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ABSTRACT

The study was to determ ne the effect of
deferred transcription upon students' achievenent in
shorthand dictation as conpared to transcription of the
sane shorthand notes inmmediately they were witten.
Specifically the study was ainmed at finding out if
vari abl es such as correctness of shorthand outlines
i.e. dictionary correct witten outlines had any effect
on the ability of the student to transcribe accurate
notes on the day witten anda week after. Also factors
such as, transcription skills, correct English gramer,
spel lings, proofreading and typing skills were | ooked
into. Two polytechnics were sanpled for the study.

Al students in the National D ploma Il (ND I'l') class
of each of the polytechnics were respondents. The two
cl asses were made up of fifty-six (56) students. Two
pre-recorded passages of shorthand dictation were
used. The first passage was a warm up passage which
was dictated at 90 words a mnute for two m nutes. The
students were not expected to transcribe this passage;
It was used to famliarise the students with the
dictator's voice. The second pre-recorded dictation
passage was the actual test material which was marked
and analysed. It was dictated 80 words a mnute for a
period of three mnutes wth a standard syllabic
intensity of 1.4. Accuracy of the transcription was

expected at 95% with a 5% error margin all owance.
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Forty-five mnutes was allowed for the transcription
of both the non-deeferred and deferred transcription.
Shorthand notes of the students at the first transcrip-
tion (non-deferred) and the transcript were coll ected.
The same notes were returned to the students a week
| ater under their coded nunbers for deferred transcrip-
tion. In older to test the proposed null hypothesis,
the Chi Square ( X?) test was conducted. The null
hypot hesis were either accepted or rejected at the 0.05
| evel of significant. Results of the study showed that:
(a) there was no significant difference in student

achi evenent when students trancscribe shorthand
dictation prior to a week later

(b) the students' English know edge and typing
errors actually affected their achievenent in
the transcription of shorthand notes.

(c) students who tended to fornmulate their own
shortrhand outlines instead of the comonly
acceptabl e phrases and dictionary correct
outlines got themnore wongly transcribed in
non-deferred. This inability was al so |inked
with nenory and retention.

(d) | ocal Nigerian nanes were either wongly

witten or transcri bed or both.
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Definit

ion of Terms

Cold Notes{deferred transcription) Refer to shorthand

notes which were written a
week prior to the transcrip-

tion.

Hot Notes (non-deferred transcription). Refer to shorthand

Non-shorthand Transcription

Theory Errors

Transcription Errors

3- or 5- Minutes Takes

Mailable Document

ND

Dictionary Correct

outlines that are transcribed
immediatelly after they have
been dictated.

e€errors, Are spelling, punctua-
tion, and grammar €rrors.
Refer to an outline that is
not dictionary correct.

An incorrect transcription,
omissions, major variations
from the thoughts of the
dictator.

Refers to shorthand dictation
given at time length periods
of three or five minutes.

One that the "boss" will sign.
Abreviated form for National
diploma.

An outline that is a replica
of the Pitman shorthand

inventor.

xiii.



Chapter 1

INTRODUCTION

The effect of deferred transcription upon
students' achievement in shorthand dictation was looked
into by the researcher to determine the effect it would
have upon students ability to transcribe shorthand
notes. The ultimate concern of the author was to com-
pare the students' results on immediate transcription
with the students' achievement on the same shorthand -
notes when transcription is deferred for one week. It
was the researcher's interest to find out if there are
factors that militate against the achievement of such
deferred transcription when compared with on-the-hour

transcraption.

l.1 Background Information

Pitman Shorthand, regarded as one of the most
widely used international system today, was invented by
Sir Isaac Pitman. The first edition of his shorthand
system was published in 1837 after he had spent half a
century improving it.

The subject of shorthand has been described by
the inventor, Pitman (1978) as the art of representing

spoken sounds by written signs.



Pitman (1978) also identified the purpose of
shorthand as to represent letters briefly and as dis-
tinctively as possible. These represented signs or
symbols are capable of being transcribed into conven-
tional longhand mostly with the aid of the typewriter
into mailable form.

Explaining further (Pitman, 1978)noted that®

Writing by sound means writing words as they are

pronounced and not according to longhand

spelling. In Pitman shorthand, English

alphabet consist of consonants and vowels,

combinations of which are used to form words.

Special signs are used to represent only those

consonants and vowels which are actually

sounded when pronouncing words.

The Pitman shorthand alphabet consists of strokes
which represent the consonant sounds, and dots and
dashes which represent the vowel sounds. Any consonant
symbol or combination of consonant symbols, with or
without vowel signs is known as an outline. Having
written an outline correctly, a Pitman shorthand writer
should be able to recognize and transcribe it without
any hesitoation. The writer should be able to transcribe
his shorthand outlines quickly and accurately into
typewritten or handwritten form, but mostly, it should

be in typewritten form at least for legibility and

ease. To buttress this fact Gartside (1970) said:



The handwritten transcription is unrealistic
- since it bears no relation to business practice,
which requires transcripts to be typed. 1In class,
written transcripts waste valuable time and should
N : therefore be restrivted to occasional test in
4 : circumstances where typewriting facilities
" are not available, .
Canning (1979} equally noted that typed transcripL

from shorthand, audio or manuscript is the ultimate

stage in the communication chain for the great majority

of applications of these skills.

The transcription of cold notes should not be

totally neglected by shorthand teachers as part of the

training instructional methods used tc impart the

CERSRSL T -

knowledge of the subject to their students.

Hampton (1976} in support of the above statement

- B -

said:

If shorthand outlines which can ke read

within the hour of the dictation can be

read any time, there would be no need

improving deferred transcription, activities.

If, however, students do have difficulty in

- reading deferred transcription, or ‘cold notes’,

- consideration should be given foxr the devel-
opment of this skill,

1.2 The Pitman System

Isaac¢ Pitman's shorthand system is distinct from

Aond O e

other systems before it. He differentiates it,

(Pitman, 1978) by saying that;

Sy el

Speed and facility of writing and safety of
reading are achieved by following a coherent
and comprehensive scheme: each individual sound
has its sound and signs, scunds of the same
family have signs with an appropriate family
“ likeness, so that with a little practice, the
. signs seem to produce themselves like snapshots
- from the sounds, and the sounds themsslves seem
to speak from the written page. -

- iZEss



Pitman (1978) attested to the extent of his short-
hand system usage as one which, it is believed, has
been tested for so long by many writers of such a wide
diversity of natural aptitude.

Pitman (1978) noted that:

Millions have used this system as a means

of earning a livelihood, and today, throughout

the world, whenever accurate and immediately

legible recording of spoken English is required

ir psrliaments and congresses, in the courts of

justice, and in cfrices of every size and sort,

there is Pitman Shorthand doing what a machine
can no effectively reproduce, the whole specch

and nothing but the speech in a form that i*

can v read like a book as soon as it is written

or ten years afterwards.

The -bility of the shorthand student (writer) to bs
able to 'rad his notes a week later as wel! as he did
the hour lhe wrote them is what the researcher intends b«
test. T effcctively carry out this thesis, Lhe
researche) chose to study secretarial studzonts of two
Polytechnics:

{1} The Federali Polytechnic, Kaura Namoda,

Sokoto State.,

(2) Katsina Polytechnic, Katsina, Katsina State,

The 1esearcher decided to study these two
institutions because of their similarity in couse o1
study proarammes and basic entry requirenients fon

candidates as well as the length of time required fon

La'eu.lu:tl, Lon.
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Eu' 1.3 The Federal Polytechnic, Kaura Namoda

%' The Federal Polytechnic, Kaura Namoda, Sokoto

| State, (1985/86 Prospectus) was established in 1983 tn

train technologists for the growing needs of the nation.
The Polytechnic is operating on a temporary campus

3 '::- within Kaura Namoda town which is 56 kilcometres

North of Gusau on the way to Jibiya. mAs to the primary

;}f " objectives of the institution, it is included in the.

4. 1985/86 prospectus, that;

(a) it was set up to produce higher and lower

i technical manpower for the national economy;:

(b)“ by its establishment, the govenment desires

o i e e e

that the nation's drive towards technological

p T
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development would be attained at a scmewhat
faster pace; |
{c) its graduates”would proﬁe themselves worthy
men and women who are able to use their brains
%  ._f'[- adeptly as they can apply hands. | |
. These ideals must be reflected in the type of training
i | and knowledge to which they are exposed. To embrace

this ideal in totality, it would not be a wmisgiving if

[T

properly trained secretaries are able to transcribe

their cold notes into perfect mailable copies. The

ST e

8 . Department of Secretarial Studies, which is in the

school of Business Management and Liberal Studies,

e R
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now (1987) coffers three programmes.

1. One year preliminary course leading to entry
into the-two year National Diploma (ND).

2. The National Diploma course is also for
students who have obtained a minimum requirement
of four credits in relevant subjects at the WASC
or GCE O'level obtained at a maximum of two
sittings which must include English Language.

3. Candidates with the Teachers' Grade II Certificate
with credits in four subjects including English
Language obtained at one sitting or R.S. A.
(Intermediate or Advanced) in four subijects
including Fnglish Language obtained at a maximum
of two sittings, could be admitted.

The Department of Secretarial Studies has a target
of 50 and 60 words per minute for its ND I students,
for the first semester, with a minimum of 95% trans-—
cription accuracy. Students are however, expected to
transcribe,using the typewriter, mailables of speeds
ranging from 70 - 90 words per minute in the second
semester.

| In ND IJ, students are expected to attain and

transcribe typewritten mailables of a speed range of 80

- 100 words a minute. The department in its final

marking assessment accepts only 95% accu}acy of type-~

written transcription with a 5% error margin allowance
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in shorthand. This standard is approved by the requ-
lating body of course structures and standards in all 1
Polytechnics and Colleges of Technology in ligeria, and
the National Board for Technical Education (NBTE}. w
In the 1987/88 dcademic year, the department had a
total population of 90 students cut of which 28 were in

ND. II.

1.4 Katcina Polytechnicg

H

Katsina Polytechnic, formerly owned by the Kadﬁna
State Government, is now in Katsina State, which was
carved out of Kaduna State on September 9, 1987.

The Folytechnic was established by the then North
Central State Edict No.l of 1975, while the law estab-

lishing the Katsina Polytechnic came into operation on

- 1st January 1983,

The Katsina Polytechnic (1985/86 Prospectus) is
situated on a very large and good site of about 1,600
hectaies extending between km 44 and km 11.2 along the
western side of trunk B rcad connecting Katsina town
with Dutsin-Ma.

Courses are offered in several fields leading to
the attainment of Certificates and National Diplomas.
Secretarial Studies is offered in the School of Admini-
stration and Business Studies. The department of secre-
tarial studies had 28 students in National Diploma II

{ND.II).



The National Diploma course in secretarial Studies
requires candidates to have entry qualification of four
credits and above in the GCE Ordinary level/School
Certificate or its recognised equivalent, two of which
must be in relevant subjects or Teachers' Grade II Cer-
tificate with merits in at least four relevant subjects

including English Language.

1.5 Statement of the Problem

The research was conducted to determine the
effect of deferred transcription upon students' achieve
ment in shorthand dictation as compared to on-the-hour

/
transcription of shorthand notes. Specifically, the |
study was concerned with looking into influences such
as:

(1) significant difference in accurate transcription
of on-the-hour dictation transcription of short-
hand notes as compared to deferred transcription,
i.e. cold notes of at least one week interval;

(2) the extent to which correctly written out-
lines are wrongly transcribed at the hour of
the dictation and a week later; |

(3) the inaccuracy of transcribing correctly
written shorthand outlines a week after they

have been written;



(4)

(5)

the types of errors commonly associated
with wrong transcription of shorthand notes
at the hour of taking dictation and

a week later, i.e. when deferred;

if the key subjects/skills like English and
typewriting really affect the accuracy in
producing mailable transcription of short-

hand notes.

