERS

Inexperienced Teacher

4
Method Large School Medium School Small School
Men Women Men Women Men Vomen
Not Not Not Not Not —ggg &
Yes No stated Yes No stated Yes No stated Yes No stated Yes No stated Yes No e
Combination - - - - . - - s - B LV 4
Manual - = - - 1l - - - - »w (§ e - - - 1 - -
Functional e B ) R e I TR iAW - - - - - -




TABLE 4
READING RATE RANGE AS INDICATED BY 51 TEACHERS

Experienced Teacher

Method ‘Large School Medium School Small School

Less Less ; Less

than than than

100 100-150 151-200 C.L.R.* 100 100-150 151-200 C.L.R. 100 100-150 151-200 C.L.R.

o

MW MW ¥ ¥ HEW MY¥YM W M W MV M WMN W K W NN
Combination = 2 = 2 - = mw= 2342 =l = == lh e 2 e e e
Manual g TR T, Sl oS R o SRR SRS (CE Sl U TR e o (48 SR, |
Functional - - 11 - = =23 = =22 1 = = =2 @ == 1 = = 1 =

*C.L.R. means Comparable to long hand reading rate

M means men
] means women

€2t



TABLE 5
READING RATE RANGE AS INDICATED BY 5 TEACHERS

— ]
Inexperienced Teacher

Method Large School Medium School Small School

Less Less Less
than than than
100 100-150 151-200 C.L.R.* 100 100-150 151-200 C.L.R. 100 100-150 151-200 C.L.R.

Meqpoer ¥ § M OH M ¥ M W X W M W MW MW M W M W MU

Goabtaation |  a e lae Ul e e o T R e R e e, e X e e e e
Manual RN S SRl B ) e AR R S R T e AT
Functional - eeeim = el e ee e e e e ee e e e e e .

*C.L.R. means Comparable to long hand reading rute
#Y means men ‘
s

W means woiten



TABLE 6
PENMANSHIP REQUIREMENTS AS INDICATED BY 105 TEACHERS

Experienced Teacher

Large School Medium School Small School
lden Women Men Women Men Women
Not Not Not Not Not Not
Yes No stated Yes No stated Yes No stated Yes No stated Yes No stated Yes No stated
Combination - 2 =~ 5 39 X L 4 =~ s 8 | g 2 4 1
Manual 2 3 = Rl Pl 3 3 = b .7 = 1 - - b e A
Functional - L o 1 6 1 -1 = . o - 2 = w 1 -

g2t



TABLE 7
PENMANSHIP REQUIREMENTS AS INDICATED BY 19 TEACHERS

Inexperienced Teacher

Vethod Large School : Medium School Small School
Men Viomen “Men Women Men ~ Women
Not Hot Not Not Not Not
Yes No stated Yes Ho stated: Yes No stated Yes No stated Yes No stated Yes No stated
Combination = = = S e TR Vi - My e ) | g R ey
Manual - - - R - - -  IEg i -

Functional - - - & o s i = e

w
I




TABLE 8
ORDER OF GREGG ARTISTS MEMBERSHI® REQUIREMENT AS INDICATED BY 105 TEAGEERS

Experienced Teacher

Method Large School Medium School Small School
Men Women Men Women Men Women
Not Not Not Not Not Not
Yes No stzted  Yes No stated  Yes No stated Yes No stated Yes No stated Yes No stated
Combination - 2 - - 9 7 Ny | ) 1 s Ty T g v | L [ - W
Manual - 5 - S I T R -1 = 1 & ‘»
Functional RS - 6 2 - 2 - - 5 = PENE SR Ty thetgha

Lzt



TABLE 9

ORDER OF GREGG ARTISTS MEMBERSHIP REQUIREMENT AS INDICATED BY 19 TEACHERS

Inexperienced Teacher

Method Large School Medium School Small Sechool
Men Women Men Women Men Tiomen
Not Not Not Not Not Not

Yes No stated Yes No stated Yes No stated Tes No stated Yes No stated Yes No stated

—— —— — — — —

Combination - = - - e - - - - i 31 OO - =1 e
Manual - - - = | - - - T B ¢ - = - L T
Funetional - = - - 3 - - = - - 5 - - - - - - -

821



TABLE 10
GREGG NEWS LETTER TEST REQUIREMENT AS INDICATED BY 105 TEACHERS

Experienced Teacher Y H
Method Large School Medium Sehool Small School
Men Women Men Women Men Tiomen
Not Not Not Not Not
Yes No stated Yes No stated Yes No stated Yes No stated Yes No stated Yes No stated
Combination - 2 = 5 11 =. - A 7 & = - 2 - = 8
Manual 2.5 - 1 g =~ - 6 = 3 8 = P - 272
Functional - 1 = 2 6 - - 3 R Y = A - ks

621



TABLE 11

GREGG NEWS LETTER TEST REQUIREMENT AS INDICATED BY 19 TEACHERS

Inexpserienced Teacher

Large School Medium School Small School
Method
Men Women Men Women Hen Women
Not Not Not Not Not Not
Yes No stated Yes No stated Yes E stated Yes Eg stated Yes ?_2 stated Yes __N_E stated
Combination - « = Ry - - i e 23 - - - - 15l
Manual & Y e - - - - 5 =~ - - - & 0%