1.6 Research Questions
The study addressed the following research
questions.

(1)

(2)

(3)

Does the secretarial studies student
undergo any special course in transcription
in the Department of Secretarial Studies at
the Federal Poulytechnic, Kaura Namoda and
Katsina Polytechnic?

Do shorthand teachers in these institutions
train their students in transcription of
shorthand outlines written by them from
their notes anytime other than from the
hour of dictation?

Dues the students' English grammar
(spel'ing, punctuatiocn and sentcnce con-
struction) affect their achievement in

shorthand transcription of deferred notes?



(4) Does the inability of the shorthand students
in following set principles of writing
affect their ability to transcribe cold

notes?

et e

() Is it possible for wrongly written outlines
to be transcribed accurately even a week
later (e.g. after the hour of dictation)?

(6) Do the students really transcribe accurately

L Rt Mobl AdRAgEE - Ame o o

their shorthand outlines written at that

hour as compared to a week later?

(7) Does the students' inability to type well

affect their achievement in transcribing .

i

deferred shorthand dictation?;fﬂf m

1.7.. Hypothesis

Towards effective study of the effect of deferred
transcription upon student achievement in shorthand

dictation, the following null hypotheses were tested:-—

(L) There is no significant difference in
student achievement when a student trans-

cribes shorthand dictation on-the~hour

[P A

prior to a week later. an

(2) There is no significant difference between

the inability of the student to transcribe

L e A (e S AN

Vi incorrect written shorthand outlines on de~ .. -

ferred transcription as compared with on-_. [ .}

the-hour transcription.
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(3) Accuracy of the shorthand transcript and
accuracy of the shorthand notes are inde-
pendent of each other.

(4) Students' English knowledge, and typing
errors do not affect their achievement in
on-the-hour transcription as compared to de-

ferred.

18 Significance of the Study

The purpose of this study was to determine whether
shorthand students could transcribe as accurately from
shorthand notes written one week prior to their tran-
scription as from notec written on the day cf their
transcription.

Secretaries in busy offices may not be chanced to
transcribe their shorthand notes on the day they take
them. This, however, does not mean they would not have
need to produce such important documents for their
executives thereafter. Stressing on the transcription
of cold notes, Wanous (1942) observed that in actual
office situation, transcription must Le done from cold
notes.

Gartside (1980) csupporting the significance of
this type of study, noted that immediate transcription
is not always possible in the office, thus making a
strong case for more practice in deferred transcription
durinag traianing.

NS HIM ISRA Laa
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Experimental data, Thurse (1938) do. not seem to be
avallable tc indicate the relationship between accurate
shorthand outline and incorrect ranscript, and con-
versely between inaccurate outline and correct tran-
script in shortahand achievement. It 1s noteworthy
that thils particular sudy will be significant and of
use particualaly to these groups of people; students,
shorthand teachers, institutions and employers/offlce
executives who are the consumers of thls category of

workers.

1.8.1 Student

Shorthand 18 an important tool to the secretarial
student, and his ability to transcribe dletated short-
hand passages accurately is a sklll appreciated by his
teacher and employer. The student of shorthand will
beneflt by the results of this study as some useful
suggestions con the causes and likely remedles of stu-
dents' inabllity to transcribe deferred or non-deferred

dictation notes accurately will be given.

1.8.2 Teacher

This study willl be of significance to the teacher
of shorthand., Findings of the study will be a polinter
to the teachers of this subjJect who may not have glven
careful recognition to assignment in deferred transcrip-
tion as part of thelr class instructlions to begin doing

50.
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Shorthand teachers will be able to benefit from
suggestions of this study and those factors that com-
monly associate with the hindrance of their students
to achieve in deferred transcription. They will also,
through the findings of this study be aware of the con-
sumers of their products - the employers' interest to
employ graduates who can produce mailable correspond-
ence from accurate notes even when transcription is

deferred.

1.8.3 Institutions

Definitely no institution of learning is
interested in existing so as to train students on any
skill that they cannot defend the certificates it
awards.

This study will be of significant importance to
all institutions that train secretaries on the need for
providing practice in transcribing cold notes, if they
do not do so already. Suggestions made at the end of
the study will be a guide to any institution that will
want to improve its students' ability and skills on
deferred transcription in Pitman shorthand.

It will be a thing of pride and publicity if any
institution receives praises and commendations from
employers of labour for the good performance of its

products at the discharge of their professional duties.



1.8.4  Employers/Executives

Secrelurial student education is for office
consumption, hence their training towards meeting
office and working life situation is equally impor-
tant. Ceonsumers (Employers) of this labour abound all
the differcnt forms of our business enterprises.
Detinitely no employer will be interested in employing
a secrctary who cannot effectively transcribec cold
notes into mailable copies. Today, growth in bLusincss
transactions has been increasing with great volume
of sccreta ial work. The present harsh economic con-
straints hove made it difficult for employers of
labour to «mploy more hands. With these constraints,
secretarie: in busy offices are unable to trans.ribe
shorthand rotes immediately, rather forcing them to
delay their transcription until a week(s) later.

Organizations, large or small require the
services of the secretary. Employers of such cateqgory
of workers take pride in the competent and efficient
performance of their secretaries, which helps to create
a good name for the company.

The findings and suggestions of this study'will be of
great help to the employer of the secretary. This
research should not be the final, but a beginning step
for other studies in the exploration of how shorthand
writers can improve their skill in transcriptiontion,
It, therefcre, should serve as a fore-running rccipe

tor institurions, and a fast growing world of business.



Chapter 2

REVIEW OF RELATED LITLErRATURE

2.1 Introduction

In this chapter,certain related literature are
reviewed to highlight findings on the effect of
deferred transcription upon students' achievement in
shorthand dictation.

Shorthand as a subject in our educational curri-
culum has been gaining much ground and high enroll-
ment both in the junior secondary schools, rcenior
secondary schocls and the (tertlary institutlons).

Trabuc (1938) has specially noted and confirned
that generally enrollment in commercial deparcments
has grown very rapidly. Far from the miscorcented
belie!f thit only the not-well-to-do in academics or
mcdiocres «nrnll for commevcial cducation, Trohne
(1938) stated that a large percentage of students with
high scho'astic standing is reported by most commercial
teachers. Their department can no longer be considered
a dumpine aground for low academic achievers.

Contributing their own observation in the same
positive direction, Molan et al. {(1967) found that
enrollment in business subjects has been on a tremen-

dous increase for the past decades all over the world.

L E



The business subjectes . . . which have the large !
enrollment, are the secretarial subjects - shorthand,
typewriting, English and office practice". It is
important that secretarial subiects should hold an
important place in business education as (Nolan et
al., 1967) business today requires large numbers of
clerical and stenographic employees and will probably
continue to do so in the foreseeable future.

Despite the high requirement and high cnrollment
of stenographic staff in the business world today,
there has been an acute shortage and an increasing
need of shorthand writers. A look at the daily news-
papers {(Mallim 1982) in this country, especially, will
reveal that out of ten advertised vacant opportunities
for employment four of them will be for secretaries
and stenographers with certificates in shorthand.

Mallim (1982) noted that there is a growing neecd
for shorthand writers in this country duc to grcateor
reliance on secretaries ii offices, and thalt insti uc-
tion in ehorthand should be geared towards attaining
cempelenc ;y needed in the ovifice.

This need poses a challenge to our institutions
that train and produce secretaries and shorthand
writers. ‘The quality of a good secretary begins [(rom
the training he receives in our institutions. Trabue
(1938) confirmed this point and need when he asserted
that . . . surely the continued existence of the
college depends upon the contribution of its araduaters

in the business world.



References related to the topic were cited under
the following sub-headings that reflect the majo-

variables.

1. Transcription.

2. English Language.

35 Typing.

4. Accuracy of shorthand outlines

5. Memory/time duration.

6. The shorthand typist and challenges of

modern technology.

2.2 Transcription

The ability of the secretary to write good
shorthand outlines at high speeds is not all that is
necessary for his competency in transcribing a mailable
copy. Competency in grammar, spelling and punctuation
errors contributes a lot in transcribing mailable
copy. The ability to type accurately at an acceptable
speed is alro a tool a guod secretary will need to
acquire.

One may pose the question of what is meant by
Leanceription skill, The werd tramscription las becn
defined by so many people in many contexts. Barlsley
(1977) definee transcriptioun as it applies to the
office and school as the integration of a myria of

skills and knowledge in producing mailable transcripts.
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+ « « in the classroom, the term may refer to perform-
ing one or more sub-skills of the complete process, or
it may refer to the entire process as it is performed
in the office situation.

Tonne <t al. (1965) described English Lanquage
(usage, spelling, punctuation), shorthand and
typewriting as the basic skills in transcription. They
went further to statre that “Arills, drills and more
drills" are necessary for mastering, and stressed that
students should be made to transcribe shorthand notes
of dictation loaded with punctuation, spelling, and
homonyms .

Gartside (1970) also noted that

Many cother factore besides ability to

write good shorthand and to type well are

involved in transcription. Specifically word

spelling sense, especially skill in dealing

with such common mispelt words as "accommodate",

"necessary" "receive", and "fulfill" and with

less common words such as . . . "accelerate®”,

"acquicsce", "facsimile" and "superannuate",

weakness in spelling necessitating frequent

references to the dictionary, lower transcription
rate considerably, and while it is commendabl~=

to consult a dictionary in uncertainty, it is

much more so to master the spelling of all words

in common use.
Stocddard (1981) also agreed to certain non-shorthand
knowledge and skills to be heart and soul of an effec-
tive transcription proagram and hence constitute the

essence of a language arts dimension of shorthand/

transcription program. He said:
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. « » Sense, providing spontaneous recognition
of differences between similar words, such as
"practice", "practise", "council", "counsel™,
Yaffevt", "effect", "stationery", "stationary."

The luanguage arts knowledge and skills that

must be mastered if students are to produce

mailable work are inherently related to punc-

tuation rules, grammar word division rules,
capitalization rules, and proofreading ability.

. - . the shorthand/transcription teacher

should not plan to teach every punctuation

rule, yrammar rule, etc., but should emphasize

the moust frequently used and abused language

arts items.

In thes same defence Whitehead (1979) defined
transcription as "the conversion of dictated material
into finished correspondence ready for signatures”.
And contended that transcription requires a complex
series of decisions for a real working life situation
{cut of closs need) which start with the choice of the
correct size style of lecterhead paper and the right
number of carbons for copies.

Transcription skill does not suddenly apnpear
. » » it is the rcsult of careful planning and cons-
clentious practice. Heard (1960) likens this to a
fine building that is shaped from the original plans
of the architect and the skillful and detailed work of
the carpenters, bricklayers, and other workmen. Fach
is vital te the final project. In thro&ing more light
to the above Heard (1960) said that transcription skill
18 not merely the adding together of the separate
skills of shorthand reading and writing, of typewriting

and of English usage; it is a terminal skil) resulting

from the fusion of the separate component skills.
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The art of transcription must be taught, hence,
one needs to develop the skills discussed ealicr to
produce a perfect shorthand transcription, be it of
hot or cold notes. Chorthand transcription proficiency
cnables the student to adjust to complex situations.
Such complex situations that could aid proficiency in
shorthand transcription when learned were identificA
(Wanous 1942) as reading one's shorthandnotés to qst-
the thought of the dictation, typing, spelling,
punctuation, capitalizing, editing, consulting referen-
ces, proofreading, arranging material, and handling
stationery. Wanous (1942) concluded by stating that
the task of coordinating these activities into real
transcription ability and of using this ability wisely
in a variety of job situations calls for expert
training.

Russon (1968) in accepting that transcription ie
the ultimate goal of achievement in shorthand, stated
that the recording of shorthand dictation at ever
incrcasing raotes is of little value unless an accurate
typewritten transcript is made of the notes. He
defined transcription as a number of skills rather
than a single skill. . . . the student must be able
to typewrite, . . . must be able to read his shorthand
fluently, . . . must have minimum abilities in English.
Therefore it is believed that the best results are
recached if a shorthand student has already attaincd

some proficitncy in typewriting and Enqglish previous
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to his enrollment in shorthand.

From & business stand point and the stand point
of those who vtilise the services of secretaries, the
ultimate ain of all transcription of shorthand is the
production of typed correspondence and reports in
mailable form, Teachers of shorthand should, therefore
look at the transcription process as more than a
combination of skills already mastered separately
considering the range of problems entering into
transcription.

Gartside (1970) rounds up this point more clecarly
when he pointed that there is much to be said for
regarding it. . . . teachers should not see it as a
mere fusion of separate skills but a skill that needs
to be taught with much the same care as any other
skill. He also differentiates between straight
copying irom copy and typing from shorthand notes by
saying:

. « » copy-typing is a direct process involving

no change in the form of the symbols used.

But typed transcription introduces on

immedinte step, since the operator works

from symbols that must first be converted

into a mental image of the words to be

typed before the requisite figment

movenients can be activated.

In order to overcome the problem of not beirg able to
transcribe shorthand symbols into valuablc script,

some writer: have recommended an early transcription

course. With the early approach to transcription, the
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subordinate skills involved in typing fromtghérﬁhand
are integrated smeoothly and naturally with the
student's growing shorthand typewriging potentials.
Gartside (1970) in his contributidnsz this stated

that: 5o

Transcription consists at first in the

. typing of single words which may be

- written in shorthand on the chalkboard - i
or taken from the printed shorthand in - ..
the text book. However, if the teaching =~ %
of typewriting has preceded the teaching
of shorthand, the link with shorthand
may take place as soon as instruction in

. shorthand begins.

ﬁe q;so believes that through this method from the
f&bing of single words the student graduates to the
typing of short sentences and paragraphs and, later,
to the typing of longer passages always from short-
hand material that has been previously studied with
which he is familiar. 7. '

It is not an overstatement to say that this study
is highly significant as most students do not have any
transcription skills and moreso, when it is_in_qonnec—
tion with c¢old notes. Wanous (1942) in séfégélhélthis
need, pointed out in his write-up that it is no missta-
tement of fact to say tha£ stenographic stu@%qtslare poor
if the students cannnot transcribe mailabléqﬁééeg.
woefully deficient in their ability to transcribe cold
notes. He further stated that studies show that as a
- rule, students who f£inish the prescribed course in

stenography turn out work which fails to attain a 50

per cent mailability rating, _

an




Most shorthand teachers have only bhotheved Lheie mi
(Russon, 1968) in giving dictation tests to their
students with a view to achieving a high speed of
taking dictation.

Few of them bothered about the accuracy and mailability
of the sliorthand transcription.

Stoddard (1981) discouraged this attitude of
shorthand teachers when he wrote that:

Whenever shorthand/transcription teachers

talk about the accomplishments of their

shorthand/transcription student, the

teacners inevitable relate exclusively to

the speeds which their students can pass

three minutes speed test with at least 95

percent accuracy. This phenomenon is

predictable and reflects the 'normality’

of business teacher behaviour; a pattern

which might be labelled the speed syndrome

in shorthand/transcription.

He therefore noted that this behaviour pattern is
probably one of the greatest deterrents to appropriate
success patterns in the teaching of shorthand/tran
scription because teachers judge their succecs almost
totally in terms of the speeds at which their stulcnts
write shorthand. And concluding that typically, no
considcratior is given to the real reason for the

shorthand/transcription programme - the ultimate goal

of shorthand /transcription.
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It is the researcher's strong opinion that the
shorthand transcription programme for secretarial
students should be aimed at training students in
producing mailable copies from their dictation notes.

Stoddard (1981) expressing the need for this
training comm: nted that:

The ultimate goal of shorthand/transcription
should be reflected in the student's ability
to preparc typewritten copy that is free of
errors an that "thie boss' will accept without
further revisions. . . . mailable copy does
not occur avtomatically simply because the
student is a fast and accurate typist. Nor
is mailable work achieved because the student
is a fas! and accurate shorthand writer.

. » - the final job-competence measure of the
shorthand/transcription student is his/her
ability 'o write shorthand and then to producc
document in mailable form at a reasonable ra‘e
of speed.

As it has been noted that a typical business
person would not want to accept a poorly typed document
that will invariably be sent back to the secretary -
certainly with "mixed-grill" - for corrections. It
will be to the best intecrest of institutions and the
responsibility of teachers that train such secretaries
cherish in their training lectures, such errors that
can cause a document to be wnmailable.

Contributing to this thought Stoddard (1981) wrote
that the teacher must ensure that students thoroughly
master the knowledge and skills that will ensure the
avoidance of an unmailable document. He also belicves

that most of *these skills are "non-shorthand" in nature



and hence the student's ability to deal with them is
closely connected with shorthand speed ability.

In support of training shorthand students in
developing skills necessary to produce mailable
copies, Rome (1960) wrote that, every classroom
activity - beginning and advanced theory, dictation
and transcription - should be oriented towards mail-
ability. He did not reserve his feelings too in con-
firming that mailability is the ultimate end of any
shorthand transcription - thue he said: This ig
especially true of testing which can be highly motiva-
tional in promoting students interest in being the
ultimate end of all shorthand instruction - the mail-
able transcript. He therefore concluded by saying
that, shorthand containing the transcription element
serves as the lest all-round evaluation of the
student's learning program.

Mailability has been actually acclaimed the ulti
mate goal of shorthand/transcription. Steps neces-
sary, howecver, for achieving mailability lLave been
overlooked by some shorthand teachers. Reading and
proofreading are some of the mailability skills one
could acquire.

Shorthand notes, whether cold or hot should be
read with ease. Danneman (1960) wrote that . . .

reading shorthand is the foundation for future ability
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in transcription. He suggested that it should be
tauvght and practiced from the beginning of the first
semester of shorthand.

This is a basic principle of teaching transcrip-
tion devise that is too often overlooked by some
teachers of shorthand. Too much attention is given to
the modality of selecting students in the class to
read. Students' registers should be kept and made in
such a way that every student in the class is allowed
a chance teo read and his record of performance
graded. Stressing on its impertance, Donneman (1960)
said that:

Classroom reading is very important and

should not be overlooked. . . . by having

students recad you can tell how well they

have prepared their assignment. By giving

every student a chance to read in the class,

it gives the teacher a good chance to help

students and prod the lazy ones.

Stressing the necd for developing secretarial
students' reading skills either for cold or hot notes,
Whitehead (1979) maintains that there should be
complete mastery of the typewriter . . . it includes
both speed and accuracy and also skill in the correc-
ticn of eriors. Considering that . . . constant
practice in reading back cold notes will pinpoint poor

outlines and hclp to overcome future difficulties with

transcription.



Experim nts bhave shown that the speed at which o
shorthand writer reads his notes is the same speed at
which he writes. Heard (1968) warned students:

. . . do not be contented to read the

shorthand of either your textbook just once,

read the same paragraph or passage until

you can do so without hesitation at speed

equal to your writing speed. Noting that

. « . a5 your reading skill and speed

advance, so do your writing skill and speed.

He therclore advocated the development of minimum
reading writing skills before starting transcription
course.

In support for the need for reading skills as a
necessity for achievement in shorthand transcription,
Crank (1979) wrote that if reading skills in shorthard
are developed etfectively, students will be able to
perceive thought units rapidly, without having to read
cach linc separately.

The teaching cof deferred shorthand transcription
can only be improved if shorthand teachers will
encourage their students to proofread their dictated
materials in the class and even days after they have
been taken. This will surely help in obtaining mail-
ability of transcript.

Driska (1972) pressing on the importance of proof-

reading advised shorthand teachers to:
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. . . 7t a great deal of stress on proof-
reading. Try this procedure occasionally
with your 3- or -5 minute taking. Have
each student proof his take at least three
times and look for different types of
errors cach time he goes over the transcript.
On the first proofing the student

comparcs his typewritten transcript

with his shorthand notes to be sure

that there are no omissions and that

he has actually transcribed what he

has in his notes. On the second

proofina the student looks just for
spelling errors; on the third proofing,
for punctuation and to see if the
sentences make sense - that is, agree-
ment of subject and verb, and such

things as "you letter” instead of

"your letter”. 1If you will have

each student proofread for specific
errors, he will find and correct more

of his errors before handing in the

3- or -% minute takes.

Driska (197°) also suggested that the ability for a
student to transcribe perfect and mailable transcripts
have been traced to interesting and worthwhile
experiences in the shorthand class. He said:

In begirning shorthand, read with your

class in order to set the reading pace,

Stop occcasionally to see if your

students are continuing at the rate set

for them, if they are not, start reading

with them, again to encourage faster

reading or notes. Spend a great deal of

time in beginning shorthand on improving

the students' reading rates, by devoting

one or two minutes during the class to

individual, timed, silent reading.
Driska (1972) also encouraged the need for deferred
transcription in the class stating that . . . dictate
70, 80 and 90 w.p.m.; let your students transcribe

outside of class whichever they get best, bring it in

the next morning, and check the takes in class.
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Achievement in must transcriptions, be they on
'cold' or 'hot' notes have been traced to be more goal-
directed, when they are proofread, be it in the
examinatior or real office life situation. 1In this
light, Camp (1979) wrote that, once students learn how
to proofread efficiently, they will be better prepared
to meet the challenges in the modern office. He went
further to note that what management people
consistently louok for when hiring office workers today
are increasingly involved with some kind of error
detection or verification. Certainly, this enables
the efficient secretary in the office to cover much
ground in other works awaiting him on his table, than
having to r«peat the same task many times before
achieving mailability.

In recognition of this need in respect of +:.an-
scription, Russon (1968) stated that one of the skills
a stecnographer, sccretary or typist must have is the
ability to locate and correct his own errors. He is
of the belicve that proofreading skill has plagued
shorthand 'cachers, and therefore, suggested that the
aspect of asking students to proofread their job after

transcribing is essential for any mailable material.



30

2e3:) Enalish Language

Many wiilers and researchers have shewn that the
grasp of English Language has a very positive effect
in achievement of shorthand transcription.

Mallim (1982) stated that as Pitman shorthand is
based on the use of Fnglish Language, it is pertinent
that the useivs of the system must ke fluent in the
language. This means that one should have a good know-
ledge of syntax, vocabulary, spelling and punctuation.

Mallim (1982) also in his findings noted that
some students attain higher speeds in shorthand but
fail in transcribing their notes due to spelling and
grammatical errors. |

In support of this observation, in the WAEC report
(1980), it was remarked that many candidates failed
shorthand because they interchanged words which scemed
to sound alike without bolLhering to consider the
meanings of the statements. The report concluded that:

Many students who obviecusly had attained

the required speed skill failed because

of poor knowledge of the English Language,

particularly in spellings.

The following words were spelt wrongly:

"Cricket", "relevant", "tennis", "hockey",
"Jerseys”,; .s.
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The following errors were fairly common
". . . as soon as you possible can . . .",
". . . sports equipments . . ."

". . . long tennis . . . and sucker . . ."
(tor possibly, lawn tennis and soccer).

"The roson why people save are many .

"not even the wisest man whoever leaved

came anyway (for lived and anywhere)

near vsing the full extend of . . . the
human brain®.

Completc mastering of English in all 1its ramifica-
tions is a very important tool for the secretary, espe-
cially during transcription. To support this important
note, Whitehcad (1979) stated that whichever way dicta-
tion is perc<ived, through hearing the tape recording,
the secretary has to make instant decisions about capi-
talisation, punctuation, spelling and presentation.

As an example to buttress the above need, he wrote that
the phrase 'the minister's ten objections' might be
rendered;

The minister's ten objections

the minister's 10 objections

the Minister's ten objections.