OET



TABLE 12

THEORY TEST REQUIREVENT OTHER THAN GREGG NEWS LETTER
AS INDICATED BY 105 TEACHERS

Experienced Teacher

Method Large School Medium School Small School

ilen Women e Men Women Men’ Women

Yes No gggtad Yes No Eggted Yes No gegted Yes No gggted Yes No gg&ted Yes No Eggted

Combination 3 - 12 4 - TN | - 1012 . 8 - 1 1 A RS
Manual . R - 8 1 - - SRy - Tooil. e N G = T
Functional - 1 - 6 1 ¥ L. - 1 i T o x - -

TET



TABLE 13

THEORY TEST REQUIREMENT OTHER THAN GREGG
NEWS LETTER AS INDICATED BY 19 TEACHERS

Large School Medium School Small School
Met hod
lden Women Men Women Men TWomen
Not Not Not Not Not Not
Yes No stated Yes No stated Yes No stated Yes No stated Yes No stated Yes No stated
Combination - - - 2 = = - - - 3 2 - - - - By -
Manual - - - 1 - = - - - Ry - - - - = U G
Funetional - = - — A TN - - - : R - - - - - .

ZET



TABLE 14

MATERIAL CONTENT OF THEORY TEST OTHER THAN GREGG NEWS LETTER
AS INDICATED BY 61 TEACHERS

e ]

Experienced Teacher

Large School Medium School Small School

Men Women Men Women Men Women

Word Sen¥* Com¥* Word Sen Com Word Sen Com Vord Sen Com VWord Sen Com Word Sen Com

Combination =~ - 1 'R T A 3 - 3 S R 2 - - - 2 - 2
Manual 2 - 3 - Sl - 1 P SR b w3 - - ;5 i -
Functional - - - g S 1 - - - 1 = - ‘= - ' = ok

+*
Sen means sentence

”Ccm means combination

£€T



TABLE 15

MATERIAL CONTENT OF THECRY TEST OTHER THAN GREGG NEWS

LETTER AS INDICATED BY 10 TEACHERS

_— —

Inexperienced Teacher

Large School Medium School Small School
Method
Men Women Men Women Men Women
Word Sen* Com** Word Sen Com Word Sen Com Word Sen Com Word Sen Com Word Sen (Com
Combination - - - % - - - - - S S | - - - 1 - -
Manual - - - SR R - - - 2 - = - - = - - =
Functional - - - - - - - - - & e - - - - - -

¥*
Sen means sentence

3%
Com means combination

YET



TABLE 16

NUMBER OF WORDS IN THEORY APPLICATION TEST AS INDICATED BY 51 TEACHERS

Lxperienced Teacher

Large School Medium School Small School
Method Less liore Less lore Less lore
Used than 100 than than 100 than than 100 than
100 _ 100 100 100 100 100
oo . RBy Wy SEEEE NT SUEESe o Gile Ul SRS DL USEEEEOR oFR) S ddu SGEee Sy 8

Combination - 3 .3 - 3 - - - LAy - SRR - 2 - - - 2
Manual gt R h I 3 i - - S | - 3 - 1 b - -
Functional - - - 2 - 2 - - P - - - - - - - -

# M means lMen.
#% W means Women.

geT



TABLE 17

NUMBER OF WORDS IN THUORY APPLICATION TEST AS INDICATED BY 9 TEACHERS

Inexperienced Teacher

|

Large School Medium School Small School
Kethod Less More Less lore Less More
Used than 100 than than 100 than than 100 than
100 100 100 100 100 100
D TN RO R e 05 CRERSEE (ms SREENE T e VU0 NIOCIEROE SRR Mgl diie MGl Wge S

Combination e e TR - - . - - - - o X - -
Manual - - - - -k - - - i - S - - o
Functional - - - - - - - 1 - - - - - - - - -

9¢€T



TABLE 18

NUMBER OF WORDS PER MINUTE DICTATION RATE FOR THEORY APPLICATION TEST AS INDICATED
BY 50 TEACHERS

Experienced Teacher

Large School Medium School Small School
Method lMen Women Men Women len Women
Used
liore lore Hore lore lore More
10 than 10 than 10 than 10 than 10 than 10 than
10 10 10 10 10 10
Combination - - 2 8 - 6 - L - - 1 3
Manual 1 1 3 4 - 2 1 3 - - - 3
Functional - 1 - 3 1 1 2 - - - ¥ -

LET



TABLE 19

NUMBER OF VWORDS PER MINUTE DICTATION RATE FOR THEORY APPLICATION TEST AS INDICATED

BY 9 TEACHERS

Inexperienced Teacher

Large School Medium School Small School
Kethed Men Vomen Men Women Men Tomen
Used
Hore More lore More More More
10 than 10 than 10 than 10 than 10 than 10 than
10 10 10 10 10 10
Combination - - & 1 - 1 1 1 - - - 1
Manual - - - 1 - - - 2 - - - -
Functional - - - - - - - - - - - -

8cT



TABLE 20
PER CENT OF ACCURACY HEQUIREMENT FUR THUORY APPLICATION TEST AS INDICATED BY 71 TEACHERS

Experienced Teacher

Large School Medium School Small School
Method Men VWomen Men Yomen ¥en Women
Used
Tess More Less Hore Less lMore Less lMore Less lore less More
than 90 than than 90 than than 90 than +than 90 than than 90 than +than 90 than
90 90 90 90 90 90 90 90 90 90 90 90
Combination 1 - - L 6 2 by 3 18 R - - - e o0 R
Manual 3 - - N s NI A s | - - - g e
Functional - - - - S Al - A - 3 - - - - - - -

6ET



TABLE 21
PER CENP? OF ACCURACY REQUIREMENT FOR THEORY APPLICATION TEST AS INDICATED BY 9 TEACHERS

Inexperienced Teacher

Large School Medium School Small School
Method Men Women Men Women Men Women
Used
Less More Less lore’ Less More Less lore Less More less More
than 90 than than 90 than than 9C than than 90 than than 90 than than 90 than
90 90 90 90 90 90 90 90 90 90 90 20
Combination - - - AR e § - - - TR S - - - moel o i
Manual - - - PO N - - - - R = i T “ - -
Functional - - - R - - - - - - -

orT



TABLE 22

THEORY APPLICATION TEST MUST BE PASSED MORE THAN ONCE AS INDICATED BY 75 TEACHERS

Experienced Teacher

f.a.rge School Medium School Small School
Method Men Vomen Men Vomen len Women
Used
Not Not Not Kot Not Not
Yes No Sta- Yes No Sta- Yes No 8ta- Yes No Sta- Yes o Sta- Yes No Sta-
ted ted ted ted ted ted
Combination - 1 - 8 4 1 4 2 1 7 4 1 - - - 2 3 -
Manual 3 1 - 3 6 - 2 - - 4 3 1 - - - 3 = -
Functional o - - 2 2 2 1 - - 2 1l - - - - - - 1




TABIE 23

THEORY APPLICATION TEST MUST BE PASSED LORE THAN ONCE AS INDICATED BY 10 TEACHERS

Inexperienced Teacher

Large School Medium School Small School
Method Men Women Men Women Eén Women
Used
lot Hot Not Not Hot Not
Yes HNo Sta- Yes No Sta- Yes No 8ta- Yes No 8Sta- Yes No Sta- Yes Ko Sta-
ted ted ted ted ted ted
Combination = - - 2 - - - - - 2 1 - - - - i - -
Manual - - - - i - - - - 2 - - - - - - - -

Functional - - - - - - - - - 1 - - - - - - = >




TABLE 24

LENGTH OF DICTATION-TRANSCRIPTION TEST IN MINUTES AS INDICATED BY 100 TEACHERS

Experienced Teacher

Large School

Medium School

Small School

lMethod Men Women

Used

Men Vomen

Men Tiomen

Less liore Less Lore
than 5 than than 5 than

Less More Less More
than 5 than than 5 than

Less liore Less liore
than 5 than than 5 than

> 5 5 5 5 5 5 5 5 5 5 5
Combination - 2 = 3 12 1 AaRL Ui g /gy SR S
Manual ; VRPN 3 6 = A (g 2 9 - PVIERIR TR 2 3 =~
Functional - Rl 1 y : 1 - - B s P 1l - -

et



TABIE 25

LENGTH OF DICTATION~-TRANSCRIPTION TEST IN MINUTES AS INDICATED BY 17 TEACHERS

Inexperienced Teacher

Large School Medium School Small School
Method Men Vomen Men Vomen Men Women
Used
Less More Less liore Less More Less Vore Less More Less Hore
than 5 than than 5 than than 5 than than 5 than than 5 than than 5 than
5 5 5 5 5 5 5 5 5 5 5 5
Combination = - - - 2 = - - - - 5 - - 1 - - - -
Manal - - - - e Ly - - - 2 2 - - - - 5 4 ' e
Functional - - - - i R - - - - 2 - - - - - - -




TABLE 26

NUMBER OF WORDS PER MINUTE DICTATION RATE FOR DICTATION-TRANSCRIPTION TEST AS INDICATED

BY 96 TEACHERS

Experienced Teacher

Large School Medium School Small School
Method Men Women Men Tomen Men Vomen
Used
Leas More Less Yore Less More Less liore Less More Less More
than 60 than than 60 than than 60 than than 60 than than 6 than than 60 than
60 60 60 60 60 60 60 60 60 60 60 60
Combination - 2 - 3K 7 1 i 1 9 3 1 1 - 2= 3
Manual - 3 2 s . 1 1 s | ; QK - 1 - L 2
Functional - - - - b § - 3. X - s L1 - - - - - 1

STt



TABLE 27

NUMBER OF WORDS PER MINUTE DICTATION RATE FOR DICTATICN-~TRANSCRIPTION TEST AS INDICATED

BY 18 TEACHERS

Inexperienced Teacher

Large School Medium School Small School
Method len Women Men Women Men Vomen
Used
Less lore Less liore Less More Less lore Less More Less More
than 60 than than 60 than than 60 than than 60 than than 60 than than 60 than
60 60 60 60 60 60 60 60 60 60 60 60
Combination - - - -iid -~ - - - ~ R R - - - o SIER
Manual - = = - - 1 - - - SR KSR - = - Y
Functional - - - - - p - - - ) e ) - - - S