He concluded by advising that it is important, therc-
fore, to take training in the use of English seriou:ly
when undergoing secretarial training,

In their contribution on the importance of English
Language in shorthand and the reasons for low progress
in the subjzct, Pophan et al, (1965) <tated that some
students enter with defficiencies in English grammar,

reading, listening, and hearing phonetic sounds accura-

rately.



They went further to warn that, unless such problems
are identificd at the beginning of shorthand instsuc
tion and corrective measures are taken, both students
and teachers become frustrated.

Expert shorthand writers have not found it easy
to write shorthand and reproduce such symbols into
readable longhand without actually acquiring certain
skills. Heard (1960) confirmed this by writing that
to produce the spoken work you need skill to take down
in shorthand from dictation, and then you need to read
your shorthand notes. He noted too that in addition to
taking down accurate shorthand notes, the secretary
needs to spcll and to use words correctly, punctuate
and to paragraph correctly, and, on occasions, even to
correct errors of grammar or arrangement of sentence.

Most schools that train secretaries, from this
rescarcher's preliminary survey, do not seem to teach
transcription skills as a separate subject with much
emphasis. Poor production work in the achievement of
shorthand dictation is scometimes traced to poor tran-
scription as a result of the lack of incorporating it
in teaching instructional packages.

Rundnisky (1978) in her writing about 'A success-
ful formula lor teaching and learning shorthand tran-
scription' noted that Business Education reccgnises

the fact that many of their students are deficient in



English gronmar and punctuation ability. Tt is this
deficient =kill, she concluded that need to be given
due attention in shorthand transcription instruction
as these skills are vital to producing a mailable

transcript from shorthand notes.

2.4 Typing

Apart from the much discussed qrammat}cal skills
as a means for achieving perfect transcription in
shorthand, it has been noted that poor typing skiiis
too can affect the achievement of the goals of tran-
scription. Wanous (1942) wrote that many students
undertake transcription bcifore they have beccome
masters of the typewriter and often too little stress
has been placed in their typewriting instruction on
those techniques that are important in transcription.

Poor typing skill is one of the problems thal can
prevent students from achieving set goals in transcrip-
tion. Actually, the aim of writing any shorthand notes
is to produce such nctes in longhand accurately for
others to read, mostly with the aid of the typewriter.
It is not vnlikely for a student to mess up his well-

written shorthand dictation because of poor typing

skills.
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Students should be allowed to master typewriting
speed up to at least 25 words per minute before under-
taking transcription. Some learned authors and re-
searchers have advised with precepts to this fact.

Russon (1966) obscrved that mailable transcript
is the ultimate goal of shorthand. The recording of
shorthand
at ever incr~asing rate is of little wvalucz unless an
accurate typrwritten transcript is made of the notes;
. « « the student must be able to typewrite. He went
further to advise that the beginning student in short-
hand should have had at least one (preferably two)
semesters of precvious typewriting.

Heard (1960) has suggested, too, that before
students begin any transcription course or programme,
it is advisaibhle that they should have acquired short-
hand readingy and writing speeds of 60 - 80 w.p.m. with
simple display.

This, it i¢ believed, would be a level at which the
student will be able to combine the motor skill of
direct typing from shorthand notes with maintenance of
a comfortable r1hiythmic speed.

The inability of the student to master the type-
writer very well has adverse effect in his transcrip-
tion achievement. If the student's speed is low, and
if he has not actually mastered the typewriter, he

will be tenpted to look at the typewriter while h-, at



the same time attempts to look through the shorthand
notes. With this, mistakes ure inadvertent as it ir
easier for him to omit words and even skip lines,
Therefore, the lack of proper mastery of the typewri-
ter and not keeping away from the bad habits in typing
cach to the following situation noted by Wanous (1942):

The transcriber often looks at the copy to

see whether he has made any errors in typing;

he sometimes gazes off into space while he is

trying to recall which word was dictated at the

time he made ann indistinguishable outline, he

may look at the keyboard to check his home

position after a pause; or may look up tn see

whether he is near the end of a line and make

no use of the bell on his machine.

Mallim (1982) traced students bearing difficulties
in shorthand to typing errors such as over-striking,
poor erasing and omissions, (where transcription is
done on the typewriter).

In further indentifying typing problem as one of
the causes for students' inability to achieve in short-
hand transeription, Canninag (1979) in his own contribu-
tion asserted that students often fail in shorthand
transcription because they do not check their work
with sufficirnt care, either the transcript against
the shorthand note, or the typing against the stand-

ards of conventional accuracy and presentation that

should have teen taught.



2.5 Accura .y of Shorthand Outlines

One othar fact that has been traced to achievement
in transcription is the writing of accurate shorthand
outlines. 7Th: writing of accurate shorthand outlines
has been considered an offshoot of well tutored
instruction on the principles and theories of writing
shorthand outlines.

Grinstead (1967) noted that an underlying prin-
ciple of developing shorthand skill is having a good
knowledge of theory. He further advised'that the
presentation of theory in every lesson plan should be
based upon the needs of the class as shown through
some evaluative instrument. Weaknesses of students in
thecry and writing of brief forms can easily be recoqg-
nised by the teachers during their many hours of tea-
ching when evaluating shorthand papers.

Students are nften not asked to keep their evalu-
ated papers that contain corrections, this could con-
tribute to the possibility of students' making the
same errors over and over again. Grinstead (1967) has
noted that this type of evaluation loses a great deal
of important as a teaching technique because only
incidental weaknesses are recalled when planning an-

other lesson.
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Some teachers de not even give back Lo thcoin
students «valuated scripts, therefore, denying them
the opportunity to note mistakes made and poscille
corrcctions taken.

Grinstead (1967) advised that after papers have been
graded and recorded, hand them back, allow students to
make nota! ions of errors for their own information and
review, anrd have all evaluated papers returned for
further analysis.

Siegel (1956) quickly noted that some psycholo
gists agrced, that too early attention to errors
retards the eventual learning of skill.

Poor shorthand cutlines coupled with not going by
the shortland set theories for achievement in tran-
scription, often lead to poor performance by students.
From cxperience, many students, often believe thal
writing any outline in dictation is no problem as long
as it can be transcribed.

In his own view, Cannning (1981) concluded that:

. . . the standards of writing shorthand,

both irom the view point of accuracy of

outline and from the view point of preci-

sion and aquality of penmanship are often

very low and that this poor shorthand

writing is a factor in many failures.

. « . bad shorthand writing is a prinme

causrc of error and hence, causes students'
failure.
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. - .what is neceded is positive teaching

in every lesson of the characteristics of

good shorthand writing. These are lightness

of lines, uniformity of size; compactness

and consistency of style; proper execution

of circles, hooks,loops, and the large items

(such as SW, in Pitman New Era SES, STER,

WH, doubling. SHUN hook); speed and fluency

of execution, correctness of outlines and

of accuracy of positioning, the under use

of vowels and Jdipthonys whenever these lcad

to immediate legibility.

He further advised that in order to achieve the ahove
perfectly, it was necessary for time to be set aside
specifically for such teaching.

Closcly reclated to following set thecories to
achieve in shorthand transcription is equally accept-
ing the factor that correct shorthand outlines written
down during dictation could always bring about
transcription achievement be it 'hot' or 'cold' notes.

Shorthand outlines that are written incorrectly
are always known to be more difficult to traanscribe
correctly, while shorthand outlines that are dictionary
correct are more easy to transcribe.

It is pertinent to note that some teachers place
more emphasis on students' pruducing just accurate
transcription, and do nct bother about the shorthand
outlines that! produce such transcripts. This, tLhey
have often supported with the fact that employers
would not ask for shorthand outlines from their secre-

taries but for the mailability of any transcribed

dictated passage.
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Many r1esearches conducted to this effect have
come out with varying results. Schloemer (1965) found
that it is not nececsary to write dictionary-correct
outlincs inorder to transcribe them correctly. She
further stated from her experimental findings that
the method of approach in teaching shorthand is not as
significant to shorthand success as are other factois
such as the ability and interest of the student,
and the enthusiasm of the teacher in the methods he
USE€S.

In his own contribution, Flood (1965) concluded
that:

Accuracy is important. An accurate outline

tends to result in accurate transcript. Too

much emphasis on "book" outlines can hinder

fluent writing. However, certain variations

from the official outline tend to resull in

inaccurate transcript. The errors, which did

appear to affect accuracy in transcription

were the addition of the word, the omission

ol ma‘jor consonants and poor proportion or

otherwvise distorted outlines.

Re-stressing the need for accurate outlines as a
prerequisite for legibility in accurate transcript,
Flood (1965) found that . . . the consonants appear to
be principal determinants of illegibility; the vowels,

either major or minor, did not appear to affect the

accuracy of transcript.
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In support of the importance of accurate outlines,
Turse (1938B) quoted Nichols, (1933) as saying:

A shorthand writer must possess qood hearing

. . . manual dexterity . . . word sense, a

good vocabulary, a good mastery of sentences.

It should be obvicus to anyone that a short

tryout course in shorthand, which must be devotedd

to the study of principles and their application

in writina of simple words will not rcvecal the
above characteristics.

Quoting Hoke (1937), Turse (1938) stated that in
relationship to correct shorthand outlines resulting
in accurale transcript, there is no doubt that there is
some relat ionship between symbol accuracy and trans-
cript accuracy. the ability to discriminate ambiguous
language cituations among words which have similar
shorthand outlines is also highly important in short-
hand transcription.

Russon (1968) also asserted that a number of
research studies have shown that shorthand students
transcribe more accurately when they write correct
shorthand outlines.

In support of Russon's assertion, Crank (1979)
stated that theory development is fundamental to effec-
tive shorthand instruction. He further supported
his argument based on research findings, that there is
a direct correlation between accurate outlines and
speed developmert and transcription. . . . students

who learn to write accurate outlines tend to build

dictation speed with more rapidity and transcribe with



more accuracy than students who consistently write
their own brand of outlines.

Writing one's own brand of outlines may only
enable the student to transcribe 'hot' notes with a
recognisable degree of achievement which may be due to
memory, but may not attain same when notes are 'cold'.

It is believed too that notes whether 'cold or
'hot' can casily be transcribed accurately if proper
and correct shorthand outlines are written.

Supporting this view, Wanous (1942) agrees that notes
that can be read accurately and unhesitatingly whether

they are hot or cold, must be written accurately.

2:5 Mcmor y /Time Duration

While it i commonly believed that the ratec of
shorthand transcription is predictable by the gqualifi-
cation/fast and accurate ability to type, Gartside
(1970) belicves that transcription rate is also deter-
mined by factors external to the qualifications of the
typist among which are:

. » . the speed at which the dictation
is given and the resulting quality

of the shorthand note . . . the nature
of the matter dictated - whether it is
general or technical, easy or difficult
and also the degree of its familiarity to
the typist.

. « » the length of the letters to be-
dictated . . . the length of interval
between dictation and transcription,
i.e. (Hot or Cold notes).
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Tallying above facts, this researcher's experience
in the cla:sroom, has shown that students transcrihe
more accurately shorter letters or dictated matters
than longe: letters or materials. Also, the length of
time interval given before students transcribe their
dictated moterials affects the accuracy and memory of
their shorthand outlines.

Gartside (1970) accepted this fact by stating
that the pait played by memory in transéription is not
always appreciated. Many students who pass tests on
immediate transcription would not do so if transcrip-
tion were deferred. He supports any examination in
shorthand where, . . shorthand notes are collected and
not returned to candidates for typed transcription
until over an hour later, Because immediate transcrip-
tion is not always possible in the office, there is a
strong case for more practice on deferred transcription
during training. To buttress this fact, Wanous (1942)
stated that in actual office situation, much shorthand
must be transcribed from cold notes.

The training and inculcating the need for teaching
the skill and art or Lranscribing cold notes is highly
lacking in our institutions. Noting this fuact, Wanous

(1942) wrote that, far too many times in our shorthand
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classes, students are asked to transcribe only immedi-
ately after Lhcy have taken the dictation.To this ef-
fects, some students hand in fairly accurate transcrip
tions, not beccause they read it from their notes but
because they had excellent memories.