TABLE 28

TYPED TRANSCRIPT REQUIREMENT AS INDICATED BY 105 TEACHERS

Experienced Teacher

Large School Medium School Small School
Hethod Hen Women Men Women H¥en Women
Used
Hot Not Not Not Not Not
Yes No Sta~ Yes No Sta- Yes Ho ©Sta= Yes HNo Sta- Yes HNo Sta- TYes HNo Sta-
ted ted ted ted ted ted
Combination 1 1 - 2 & - 7 2 - i 2 1 2 - - 5 2 -
Manual A 1 - 5 3 X 6 - - - 1 - i - - 2 2 T
Functional : 8 - - < SN - 2 - - a '3 - 1 - - 4 - -

LTT



TABLE 29

TYPED TRANSCRIPT REQUIREMENT AS INDICATED BY 19 TEACHERS

Inexperienced Teacher

Large School Mediuam School Small School
Method Ken Women Men VWomen . lien Women
Used
Hot Not ot Hot Hot Not
Yes No Sta~ Tes No Sta- Yes No Bta- Yes HNo oSta- Yes No Sta= Yes HNo Sta-
ted ted ted ted ted ted
Combination - - - 2 - - . - - 5 - - - - - 1 - -
Manual - - - 1 - - - - - A i - - - - - - -




TABLE 30

TRANSCRIPTION RATE REQUIREMENT AS INDICATED BY 105 TEACHERS

Experienced Teacher

Large School Medium School Small School
Method Men Yomen Men Women Men Vomen
Used
Not Not " Not Not Not Not
Yes No Sta- Yes HNo Sta- Yes No Sta- TYes No Sta- Yes No Sta- Yes No Sta-
ted ted ted ted ted ted
Combination 2 - - BN - e A 4 - 3 8 4 - & 1l L 2 1
Manual 3 2 - 4 5 = 3 3 - 3 8 - - 1 - : ! 4 -
Functional - - (" 2 el T 1 1 - 3 2 - 1 - - - 1 -

671



TABLE 31

TRANSCRIPTION RATE REQUIREMENT AS INDICATED BY 19 TEACHERS

Inexperienced Teacher

Large School Medium School Small School
Method Men Women Men Women Men Women
Used

Not Not Not Not Not Not

Yes No Sta- Yes No Sta- Yes No Sta- Yes No Staw= Yes No Sta~ Yes HNo Sta-

ted ted ted ted ted ted
Combination - - - - 2 - - - - 3 2 - - - - - 1 -
Manual - - - - 1 - - - - 1 A - - - - - 1 -
Functional - - o= - = 1 - = - - 3 - - - - - - -

0ST



TABLE 32

NUKBER OF WORDS PER MINUTE TRANSCRIPTION RATE REQUIREMENT AS INDICATED BY 31 TEACHERS

Experienced Teacher

Large School ¥edium School Small School
Kethod len Vomen ¥en VWomen Men Women
Used
Less More Less Hore Less liore Less lore Less More Less More
than 20 than than 20 than than 20 than than 20 than than 20 than than 20 than
20 20 20 20 20 20 20 20 20 20 20 20
Combination R S 5 R A AN TR NI IR - = - - - -
Manual - JURC VIR | O = 1 W M s et L - - - - - -
Functional - - 1 - - o ) B e - - - » L v 1

6T



NUMBER COF VORDS FER MINUTE TRANSCRIPTION RATE RECUIRNMENT AS INDICATTD BY 1 TEACHER

TABLE 33

Inexperienced Teacher

Large School Medium School Small School
Liethod Ken Women Men Women len Women
Used
less More |Less lore Less More less More Less More Less lore
than 20 than than 20 than than 20 than than 20 than than 20 than than 20 than
20 20 20 20 20 20 20 20 20 20 20 20
Combination - - - - - - - e e - e -l .
Manual - = - - - - - - - y T Sl - = - =t
Functional - - = - - - - - - - = - - = - - = -

est



TABIE 34

PER CENT OF ACCURACY REQUIREMENT IN TRANSCRIPTS AS INDICATED BY 94 TEACHERS

Experienced Teacher

Large School Medium School Small School
Method lien Viomen Yen Women Men Tomen
Used
Less More lLess More Less More Less Yore Less ilors Less More
than 95 than than 95 than than 95 than than §5 than than 95 than than 95 than
95 95 95 95 95 95 95 95 95 95 95 95
Combination - 2 - A 1k - w T &k l1 11 = » R SR g e TR
Manual - L - > DU W | Ll 1 o - 11 = - 1 - art R
Functional - 1 = TR - SR i 0B - 3 - FORSE LT e e

€T



TABLE 35

PER CENT OF ACCURACY REQUIREMENT IN TUANSCRIPTS AS INDICATED BY 14 TEACHERS

Inexperienced Teacher

Large School Medium School Small School
Methed Men Women Men Women lien Vomen
Used

Less More Less lore Less licre Less More Less ¥ore Less More
than 95 than than 95 than than 95 than than 95 than than 95 than than 95 than

95 95 95 95 95 95 95 95 95 95 95 95

Combination - - - w' X e - - - A TR - - - - 1 =
Hanual - - - - 1 = - - - 1 3 = - - - - =
Functional - - - - = & - - . 5. =% Wi

TST



TABLE 36
QUALITY OF MATERIAL USED AS INDICATED BY 105 TEACHERS

Experienced Teacher

Large School Medium School _ Small School
N Togey GERL Uil N5 = WY Bl RG= (R TGE N oy A W SO AN 1
Kethod
Used
- MW MW MW MW MW MW HW MW MW MW MW MW MW MW MW MW M
Dedbdrnitnn 101 wd IS wh =8 1B BL 7TIE LS ) X o3ETRLL i3
Sias) 569 S BER RS 22 AN LA IR SER Y A8 e
Punctional -~ 7 e= 1 3«1 =1 == -h =2 2 L-2 -2 =2 11l -1 -1 -1 -

e/



TABLE 37

QUALITY OF MATERIAL USED AS INDICATED BY 19 TEACHERS

Inexperienced Teacher

Method
Used

Combinaticn
Manual
Functional

Large School Medium School Small School
A B c D E F A B C D E F A B C D E F
MW MW MW MW MW MW MW MW MW MW MW MVW MW MW MW MW MW MW
28 Lt GRAY R el S APET SV A L L Y e Bt
-1l =1 =1 =1 =« == -2 =2 =k =2 =1 == - = - e = e - - -
Rt S A il B w3 w2 w2 w2 R i el SN P SRR

281



TABLE 38

PREVIEW OF DIFFICULT WORDS GIVEN BEFORE DICTATING TRANSCRIPTION TEST AS INDICATED BY 105 TEACHERS

Experienced Teacher

Large School Hedium School Small School
Method Men Women ken Women ien Women
Used

Not Not Not Not Not Not
Yes No Sta-~ Yes No Sta- Yes Ho Sta=- Yes MNo GSta- Yes No Sta- Yes No Sta-

ted ted ted ted ted ted

Combination 1 1 - 9 () 1 5 3 - 12 2 1 1 1 - 5 2 1
Manual 3 2 - 6 3 - 3 3 - P 1 o 1 - 5 > 5
Functional 5 - - 4 3 1 1 1 - 9. 2 - - i - 1 - -

LST



TABLE 39

PHEVIEW OF DIFFICULT WOHDS GIVEN BEFORE DICTATING TRANSCRIPTION TEST AS INDICATED BY 19 TEACHERS

Inexperienced Teacher

Large School Medium School Small School
Method Men Viomen Men Yomen Men Tiomen
Used
Hot Not HNot Not Not Not
Yes Ho Sta- Yes No Sta- Yes No Sta- Yes HNo Sta- Yes No 5ta- Yes No Sta-
ted ted ted ted ted ted
Combination -~ -~ - - 1 1 - - - 3 2 - - - - 1 - -
Manual B - - 1 - - - - - 3 2 = - - - 1 - -
Functional - - - - i - - - - 1 2 - - - - - - -

85T



TABLE 40

STUDENTS MAY READ NOTES BEFORE TRANSCRIBING AS INDICATED BY 105 TEACHERS

Experienced Teachers

Large School Medium Schoel Small School
Method |
Used Men Viomen Hen Women en Women
Not Not Kot Not Not Not
Yes No Sta- Yes No Sta- Yes No Sta= Yes No Sta- Yes HNo Sta-~ Yes Ne Sta-
ted ted ted ted ted ted
Combination 1 1 - y & T { - 4 4 - 9 5 1 2 - - 5 2 B
Manual 2 3 - 6 2 i 4 2 - 6 4 1 - 1 - 3 1 1
Functional 1 - - R 1 2 - - 2 3 - 1 - - s 1 =

65T



TABLE /1

STUDENTS MAY READ NOTES DEFORE TRANSCRIBING AS INDICATED BY 19 TEACHERS

Inexperienced Teacher

Large School Medium School Small Schbol
Method
Used len Women len Women Men Women
Not Not Not Not Not Not
Yes No Sta= Yes No Sta=- Yes No Sta= Yes No Sta= Yes No Sta- Yes No Sta=-
ted ted ted ted ted ted
Combination = - - 1 1 - - - - 4 1 - - - - 1 - -
Manual - - - 1 - - - - - 5 - o - - - 1 - -
Funetional - - - - - i - - - 2 : & - = - - - e L=

09T



TABLE 42

STUDENTS MAY USE DICTIONARY WHILE TRANSCRIBING AS INDIGM‘ED BY 105 TEACHERS

Experienced Teacher

Large School Medium School Small School
Method
Used Men Yiomen Men Vomen Men Women
Not Not Not Not Not Not
Yes No Sta~ Yes No Sta- Yes No Sta- Yes No Sta- Yes No Sta- Yes No Sta-

ted ted ted ted ted ted
Combination 2 - - 12 4 - 4 3 1 b S - - 2 - 5 1 1
Manual 4 1 - 7 = 2 3 3 - 8 3 - - 1 - 3 1 i
Functional 1 - - 7 = 1 2 - - T § - 1 - - 1 - -

T



TABLE 43
STUDENTS MAY USE DICTIONARY WHILE TRANSCRIBING AS INDICATED BY 19 TEACHERS

Inexperienced Teacher

Large School Medium School Small School
Method
Used len Homen _Men —Vomen Men Women
Not Not Not Not Not Not
Yes No Sta~ Yes No Sta~ Yes No Sta- Yes No Sta=- Yes No Sta- Yes No Sta-
ted ted ted ted ted ted
Combination - - - 2 - - - - - A 1 - - - - 1 - -
Manual - - - 1 - - - f; - 5 - - - - - 1 - -
Functional - - - - - 1 - - - 3 - - - - - - - -