Shortb.nd students can improve their art ot
writing the =igns if they sould form the habit of
taking down their notes in other subjects in
shorthand. Some authore have identi-
fied, that students hardly utilize thc knowledge of
shorthand in their daily academic subijects. Shorthand
students hardly take down notes in shorthand even in
business related subjects such as economics, commerce,
and even English during lectures. They fear they may
not be able to transcribe and even find it difficult
to read it fluently any time thereafter. Noting this
short-coming in studerts and advocating for this nced,
Pullis (1978) wrote that:

Shoarthand instructors have recognised

that without the development of the

students transcription ability, the

knowledge of a shorthand system is of

minimal value, since the extent to

which shorthand writers utilize short-

hand for personal note-taking and

letter writing can scarcely justify

the time and effort required to master
thc subject for personal use.



2.6 The Shorthand Typist and the Challenges

of Modern Technology

The world of business 1s becoming sophisticated
with machine almost replacing all manual efforts. In
the sccretatial field, this is not an exception. The
dictation and traunscribing machines, computers and
even word processors have been in market trying.

Some people even think it is not necessary these
days of '1jet' age to continue to open new and even
encourage the existence of the secretarial training in
the schonl. Harpton (1976) has written extensively to
support the fact that no modern equipment is capable
of totally taking over the secretary's job. He supp-
lied answers to the questions; what are the implica-
tions on word processing? Is Manual shorthand on the
way outs Will dictating machines take over completely
within the next few years? Well these questions sound
familiar as office equipment manufacturing
manufacturing companies have been aggressively promot-
ing in our national dailies that machine dictation
must replace dictation given to a manual shorthand
writer. 2ll this is just a way of trying to woo for
market for their products. Harpton (1976) has tried
to advance his arqgument in favour of the need for the
secretary in any organisation despite the threat of
modern sophisticated equipment that can perform almost

their duties. He wrote extensively that:
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An elaborate system of dialing into
zentril recording terminal and hoviug
stenographers who do nothing but trans-
scribe can be very efficient, but does
it really meet the needs of most exccu-
(ives? NAre woast businessces large cnoudgh
loe profitable use this type of system?
Gven large firms that use a centralized
woerd processing system still have secret-
aries who write shorthand for their top
execytives. Many Executives do not like
the iwmpersonality of a centralized system
and find it difficult to make-deleticns

and corrections in their dictation. They
prefer instant human response as they
dictate. -

. . « the thousand small cffices which
have only "Girl Friday" cannot

afford an elaborate system; these
firms find that the infrequent
dictation is taken more efficiently

by o manual shorthand writer. Also
employers find that stencgraphers

who have had manual shorthand training
frequently make the best transcribers.

' . Harpton (1976) went further to note that training in

all input system should be included in the curriculum

' so that stenographers will be capable ¢f working

efficiently in any type of system, whether it be all
machine dictation, all manual writing, or a
combination of the two.

The scceretary does much more than what the dicta-
ting and transcribing machine can do. Whitehead (1979)
rounds it up that the secretary chooses appropriate
margins, line spacing, decide correctly and quickly,
proofread carefully and correct any errors as swiftly -

and invisibly -~ as possible,



Chapter 3

METHODS AND PROCEDURES OF COLLECTING
AND TREATING DATA

3.1 Pilot Study

A pilot study was conducted in the two institutions
used in this study. (lve teachers that teach
shorthand in the ND II classes were involved.

The Pilot study was carrled out to find sufficient
answers to questions contained in (Appendix 1), Oral
questioning techniques were used and answers supplied by
the individual shorthand teachers were jotted down.
These answers were then analysed by the researcher,

32 Population

The population of this study was compriced ol ol
National Diploma II students of 1986/87 acadcmic ycar,
from the Federal Polytechnic, Kaura Namoda and the
Katsina Polytechnic, Katsina. The two departments from
the two institutions have turned out graduates wi. b the
National Diploma in Secretarial Studies. étudentn of
the ND 11 Secretarial
Studies had satisfactorily passed to ND II from the ND I
class with shorthand and typewriting speeds of 80/35
words a minute. Their entry background in shorthand and
typewriting was not one of the variables for considera-

tion.

46
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3.3 Sample of the Study

The two classes of 56 National Diploma 11 (ND. 171)
students from the two institutions who were studying to
pass the speeds of 100/50 words a minute in shorthand
and typewriting respectively at the end of the (ND. 11)
second semester participatled in the study. Upon enter
ing the ND. II course in Secretarial Studies, all the
students were expected to take dictation for a maximum
of three minutes duration at a minimum rate of 80
W.p.m. on new unpreviewed materials with no more than 5
percent error allowance.

These two Polytechnics were chosen for this study
as they look quite representative for other Polytechnics
and Colleges of Technology of the same status. This
was to enhance the generalization of the findings of the
study. The Federal Polytechnic, Kaura Namoda had its
students intake from all the parts of the states of the
country. Such similar Federal Polytechnics abound in
other parts of the country with the same spread of state
quota intalic. State Polytechnics and Colleges of Tech-
nology too likc the Katsina Polytechnic spread out its
intake to all parts ot the states in the country with
major concentration however of candidates coming from
its home sl ate.

3.4 The Instrument

Two passages of Pitman Shorthand New Era dictation
made up of local material and context were administerc.’.

The first passage was a pre-recorded warm-up passagec of
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90 words a minute for a duration of two minutes. This
passage compriscd of selected word drills of shorthand
vocabulary, shortforms and phrases with a syllabic
intensity of 1.4. The students were not required to
transcribe this passage as it was only meant to familiar
ise them with the dictator's voice and pronunciation.
Therefore, the warm-up passage outlines were collected
from the students for observation and record.

The pre-recorded warm-up passage was dictated at a
higher rate than the actual test passage. This was
done, so as Lo enable the students write the lower speed
passage of 80 weords per minute more comfortably and at
a speed within the attainable range of the class.

The material for transcription was also a
pre-recorded passage of 80 words per minute for three
minutes. This was the majcr test passage that was
actually analysed for the purposes of the research
findings.

This passage was a letter, containing a well mixed
blend of shorthand business vocabulary, shortforms and
phrases with a syllabic intensity of 1.4.

Table 3.1 on the next page presents a description
of the warm-up passage dictation used in the study.
Thirty-eight point four percent of the words were
shortforms, and 100 per-
cent of the words occured within the frequently used
words in Pitman (1978) 700 Common Words and Pitman

(1978) New Cours:.



Tabkle 3.1: Composition of the Two-minute Ninety words-A-Minute Dictation
Warm-up Fassage

Minute Words Syllables Syllabic short 8 of Short Common % of Com-
: Intensity Forms Forms Words mer. words
1 90 122 1.35 35 3e.9 90 100
2 90 132 1.46 34 37.8 90 130
Total 180 254 _ l.4% 69 38.4% 180 100%*

*Welgnted Aversge.




Table 3.2 on the following page precents a descrip-
tion of the actual test passage used.

The test passage which was made up of 80 words a
minute for three minutes had the average syllabic intensity
of 1.4, Thirty-six point seven percent of the words
vwere shortfeorms, and 92.1 percent of the words occurred
within the frequently used words as found in the 700 common
Words and the New Course Pitman shorthand.

The dietation material should not have posed undue
difficulty for the shorthand students as these words
are found 1in tnelir recommended texts for shorthand at their

course level (HD, II1).
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: Minute Dictation Test Passage
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Mins Words Sylla- Syllabic Short $ of Common % of Common
bles Inten- Forms Short Words Words
sity Forms
1 80 106 1.3 33 41.3 10 87.5
2 80 126 1.5 26 32.5 76  95.0
3 80 123 1.5 29 36.3 75 93.8
Total 240 355 Z.4%* 88 3Jo.7* 221 92.1%*




3.4.1 Administration of the Instrument - Test

The two passages of dictated material were recorded
into a cassette by the researcher. The assistance of
the shorthand teachers of this group of students was

obtained tohelp the researcher conduct the class. This
was to enable the students to feel comfortable and
complaints in respect of bad typewriter were attended
to. The test was conducted in the students shorthand/
typewriting laboratories. This was to ensure the required
usual comfort of students during testing.

The test passage of 80 words per minute was adminis-
tered at this speed lower than their expected attainable
100 w.p.m., so that the student could write more accurate
shorthand outlines.

A time period of 40 minutes was allocated for the
students to transcribe the major test passage. Students
were allowed Lwo minutes to go through their shorthand
outlines after the three minutes dictation take to make
any necessary corrections in shorthand before starting
the typewritten transcription.

At the end of the 40 minutes allowance, student's
shorthand pas:.ages were collected along with the type-

written transcripts.



Though shorthand speed is obviously necessary and
important in the secretary's life, Heard (1960) has
noted that speed without attention to the accuracy and
quality of one's shorthand notes, can be dangerous. He
noted too that the better and accurate one's shorthand
writing, the swifter and more accurate will be one's
shorthand reading.

This spced of 80 words a minute for three minutes
was considered more adequate for this study as Canning
(1979) supported that, the ability to write a complete
readable shorthand note of a period of at least three
minutes at 80 word a minute or above, was adequate
enough to test transcription skill.

The 40 mirutecs transcription period was allocated
as it is a set standard in the syllabus issucd by the
National Board for Technical Education (NBTE), which is
the controlling body set up to coordinate and requlate
the quality of programmes of all government recognised
Polytechnics and Colleges of Technology in the country.

A week later, the written shorthand passage of 80
words a minute was returned to the students for tran-
scription. This time the transcription was referred to
as transcribing from cold notes. The same time limit of
40 minutes was allowed for the students to transcribe

their earlier written shorthand outlines.



This typewritten transcription from the cold notes
was collected, and a comparison was then made between
the accuracy of the first and second transcripts after

scoring them accordingly.

3.5 Test Mechanics/Statistical Instrument for Analysis

This study was aimed at evaluating the effect of
deferred transcription upon students' achievement in
shorthand dictation.

The Chi Sguare Test was applied in the course of
the statistical operation necessary for analysis of all
tabulated data. The chi square test was applied to
compare the student achievement in the non-deferred
dictation transcription as ccmpared with one week
deferred transcription of shorthand outlines, i.e. from
cold notes, Simple averages and percentages were also
used to analyss any changes occurring in simple totals.

The chi square test was used to determine whcther
the observed frequencies differ significantly from the
expected under the propoused null hypotheses. A chi
square test is a test which uses ncminal data (fre-
quencies) comparing observed frequencies against or with
some theoretical or expected frequencies. Harper (1971)
puts it this way, the X" distribution is a étatistical
distribution that can be used to test if an observed
series of values differs significantly from what was

expected.



The chi square (x°) test applies only to discrete
data, counted rathcr than measured values, Best (1977)
puts it this way "the test is a test of independence,
the idea that one variable is not affected by, or
related to, another variable. The x> is not a measure
of the degree of relationship. Best (1977) went on to
oexplain that it is merely used to estimate the like-
lihood that some factor other than chance (sampling
error) accounts for the apparent relationship. Since
the null hypothesis states that there is no relationship
(the variables are independent), the test merely evalu-
ates the probability that the observed relationship
results from chance.

Explaining further, Best (1977) stated Lhat the
computed x)'vnjue must equal or exceed the appropriate
x* table critical value to justify rejection of the null
hypothesis or the assumption of independence at the 0,05
or the 0.01 lrvel of significance. Therefore the chi
square test i going to compare the observed on expected
frequencies ard to see whether it is large enouygh to say
it is not 7jus! happening by chance. If it is happening
by chance it means it is small and it is purely a
sampling error. If it is great it becomes a systematic
error. 310608

In this regard, the formula for the computation of
the chi squarec in 2 x 2 contingency tables used is as

shown in Appendix C.

l\A'DfIIRI IF.QI‘HIH Il ICRama
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The fromula, according to Sedney Slegel (19%6)
is appropriate when applying the chi square test to
data in a 2 x 2 contingency table, l.e. where bulLh
row (r) and column (k) equal to 2. Consequently,
with a result lng degree of freedom of 1 (df = 1).