29t



TABLE 45

ERASURES ON TRANSCRIPTS ARE PERMITTED
AS INDICATED BY 105 TEACHERS

e}

Experienced Teacher

Large School Medium School Small School
Method :
Men Women Men Women Men Women
Not Not Not Not Not Not
Yes No stated Yes No stated Yes No stated Yes No stated Yes No stated Yes No stated
Combination 2 = - 141 1 g - = ¥ S Tl | 1. ik - 6 1 -
Manuval 5 = - i i 1 - T SRR Qg - 1~ - 2 2 1
Functional 1 - - A ¢ 2 - E = - o R = - 1 - -

€91



TABLE 46

ERASURES ON TRANSCRIPTS ARE PERMITTED
AS INDICATED BY 19 TEACHERS

Inexperienced Teacher

Method Large School Medium School Small School
Men Women Men Women Men Women
ot Not Not Not Not Not
Yes No stated Yes No stated Yes No stated Yes No stated Yes No stated Yes No stated
Combination - - = 2 - - - - - 5 - = - - - ARy =
Manual - - - 1 - - - - - e WS - - - 1 - -
Functicnzl - = - - AT - - - - - SR - - - - - -

91



TABLE 47

REWRITING TRANSCRIPT IS PERMITTED AS
INDICATED BY 105 TEACHERS

Experienced Teacher

Bsthod Large School Medium School Small School
Men Women Men Women Men Women
Not Not Not Not Not Not
Yes No stated TYes No stated Yes No stated Yes No stated Yes No stated Yes No stated
Combination - 2 =~ L 12 - p SN 6 9 - - 2 - S Sl
Manual LA - > RN T | Sea S 5 & = - 1l = A wik
Funetional 1 - - 2 & 2 2 = = 3 2 = - G A - 1 =

€91



TABLE 48

REWRITING TRANSCRIPT IS PERMITTED AS
INDICATED BY 19 TEACHERS

Inexperienced Teacher

Method Large School Medium School 8mall School
Men Women Men Women Men Jiomen
Not Not Not Not Not Not
Yes No stated Yes No stated Yes No stated Yes No stated Yes No stated Yes Neo stated
Combination - - - - 2 = - - - L -k = - - - s IS o B <
Funectional - - - - - 1 - - - ¥ A - o - bl 4%, |

991



CHECK --LIST

Shorthand Method

II1.

IiE.

1v.

Please check the method which you use: Manual ___ Functional ___
Direct Method ___ Combination of methods

Please check this list to indicate your minumum requirements for SUBJECT
PROMOTION from FIRST-YEAR SHORTHAND and indicate the bases of marking
the papers that determine this promoticn,

Reading and Penmanship Requirements

1, Do you require a specified reading rate? Yes _ e

. What reading rate do you require? _
. Must the students meet specified penmanship requirements? Yes ___ No___
« Must they qualify for O. G. A. membership? Yes ___  No ___

TN

Administering the Theory Application Test

L. 1Is passing “the Theory Appllcation Test as contained in the Gregg News
Letter required? Yes _ . —

2. Do you require the passing of some other theory test? Yes __ No ___
If so, how many words does it contain? Is this a word or a
sentence test?

3. At what rate per minute do you dictate this test?

4. What per cent of accuracy do you reguire?

5. Must the student pass this test more than once? Yes ___  No ___

Acdministering the Dictation-Transcription Test
1. Is a five-minute continuous dictation test required? Yes No ___
If not, what length continuous dictation test is required?
At what rate do you dictate this test?
Do you require typed transcripts? Yes __  No ___
Do you have transcription rate requirements? Yes ___ No ___
What is your transcription rate requirement?
Do you require a 95% accuracy in transcripts? Yes . R
(With a 95% accuracy we mean 5 errors to each 100 words.) If not, what
per cent of accuracy is required?
7. What quality of material is used:
A. New Gregg News Letter material?
B. Practiced Gregg News Letter Matzrial?
C. New material similar to Gregg News Letter:
D. Practiced material similar to Gregg News Letter?
E. New material easier than Gregg lJews Letter?
F. Practiced material easier than Gregg News Letter?
8. Do you give a preview of difficult vords before dictating test?
9. Are students permitted to read notes before transcribing?
10. Are students permitted to use dictisnary while transcribing?
1l. Are students permitted to erase?
12. Do you permit students to rewrite transcript? -
Measures Used to Determine The Achievements of The Students
A. The Percentage Rating System
Please check either the first or second column on the next page
sheet if you use this system.
What per cent of accuracy is required for passing?
B. The Passing or Failing System
If you base your requirements ‘or subject promotion on this
system, please indicate on the next page which you consider mailable
and which unmailable errors.
a. What is the maximum number of errors that a letter can have
to be passing?
b. How many of these may be errors which can be corrected be-
fore mailing?
c. How many of these may be errors which are considered unmaile
able errors?
C. Mailable Copy System
If you base your requirements for promotion on mailable matter,
check whether you consider that the listed errors make the material
mailable, mailable with correction, or unmailable.
a. Do you base your grade on accuracy only?
b. Do you base your grade on i composite requirement in
accuracy and transcription rate?
c. What is the maximum number of mailable errors per 100 words
allowed for minimum passing mark?
d. What is the maximum number of mailable errors with correction,
allowed for a minimum passing mark?
D. Other System (Please name and state procedure if you use a system not
names.

o B o

Yes No !

-

o Jou fon jos Jon jun [ne
ws Jor fon Jae fou fou fos




fnis part of the check-list deals with only the
dictation-transcription tests. Please Check
Only That Division Jhich Represents Your System
Of Marking.

Please insert items which are not listed but
which you consider in grading.

: Percentage : rassing or : Lailable copy : Other System
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Uneven indentation of paragraphs

Two spaces between words
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Incorrect spacing after punctuation
Neat erasures

.
selonfon

Careless erasures

snfoslonlnalon sl
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Transposition which changes context

seloajan

sefanjos

7 Transposition which does not change context

Wrong word which changes context

sajaslocfon|osfas
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9. Wirong word which does not change context
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10, Omission which changes context

k.

snfoesfonjonfonjnnfns

11. Omission which does not change context

ssfjoenfocjonlonfanan

slnejoeclosfjasjonjonjas

12. Inserted word wnich changes context

LN CER O O DR T

13. Inserted word which does not change context

14. Misspelled word

15. Syliabication

16. Strikeover

svfoafosfon|an

17. Typographical error

186. Punctuation which changes context

19« Punctuation which does not change context

20. Poor placement on page

wlonlos |aofjaslon]osfan

..

2l. Capitalization

wofonfon joesjosfosfonlon fos

22. Word repeated

enfesfunfos |snfasfonies]

snfoslen|os [enfos

23. Paragraphing

2ly. Abbreviations where word should be spelled out

LR
safesfosjoscfes

ssfanfen

safsafonfanfonloclonfon onfunlonjanfosfanfus
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SHORTHAND AUTHORITIES WHO WERE ASKED TO SUBMIT NAMES OF HIGH SCHOOL TBACHERS
WHCOM THEY CONSIDERED "COMPETENT" OR "OUTSTANDING" SHORTHAND TEACHERS

1. Mr. Clyde I. Blanchard, Managing Editor
Gregg Publishing Company
270 Madison Avenue
New York, New York

2. Dr. E. G. Blackstone
University of Southern California
Los Angeles, California

3. Miss Ann Brewington
Assistant Professor of Business Education
The University of Chicago
School of Business
Chicago, Illinois

4. Miss Helen W. Evans
Gregg College
Chicago, Illinois

5. Dr. Hamden L. Forkner
Teachers College
Columbia University
New York, New York

6. Dr. John Robert Gregg
270 Madison Avenue
New York, New York

7. Mr. W. W. Lewis
Gregg College
Chicago, Illinois

8. Mr. Louis A. Leslie, Vice President
Gregg Publishing Company
270 Madison Avenue
New York, New York

9. Dr. Paul Lomax, Chairman
Business Education
New York University
New York, New York

10. Mr. R. R. Masterson
San Angelo College
San Angelo, Texas

11. Mr. Charles G. Reigner, President
The H. M. Rowe Company
Baltimore, Maryland



12. Miss Helen Reynolds
Assistant Professor of BEducation
New York University
New York, New York

13. Miss Eleanor Skimin
Northern High School
Detroit, Michigan

14, Mrs. Esta Ross Stuart
University of California
308 Haviland Hall
Berkeley, California

15. Dr. Rowena Wellman
Associate Professor
Kansas State Teachers College
Pittsburg, Kansas



Ze

Je

4.

5.

G

7.

9.

1o,

The schools and the counties in which they are located
in which the 164 teachers taught who sent usabls replies.
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Adair County
(1) watts uigh school

4lfslfa County

(2) amorita sigh School
(3) Lambert High School
(4) Cherokee High School

Atoks county

(6) 2toka uigh school
(8} stringtown nigh School

Beaver County

{7) Beaver Eigh school

Beckham County

(8) Erick High School

Blaine Coanty

{9) Okeens Figh School
(10) watonmga liigh sSchool

Bryan Coanty

{11) Blue Nigh sSchool

Cadco (ounty

(12) Apache High School
(13) Anadarko High School

e
(14) Calumet Figh School

(15) B1 Reno Kigh School
(16) Yukon ligh School
(17) Okarchee High Sechool

2(__:*" Goanty
18) Ardmore High School

(19) »ickson High School
(20) Plainview High School
(21) Healdton =igh School

(22) Mcdan, Dandee Iigh School

kee county
(28) Tahlequah ¥igh School

m‘ ataw county

{24! Hugo Figh School

13

14,

15.

16,

17.

18.