This formula saccording to him, has the additional
advantage of luncorporating a correctlion for con-

tinuity which markedly lmproves the approximation
of the computed chl square distribution.

Quoting King (1969), Aliyu (1984) also recommended
the use of the above fermula in a 2 x 2 table. He
argued that since the correction incorporated in the
formula wlll always reduce the size of the chi square,
1ts use lessens the risk of X values belng counted as_
significant when they are not significant.

Therefore, if under the stated null hypotheses
in thls study, the computed values of chl square at
the chosen level of significance are greater than
the eritical values of chl square at the corresponding
level of significance, it could be concluded that the
observed f[requencles differ significantly from the
expected frequencles and would therefore, reject the null

hypothesis.



However, i{ the computed values of the chi
square are lecs than the critical values at the chesen
level of significance, it could be concluded that the
differences between the observed and the expected
frequencies are not significant.

Hence the rcscarcher will accept the null hypothesis.
However, in order to draw any inference concerning
whether or not an obtained chi square value differs
significantly the table showing the sampling distribution
of chi square has been referred to accordingly (Appendix

z
D Table of a copy of X B

3.6 Level of Significance

As a basis for either accepting or rejecting the
hypothesis, 0.05 level of significance was chosen so as
to minimize errors of decision even before the samples
were drawn.

The decision to reject any of the hypotheses under
this level of significance means that the researcher
could be wrong with a probability of 0.05. Best (1977!
supporting this said in psychclogical and educational
circles the 5 per cent (.05) alpha level of significance
is often used as a standard for rejection . . . this
suggests a 95 per cent probability that the difference
was due to the experimental treatment rather than to

sampling error,
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3.7 Scoring Technigue

Students shorthand outlines were taken and the
accuracy of the written outlines were marked. The
non-deferrcd shorthand transcription was marked by
circling, putting omission signs, underlying incorrect

English grammar, spelling and tenses and omission of
punctuation signs. This was also done for the deferred
transcription.

The total of each group of errors found in the non-
deferred shortiand transcription were compared with those
found in the deferred transcription for the appropriate
statistical test analysis.

A summary of the following totals was recorded

separately from both transcriptions.

Le The total outlines written;

;3 OQutlines written correctly;

3 Correct outlines written correctly;

4. Correct outlines transcribed correctly;

B Correct outlines transcribed incorrectly;
6. Outlines written incorrectly;

Ta Incorrect outlines transcribed correctly;
8. Incorrect outlines transcribed incorrectly;

g, Outlines omitted.



Chapter 4

ZMALYSIS AND PRESENTATION OF DATA

4.1 Pilot Study

ed;

1.

Data colllected during the pilot study were record-
these were the answers to the questions in Appedix I.
Of the respondents interviewed (100%) said they do
not undertake any special course in shorthand tran-

scription for their students.

All the shorthand teachers concerned said that they
only accept typewritten transcription from their
students.

One hundred percent response was recorded on thc
tact that the studcnts transcribe hot and not cold
notes.

Four of the teachers, representing 80% of the
respondents, accepted they have never encouraged
deferred transcription. However, one of the
respondents, representing 20%, said he tried it
before with the previous set of ND II students and
was not encouraged by their performance. He said,
they exhibited some sign of discomfort in tran-
scribing cold notes. He therefore,did not bother
to introduce it with the present set (1Y86/87). He

argued that the students said after all they did not

59
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need it in their examination and that it was not

the practice in offices. The teacher said that he

was further discouraged to continue drilling the
students in the transcription of deferred notes he-
cause there was no provision for it in the time
table and examination.

8. Common answers were given as reasons for the non-
achicvement of transcription of hot or cold notes
by the students. These reasons were:-

(a) Lack of typing skills and following set
typing instructions and rules.

(b) Poor English grammar.

(c) Carelessness and making of mistakes as a
rcsult of lack of proof-reading of typed
notes for possible corrections.

6. All the respondents (100%) answered that they

did not have a shorthand laboratory where
transcription exercise is done.

4.2. ‘'the REScarch

After grading the shorthand outlines and transcripts
of the 56 students, the following data were obtaire.l
concerning the shorthand notes and the non-deferrcd
transcriptior from those notes. (See appendix E for

complete tablz).
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Total ovt lincs written 11,296
Outline: written correctly 9,642
Correct outlines transcribed correctly 9,527
Correct outlines transcribed encor-

rectly 115
Outlines written incorrectly 1,654
Incorrect outlines transcribed cor-

rectly 161
Incorrect outlines transcribed

incorrectly 1,193
Omitted outlines ' 2,144

In drawing parallel conclusions between achievement of

ND II students taking dictation at 80 words per minute

for three minutes, one can make the following statements

concerning the students' non-deferred transcription:

1. A total of 13,440 outliies were written for the
period of three minutes representing 100 percent of
the test material.

2 A total of 11,296 outlines were written representina
84.05 percent.

3. Of the total outlines written, 9,642 (85.36%) were
correctly written and 14.64 percent were incorrectly
written, representing a total of 1,654 outlines.

4. The shorthand transcription error rate (which ex-
cludes errors in spelling, punctuation, and grammar)
was 1.19 percent resulting from 115 correct outlines

transcribed incorrectly.
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Of the outlines written correctly 9,527 were
correctly Lranscribed representing 98.81 percent.
Incorrect outlines transcribed correctly were 461,
representing 4.08 percent.

Incorrect outlines transcribed incorrec;ly WETYE
1,193, representing 10.56 percent.

There were 2,144 outlines not written and were
therefore considered omitted and were not tran-
scribed. This represented 15.95 percent of the
total outlinecs dictated in the test passage.
Non-shorthand transcription error (an error in
spelling, punctuation or grammar) was computed (see
appendix G ) and 755 errors were found on the non-
deferred transcription thereby representing 7.92
percent of the correct outlines transcribed
correctly.

Shorthand transcription errors, including typo-
graphical errors, were 115 representing '.21 percent
of the correctly written outlines transcribed
corrcctly.

Each student transcribed his shorthand notes again

one week after the day of the original dictation. The

transcription of these "cold notes" was then analysed in

terms of errcors committed from correctly and incorrectly

written shorthand outlines,
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The distribution of errors on the deferred tran-

scription was as follows: (Appendix F)

Total outlines written 11,296
Outlines written correctly 9,642
Correct cutlines transcribed correctly 6,938
Correct ocutlince transcribed incorrect 2,704
Outlines written incorrectly 1,654
Incorrect outlines transcribed correctly 189
Incorrect outlines transcribed

incorrectly 1,478
Omitted cutlines 2,144

Based upon the students achievement on the deferred

transcription, the following sltatements can be made:

l.

The percentage of incorrectly written shorthand out-
lines that were also transcribed incorrectly
increcased from 72.13 percent of non-deferred trans-
cription to 88.57 percent of deferred transcription.
The percentage of correctly written shorthand ovt-
lines that were transcribed incorrectly increased
from 1.19 percent o' non-deferred transcription to
28.15 per~cnt of' defcrred transcription, resulting
from 2,704 correct outlines transcribed incorrectly.
Of the 9,542 cutlines written correctly, 6,938
outlines were correctly transcribed, representing
71.96 percent. This shows a decrease of 26.85
percent when compared with the non-deferred tran-

scription.
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4 Incorrect outlines tranccribed correctly were 189,
representing 71.43 percent of the incorrect outlines
written.

Bin Incorrect outlines transcribed correctly were 1,465
representing 88.57 percent of the outlines written
incorrectly.

6. Outlines that were not transcribed were 2,110, re-
presenting 18.68 percent of the total outlines
written.

Te Non-shorthand transcription error was computed (sece
appendix G) and 788 errors were found cn the defer-
red transcription representing 11.36 percent of the
correct outlines transcribed correctly.

8. Shorthand transcription errors, including
typpographical errors, were 2,704 represenling 28.4¢0
percent of the correctly written transcribed cor-

rectly. This shows a 27.28 percent increase

Table 4.1 below presents the analysis of the errors
committed on the two transcripts.

Shorthand transcription errors amounted to 2,829 in
the two transcriptions, 115 occuring in the non-deferred
transcription representing 4.07 percent while 2,704
occurred from the deferred transcription. This represen-
ted 95.93 percent of the total shorthand crrors commit-
ted. The average number of shorthand transcription
errors increased from 115 in the first transcription to
2,704 on the second with a difference of 91.86 percont

errors omitted.
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The non-shorthand crrors committed in the
non-deferred transcription were 755 representing 48.80
percent of the total of 1,547 errors; while 792 errors
were committcd on the deferred transcription represent-
ing 51.20 percent. This shows a difference of 2.40
percent between non-deferred and deferred transcription.
This can simply be explained that students committed
non-shorthand transcription errors only 2.40 percent
times more on the non-dcferred transcription. While the
difference of 91.86 percent shorthand errors signified
that students committed more typographical errors when
notes were de forred for one week.

This looks alarming and uncomfortable and further
suggest that notes do become 'cold' and cannot be read
and transcrilb=d as accurate as a weck after the original

dictation.
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Table 4.

Average Number of Shorthand 3né Nor-shorthand

errovs Committed on Twc Transcripticns of

Identical Shorthand Notes.

Dictation Shorthand Dictation Non-Shorthand
Interval Transcription Interval Transcription
Errors

First Second First Second

First First

Minute 38 901 Minute 265 285

Second Second

Minute 36 8990 Minute 205 245

Third Third

Minute 41 913 Minute 285 262

Total Total

Errors 115 2,704 Errors 755 792
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Using the formula given for the chi square test

(appendix C ) the test was conducted as shown below to

test the hyjpotheses that stated that:-

1.

There is no significant difference in student
achievement when student transcribes shorthand
dictation prior to a week later i.e. correctly
written shorthand outlines do not affect students

achievement in deferred transcription.
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Table 4.2: (hi Square calculation to determine if correctly

written shorthand outlines do affect students

achievement in deferred transcription.

Non-
deferred Deferred

Correct outlines transcribed

correctly 9,527 6,938 _ (16,465

Correct outlines transcribed

incorrectly 115 2,704 (2,819)
(9,642) (9,642)
2
" 56[ (9527 x 2704) - (6938 x 115)]

(9527 + 6938) (115 + 2704) (9527 + 115) (6938 + 2704)

f

I
56 (6.23158 x 10 " )

4.3151 x 10'%

= 8.06

o x‘ (calculated) = 8.06

x> (critical) = 3.84

The computed X wvalue must equal or exceed the appro-
priate x* table critical value to justify reiection of the
null hypothesis or the assumption of independence at the
0.05 level of significance.

That is Lo say that the computed x* value of 3.06 is
greater than the xovcritical value of 3.84. Therefore,

the null hypothesis is rejected to uphold that correctly

written shorthand outlines deo affect student achicvement in

deferred transcription of shorthand dictation.



69

The test indicates that there is a significant relation-

ship between student achievement in the transcription of

shorthand dictation on-the-hour prior to a week later.

2. There is no significant difference between the in

ability of the student Lo transcribe incorrect written

shorthand outlines in deferred transcription as comparcd

with non-deferred transcription of shorthand dictation.

Table 4.3: Chi Square calculation to show if there is signi-
ficant difference between the inability of the

student to transcribe incorrect written shorthand
outlines in deferred shorthand dictation.

Non-
deferred Deferred

Incorrect outlines
transcribed correctly 461 189 (650)

Incorrect outlines
transcribed incorrectly 1,193 1.465 (2.658)

(1,654) (4,312)

2
56[ (461 » 1465) - (189 x 1193)]

(461 + 189) (1193 + 1465) (461 + 1193) (LBY9 + 1465)

4
; 1.13343 x 10"

>
I

3=
4.72649 x 10

]
N
.
g
(=1

& i K (calculated)

It
[
L]
@
rs

X {critical)
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The x2 calculated value is less than the X* ecritical value
This is, therc¢fore, accepting the null hypothesis and
upholding that there is no significant difference between
the inability of the student to transcribe incorrect written
shorthand outlines on deferred transcription as compéred
with en-the-hour transcription of shorthand dictation.

In other words, incorrectly written shorthand outlines
are bound to be transcribed incorrectly from "hot" or "cold"
notes.

3. Accuracy of the shorthand transcript and accuracy of the

shorthand note¢s are independent of each other.

Table 4.4: Chi Cguare calculation to show il the accuracy
vf shorthand notes are independent of each

other.
Non -
deferred Leferred
Qutlines writteun ' <
correctly 9,642 9,642 (19,284)
Correct oullines ' ' : .
transcribed correctly 9,527 6,938 (16,465)
(19,169) (16,380)

| . | | .
x* = 56[(9642 x 6938) - (9642 x 9527)] -

{9642 + 9642) (9527 + 6938) (9642 + 9527} (9642 + A9Y18)
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1€
3.48968 x 10

1.00912 x 10'7
= 0.35
. 5 X7 {calculated) = 0.35

X (critital) = 3,84

This shows that the X >

less than the Xz'critical value (3.84), Therefore

calculated value (0.35) is

we cannot reject, but accept the null hypothesis

that states that accuracy of the shorthand transcript
and accuracy cf the shorthand notes are independent
of each other. This concluded that the accuracy of
the shorthand transcript is not associated with
accuracy of the shorthand notes in deferred short-
hand transcription.

English knowledge and typing errors do not affect
students' achievement in non-deferred transcription
as compared with deferred, in shorthand dictation;
i.e. non-shorthand transcription errors and shorthapl
transcription errors do not affect achievement in

deferred shorthand dictation transcription.



Table 4.5 Chi square calculation to show if non--horthand
tranccription 2rrors and shorthand transcription
errors do affect achievement in deferred tran-
scription.

Non-
deferred Deferred

Non-shor thand trans-
cription crrore 255 792 (1,%47)

Shorthand trans-

cription crrors EXS 2,704 (2,819)
(870) (3,496)
i

P 56( (755 x 2704) - (792 x 115)]

X = - - e
(755 + 792) (115 + 2704) (755 + 115) (792 + 2704)
2.13264 x 10'*

x* =

1.3264 x 10 %

X = 16.06

. . X* (calculated) = 16.06

x* (critical) = 3.84
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The computed Xm value above (16.06) is greater than the x*
critical value (3.84). This means that the null hypothesisg
is rejected. It therefore stands that non-shorthand trans-
cription errors do affect achievement in dcferred tran-
scription of shorthand dictation. It also means that there
is a reliable association between students' poor Fnalish,
spellings, punctuation and typing errors in non-deferred.
transcription as compared with deferred shorthand dictation

in achievement.




CHAPTER 5

SUMMARY, CONCLUSIONS AND RECOMMENDATIONS

This thesis was to analyse the effect of defer:cd
transcription upon students' achievement in shorthand
dictation. The researcher was particularly interested in
finding out if factors such as correctness of shorthand
outlines; correct spellings of words; grammatical correct-
ness of tenses; typographical errors; proper and neat
erasing, affect the students' achievement in shorthand
transcription of deferred dictated notes.

The study revealed some significant results.

5.1 Principal Findings and Conclusions

The following principal findings and conclusions
were revealed from the study.

(a) The null hypothesis stating that there is no
significant difference in student achievement when
students transcribe shorthand dictation prior to a
week later was rejected at the 0.05 level of signif-
icance. It therefore, revealed that students
inability to achicve in the transcription of defcrrel
shorthand dictation is as a result of their
incorrectly written shorthand outlines can be tran-

scribed correctly even a week after writing them.
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(b)

{c)

The null hypothesis which stated that there is no
signific~ant difference between thc inability of the
student to transcribe incorrect written shorthand
outlines in deferred transcription as compared with
non-deferred transcription of shorthand dictation
was accepted at the 0.05 level of significant. It
can be concluded that students will not be able to
transcribe and achieve in deferred transcription with
incorrectly written shorthand outlines as in non-
deferred.

The null hypothesis stating that accuracy of the
shorthand notes and transcripts are independent of
cach other was also accepted. This too, was
accepted at the significant level of 0.05. ‘ihis
mcans that the correctness of the shorthand tran-
cript «id not depend on the correctness of the
shorth:ind notes in deferred transcription. Thouah
the stotistical analyses above is correct and
interprcted same, the researcher was surpriscd of
this result, as the researcher assumed that if you
write correct shorthand outlines, you are likely to
achieve bettcr in transcription, vis-a-vis the
accuracy of your transcript should depend signifi-
cantly on the accuracy of your shorthand notes in

deferred transcription. The researcher however
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upholding the findings of the study in this respect
to be true as other factors such as non-shorthand
errors etc., could attribute to the non-achievement.
The null hypotheses which stated that students'
English knowledge, and typing errors do not affect
achicvement in non-deferred transcription as compared
with deferred in shorthand dictation i.e. non-short-
hand transcription errors, and shorthand transcrip-
tion errors do not affect achievement in deferred
shorthand dictation was rejected. It «can be
concludcd that, the students' English knowledge, and
typing crrors actually affected achievement

in defeiired transcription of shorthand dictation.

In othe: words there was evidence to show that short
hand errors made significant differences between
students' achievement in non-deferred transcription
and deferred transcription of shorthand dictation.
In the marked passage it showed that students still
had problems of correct sentence composition - €.qg.
"we need someone who is not only full competence™;
“can act for her boss in his absent" "I have know
her for four year"; "has been keeping me inform_ ";

etc.
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Overtyping without taking pains to erase neatly as
acceptable for mailabilty was ignored. Some ~tudents
actually erased poorly. This seem to suggest that
they have not received good instruction on what con-
stitutes mailability.
(e) The rescarcher found that students who tended to
formulalc their own shorthand outlines instead of
the commonly acceptable phrases and dictionary-
correct outlines had them more wrongly transcribed
in deferred transcription than in non-deferred.
This too, could be attributed to the effect of
memory. Specifically, most students
wrote the outline for "reference" wrongly. They
transcribed it correctly in the first transcription
but transcribed "refers" in the second transcriplion.
(f) Time duration played an important role in achicvement
of transcription. This showed that students who
were deticient 1n typing speed could not achieve.
Such students were unable to complete their
transcription within the set 40 minutes tran-
scription time. The few outlines transcribed,
however, were very accurate. This was not statis-
tically computed to state and relate its signifi-

cance.
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As seen from the students' notes and transcripts,
the local Nigerian names of Bola and Wayas were
either wrongly written or transcribed or both. The
common Yoruba name "Bola" was often spelt "Bolla".
The popular name of some the ex-political leaders in
the second republic, such as Joseph Wayas of Denue
State was wrongly written, (though with a cerrect
shorthand outline for ('wire') and transcribed in
most cases as "wires".

Recommendations

Based on the findings of this study, the following

recommendations are made available to institutions which

train secretaries.

l.

Shorthand teachers in all Secretarial Training
Institutions have an awesome task of turning out
their ctudents to be great achievcers in Luth the
transcription of "cold" or "hot" notes. It is
suggested that teachers of shorthand should help
their students learn the theory of the shorthand
system; develop dictation/recording speed; learn
and/or review punctuation; spelling and rules for
typing style; integrate and apply shorthand, typing
and language arts skills. This will aid the develop-
ment of basic typewritten transcription for the

production of usable business communication.
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For students to achieve more meaningfully in tran-
scription of either "hot"™ or "cold" notes, during
the first six weeks of beginning shorthand, major
emphasi< shounld be placed upon the development of
reading skills.

Research shows that students who can read shorthand
fluently will be better able to take dictation and
transcribe., Reading as from beginning shorthand to
the advanced stage should be greatly emphasise?. To
develop rapidly reading, have students }ead from the
shorthand passages in their textbooks and later from
their homework notes. If possible, time the number
of minutes read, and record steady improvement.

The rationale for this suggestion is based upon the
trend toward early typewritten transcription.

If typewriters are available in the shorthand
classroom, the teacher can develop more readily
students' transcription skills and shorthand notes
reading skills.

To this extend it is strongly recommend that every
school that offers shorthand curriculum and trains
secretaries should have well equipped shorthand
laboratories with sufficient functional typewriters
to teach transcription as a separate skill alongside

speed dcvelopment.
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Shorthand instruclors in secretarial departments
should stress theory in beginning shorthand as this
research study has proved that shorthand outlines
that arc¢ accurately written (dictionary correct) ar«
more likely to be accurately transcribed. This
procedure is comparable to the adage that says "bend
the stick when it is still fresh to your desired
shape."

It is equally highly recommended that for more
accuratc and readable shorthand passages, be they
deferred or non-deferred, accurate teaching of
theory »nutlines be enforced in all schools learning
shoirthand regardless to level of advancement.

To this effect teachers should work with theory
development and Lhe correct writing of outlines in
all semcsters of shorthand learning.

As revealed from the literature review, proofreading
should be considered as an essential skill towards
the achievement of accurate shorthand transcription
both in deferred and non-deferred. To.this effect
regqular assignments in proofreading should be given
a place in classroom activities. These exercicors
will aid the students in detecting their own, o1

someone e€lse's errors.
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From the pilot study, it was found that transcription
must actually be taught - not just left to happ-nt
moreso, since transcription of a quality document is
the final goal of a study of shorthand.

The language arts knowledges and skills thal must be
mastered if students are to produce mailable work
are inhercntly related to punctuation rules, arammar
rules, confusing words, spelling, number rules, word
division rules, capitalization rules, proofreading
ability. It is highly recommended that the shorthand
teacher should not plan to teach every rule of
punctuation, grammar, number, e€tc., but should
emphasize the mosi frecquently used and abused lan-
guage arts items by students. Selection of
appropriate confusing words to teach inteéntionally
(such as affect-effect) should be based on the
frequency of occurrence of these words in relation
to their abuse. ILikewise, students should be
expected to master certain frequently occurring
words that are often misspelled and should be taught
to use th: dictionary for reference purposcs, for
all other words that potentially might be misspelled.
The literature review shows that there is need to
recommend that shorthand teachers, should teach the
non-shorthand knowlcdges and skills intentionally

and inten- sively.



Shorthand teachers should not only rely upon

existing foreign textbook materials. Incoporate
Nigerian names and towns in the dictation passages
This will furnish an adequate exposure to thec
non-shorthand knowledges and skills that are so
critical for achieving the ultimate goal in
shorthand/transcription.

From the literature review it is sugéested that
shorthand teachers should give heavy dogses of pres-
sure to produce quality work under timed

conditions. 1If transcription proficiency of either
deferred or non-deferred notes is depicted correctly,
two ingredients are essential - the ability to pro-
duce quality work and the time required to produce
the work. The teacher should emphasize production
of quality job considering the time factor of tran-
scription.

Further research work is still greatly needed in the
development of secretarial education in Nigeria. It
is hoped that additional studies relating to teaching
methodologies be conducted which may help teachers in
improving students' performance and achicvement in

the learning of the secretatial career.
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APPENDIX A

WARM-UP PASSAGE

90 WORDS PER MINUTE x 2 MINUTES

When we were born our parents took care of us,
They fed, clothed and sheltered us, in fact the basic
necessities of / life neczded by us were completely made
available by Lhem.

When we attained the age of schooling - six or
seven years of / age - they made sure we were sent to
one and usually the best around. And there, the
journey towards what we wished to / become started.

At school we ran into the wonderful hands of our
second parents - Teachers. Our teachers taught and
gave us useful // pieces of advise that could make us
great people in the tuture.