19,

21

iZ2e

23e

:level an
} Yoore T gb School

(26) moble High School
{27) Womsn High School
(28) Lexington 1igh School

;0al Comnt
(29) Coalgate ©igh School

gouanty
20) Cchattanooga ¥igh School
{21) Sterling uigh School

otton County
32) Tample High school
(33) walters I'igh sSchool

5%1? %bln Figh School

(35) vinit: High School
(36) weleh High School

k Coanty
ia?) Bristow wigh school

(38) Zellyville pigh sehool
(39) 0ilson "igh School
(40) Xlefer jiigh School

13 aan

41} Butler Migh School
(42) weatherford !igh School

re Comnty
(43} Jay High school

Lewey County

(44} Leedey nigh School
(45) Seiling vigh school

1lis county

(48) Gage ligh 3chool
{47) shattack High School

Garfield County

(48) =nid High School (2)
(49) Garber "igh 3choel
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31.

S2e

53

34.

35e

36.

rvin County
50) Lindsay High School
{61) Pauls Valley High School

{b2) wynnewood High School

Grady Coun
(63) Chigkasha High School
(64) minco High School
(56) Rash Springs 11igh School

grant Coun
56) Medford High fchool
(57) Pond Creek High School

Greer County
(658) mangam High School

Hammon County
(69) Gonid uigh 3chool
(60) Hollis High School

Haskell County
(61; iinta High School

{62) McCurtain High School

H g8 (ounty
63) Holdenville nigh school
(64) wetumka Figh School

kson County
Eﬁﬁl Bldorado iigh School

faerson County
(66) waurika ligh Zchool

Johnston County
2575 Pishomingo Figh Schoel

%Za'f-n—hfkwall ¥igh Scheol (2)

{69) Wewkirk High 3chool
(70) Pomea City ligh sSchool (2)

Kiowa County
(71) Hobart High School
(7€) sSagéer High sSchool
(73} noosevelt ¥igh School

Aaticer Coanty

(74} Psnola Eigh Ochool
(?8) wilbarton High School

Leylore County
i?&) Heavener High school
(77) Poteau High School

39,

40.

41,

42,

43.

Lincoln Count
Z'?&l Stroud #igh School

(79) wellston High School

unt
Mualhall Figh School
(81) Crescent ¥igh School

lain goanty
82) Parcell High 3ghool
{83) washington High School

MeCartain County

84) paworth Yigh gchool
(85} Brozen Row ¥igh school

ielntosh (oanty
(86) Checotab High school

a unt
87) Dougherty Vigh school

44. Lu‘%gﬂﬁ County
} Port Gibson Wigh school

45.

46.

47.

48.

49.

obl

(89) uskoges Wigh School
Ccoanty
90} Perry nigh School

ta County
91) Wowa®a Hizh School

kfuskeg County

92) Beardea Tlgh 3chool
(33) Paden High School
(94) weleetka High school
(98) mason wigh school

Qklahoma Coanty

96) EBdmond ¥igh School

{97) Rdmond, Centril High Sehool
{98) Oklahoma City igh School
(99) Oklahoma City, Central

High =2¢hool

(100) Oklahoma City, capitol 7ill
High School (2)
velahoma 1 ty, Classen
Figh School
(102) cklahoma Ccity,
High school
‘utnam City High School

(101}
Foster

(103)

ngﬂa ant!

(104) Morris jligh School
(108) Schalter Figh School
(106) Okmulgee High School
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61,

53.

55.

b6.

657.

58.

E9.

604

61.

Qeags Qowty
(107) Avant High School

(108) Hominy High School
{109) Pawhaska Figh sSchool
{110) Pallant High School
{111} webb City uigh school
{L1Z) wynona High School
(113) Grainola pigh School

Ot tawa County

(1i4) commerce High 3School
[115) wynandotte High School
(116) Pairland High School

Jawnce Loumty

17) ¢leveland High School
{118) Maramec Ligh GSchool
(119) Pawnee High School
(120) Jemmings Hioh School

_‘F!“_‘ Loun
121) stillwater nigh School
(122) fale High School

risteburg coanty
(123) licalester High School
(124) raileyville Nigh School

contotoc (oanty
f‘Iam Fiststown Jigh School

ottowatomie County

(126) Dale ligt cehool
(127} wenetta High School
(128) garlsboro High School
(129) uaude Wich School

Pughms goanty
30) Lattan Eigh School

Eoger uilis County
(131) Hammon High Cchool

%]__,'___wimlo County
£) Bowlegs High School
(133} Seminole Wigh Schoel

(134} wewoka High School
(135) New Lima Figh School

uoyah County
(Es} Muldrow Figk School
(137) roland High School

tephens County
Eﬁa) uarlow Higk School

(139) puncan Eigh School (2)

62.

63,

65.

67«

68.

Pexas county
iﬁﬁ) Hooker Migh Sehool

Iillman County
(141) pavidson Wigh 3chool
(142) raniton 1igh School

Talsa Coanty

(147} Bixby High School

(144) Rroxen Arrow High School

(145) glenpool High School

(148) sand 3prings Migh school

(147} Talsa, Daniel Webster
H#igh school

(148) Palsa, Central High
Sehool

{149) Tulsz, "1l nNogers
Bigh school

{150) 7Tulsa, Bast Central

shinecton Connty
(!ﬁﬂ Bartlesville Eigh School

(152} Copan High Zehool
(153) Dewsy High 3chool

oung

shita ¢ Vi
%15&5 P11l High School

(165) sentinel High Zchool

oods County

(166) alva Rigk tchool

Joodward County

(157) Matual 5iigh school
{158] woodwarxd High School