Later in School we were asked to say what
profession we / would want to take up in adult life.
The Career Master wanted us to choose our type of
profession for the future. /

Here the cheoice of a career began, Some of us do
not actually know the implication. We chose cue carcen
or the / other because of our interaction with people
already in such professions or because we read about
such professions or have heard elders // talked about
certain people in relation to their profession.

{S.I. 1.4)
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APPENDIX A

WARM-UP PASSAGE

90 WORDS PER MINUTE x 2 MINUTES

When we were born our parents took care of us.
They fed, clothed and shcltered us, in fact the basic
necessities of / life needcd by us were completely made
available by them.

When we attained the age of schooling - six or
seven years of / age - they made sure we were sent to
one and usually the best around. And there, the
journey towards what we wished to / become started.

At school we ran into the wonderful hands of ou:
second parents - Teachecrs. Our teachers taught and
gave us useful // pieces of advise that could make us
great pecple in the future.

Later in School we were asked to say what
profession we / would want to take up in adult life.
The Career Master wanted us to choose our type of
profession for the future. /

Here the choice of a career began. Some of us do
not actually know the implication. We chose cne career
or the / other because of our interaction with people
already in such professions or because we read about
such professions or have heard elders // talked about
certain people in relation to their profession.

(B.Ts 1.4)
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APPENDIX B

MAIN PASSAGE FOR TRANSCRIPTION

80 WORDS A MINUTE x 3 MINUTES

LETTER OF RECOMMENDATION

Dear Mallam Aminu,

Your letter of 10th June in respect of a reference
for Miss Bola Wayas was of great / interest to me. Your
letter reads in parts: "Our company is a fast growing
concern and we need someone who / is not only fully
competent in her work, but can act for her boss in his
absence”.

It is with / pleasure and confidence that I support
Miss Bola Wayas's application for appointment as a
secretary in your organization. I have // known her
for [our years as a secretary in my department and can
speak highly on both of her character / and of her
natural ability. Miss Wayas has been keeping me
informed about her move in seeking a new employment /

for quite sometime now.
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After receiving her training in Secretarial
Administration at Katsina Polytechnic she actively
served our organization as / Secretary for four years.
This in many ways brought her into contact with the
practical work of a secretary. She // actually proved
her competence with great initiative.

Miss Wayas is conscientious and reliable. She is
good natured, even-tempered, very / sensible and level-
headed. In my opinion she would fit well into the
social life of any organization - yours / particularly -
and could be trusted to carry out her duties
efficiently, cheerfully and in a true spirit required
in the secretarial / field.

I strongly recommend that you consider the
application of Miss Wayas for the post of Secretary.

Yours faithfully,
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Formula for the Chi Square us<d

2.
. N(AD - BC)
= ==

(A + B) (C+ D) (A+C) (B + D)



PERCENTAGE POLN™S OF

df p .10
1 2.706
2 4.605
3 §.251
4 7.779
5 9.236
6 10.645
1 12.017
8 13.362
9 14.684

10 15.987

11 17.275

32 18.549

13 19.812

14 21.064

15 22,3807

16 23.542

17 24.769

18 25.989

19 27.204

20 28.412

21 29.615

22 30.813

23 32.007

24 33.196

25 34.382

26 35.563

27 36.714

28 37.916

29 39.087

30 40.257

Addapted

APPENDIX D

L0nl

10.827
13.815
16.268
18.465
20.517
22.457
24,322
26.125
27.877
29.588
31.264
32.909
34.528
36.123
37.697
39.252
40.790
42.312
43.820
45.315

46.797
48.268
49,728
5Y.179
52.620
54.052
55.476
56.893
58.302

THE CHI (X?) SQUARE DISTRIBUTION,

.05 .025 .02 .01 005
3.841 5.024 5.412 6.635 7.879
5.991  7.378  7.824 9.210 10.597
7.815 9.348  9.837 11.345 12.838
9.488 11.143 11.668 13.277 14.860
11.070 12.832 13.388 15.086 16.750
12.592 14.449 15.033 16.812 18.475
14.067 16.013 16.622 18.475 20.278
15.8507 17.535 18.168 20,090 21.955
16.919 19.023 19.679 21.666 23.589
18.307 20.483 21.161 23.209 25.188
19.675 21.920 22.618 24.725 26.757
21.026 23.337 24.054 26.217 28.300
22.362 24.736 25.472 27.688 29.819
23.685 26.119 26.873 29.141 31.319
24.996 27.488 28.259 30.578 32.80]
26.296 28.845 29.633 32.000 34.267
27.587 30.919 30.995 33.409 35.718
28.869 31.526 32.346 34.805 37.156
10.144 32.852 33.687 36.191 38.582
31.410 34.170 35.020 37.566 39.997
32.671 35.479 36.343 38.932 41.401
33.924  36.781 37.659 40.289 42.796
15,172 38.076 38.968 41.638 44,181
36.415 39.364 40.270 42.980 45.558
37.652 40.646 41.566 44.314 46.928
18.885 41.923 42.856 45.642 48.290
A0.113 43.194 44.140 46.963 49.645
41.337 44.461 45.419 48.278 50.993
42.557 45.722 46.693 49,588 52.336
43.773 46.979 47.962 50.892 53.672

from Slegel (1956).

59.703



Breakdown of Students' Achievement on Non-deferred Transcription
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S/No. Stu- Total Qutlines Correct Correct OQut- Incor- Incor- Out-
dents OQut- Written OQutlines Outlines lines rect rect lines
Code lines Cor- Trans- Trans- Written Out- Out- Omit-
No. Written rectly cribed cribed Incor- 1line lines  ted
corr- Incor- rectly Trans- Trans-
rectly rectly cribed cribed
correc- Incor-
tly rectly
1l AR 239 215 215 - 24 8 16 1
2 AB 238 221 221 — X7 7 10 4
3 AC 237 214 214 - 23 22 01 3
4 AD 238 214 214 - 24 01 02 2
5 AE 234 184 184 - 50 4 46 6
6 AF 233 193 193 - 40 14 26 7
7 AG 210 188 164 24 22 10 12 30
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11
12
13
14
15
16
17

18

b
o

20
21
22
23
24

29

APE

Breakdown of Students'

AH

IA

B

z

AO

AQ

AS
AT
AU
AV
AW
AX

BC

bt 4

238
235
218
233
214
230
234
170
210

226

192
234
227
210

235

223
211
190
193
164
222
209
141
167
220
231
135
149
146
203
180
191
226

Achievement on Non-deferred Transcription

<23
211
186
191
163
218
209
141
165
2.6

231

wn

10

15
24
28
40
50

8
23
29
45

4
22
22
38
48

4
25

1
41

n

09
11

28

o Oy

13
24
20
35

11

93

22

26
10

70
30

60
74
48
06
13
30
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39
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Sreakdown of Students' Achievement on Nen-deferred Transcription

BA
BB
BD
BE
BF
BG
BH

BI

BK
BL
BM
BN
BO
BU

BV

e
v

E

194
236
232
240
234
235
120
235
175
179
234
135
189
189
L3O
179

AT T

WAy e

175
225
205
230
222
215

99
214
136
156

224

170
220
199
230
222
211

91
214

136

[§S]
(3%
By

Le]
-1

19
11
27
10
12
20
21
21
39

23

o o U» o o

@ o [=)] L] o o

o o

14

5

21

5
12
20
21

b

-

39

Jod
2

[
N

50
26
31

g4

120

65

61

105
51
51
85
61
10

72
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Breakdown of Students' Achievement on Non-defer-ed Transcrintion

BP 228 194 104 0 34 0 34 12
43 BQ 88 53 53 0 35 0 35 148
44 ER 90 52 52 0 38 150
45  BS 206 179 179 5 22 34
46 BT 130 94 94 8 28 110
49 BW 145 96 94 0 49 95
50 BX 155 125 125 0 30 85
51 BY 190 99 99 0 91 50
52 BZ 229 196 192 6 27 11
53 CA 171 139 139 4 28 69
54 CB 90 45 35 0 45 150
55 cc 239 211 211 0 28 1
56 Ch 239 199 195 5 35 1

Total 11,296 9,642 9,5 1,193 2,144
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Breakdown of Students' Achievement on Deferred Transcription. .

S/NO. Stu- Total . Cutlines Correct Correct Qut- Incor- Incor- Out-
dents OQut- Written Outlines Outlines lines rect rect lines .
Code lines cor~ Trans- Trans-— Written Out- cut~- Omit-
NQ. Hritten recily cribed cribed Incor-~ linss lines ted
cor- Incor- rectly Trans- Trans-
rectly rectly cribed cribed
Cor- Incor-

rectly rectly

1 an . 239 215 - 205 10 24 6 18 1
2 AR 239 221 213 s 17 3 15 4
3 AC 237 214 210 4 23 15 g8 3
4  AD 238 214 200 - 14 24 0 - 24 2
5 AE 234 184 169 15 50 6 50 . &
6 . AF www___ 193 . 18l | 12 __ a0 10 | 30 7
7. AG 210 188 w2 18 22 0 22 30
8 A 238 L0223 o208 15 15 1 14 2
m_a:x.ww_w_ 235 211 C1es 12 24 s . 18 s
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Breakdown of Students' Achievement on Deferred Transcriotion.

10 AJ 218 190 178 12 22 3
11 AK 233 193 171 22 40 5 5%
12 AL 214 164 146 18 50 20
13 AM 230 222 112 110 8 0
14 AN 234 209 208 1 25 10
15 AD 170 141 121 20 29 0
16 AP 210 167 109 58 43 15
27 AQ 226 220 130 90 24 0
18 AR 239 231 229 2 8 4
19 AS 195 135 105 30 60 3
2C AT 166 149 103 46 17 0
21 AU 192 146 140 6 47 12
22 AV 234 203 188 15 31 -
23 AW 227 180 160 20 47 5
24 AX 210 191 90 101 19 9
25 AY 194 175 60 115 19 M

19
29
30

15
29
28

24

57
17
34
27
42
16
15

<2

26
10

70
43

44

a

13
30
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38
39
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Breakdowr. of

AZ
BA
BB
BC
BD
BE
BF
BG
BH
BI
BJ
BK
BL
BM
BN

BO

236
232
240
235
234
Z35
120
235
175
179
234
p e 5.
189
189
155
179
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Students' Achievement on Deferred Transcription.

225
205
230
226
222
215

99
214
136
156
224

97
168
157
141
129

[ 8
[ 3%
Ly

195

57
60
00

10
13

10
15
35
19
71
106

24

60
81

129

11
27
10

9
12
20
21
21
39
23

10

21
32

14

MY

23

12
20
20

39
23
10
36
21
28
10
50

98

120

65
61

105
51
51
85
61
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Breakdown of Students' Achievement on Deferred Transcriotion,

42 BP 228 194 00 194 34 0 34 12
43 BQ 8C 53 30 23 35 0 “ 35 148
44 BR 90 52 00 52 38 0 38 150
45 BS 206 179 00 179 27 0 27 34
46 BT 130 94 00 94 36 & 32 110
47 BU 230 200 98 102 30 - 28 10
48 BV 168 137 00 137 31 - 27 73
49 BW 145 96 32 64 49 0 49 35
50 BX 155 125 20 105 30 0 30 85
51 BY 190 99 43 56 9l 0 91 50
52 2 229 196 53 &3 33 0 33 11
53 CA e iy 3 4 139 87 52 32 = 28 69
54 CB 90 45 38 7 45 B 41 150
55 cc 239 211 203 8 28 3 25 1
56 Cb 239 199 106 93 40 2 38 1

Total 11,296 9,642 6,938 2,704 1,654 189 1,465 2,144
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APPENDIX G

Non-Shorthand Transcription Errors (An Error in Spelling,
Punctuation Or Grammar).

S/Ho. 'ode No. Non-Deferred Deferred Trans-—
Transcription cription
) 1 AR 8 10
25 AB 7 11
35 AC 8 11
4. AD 8 9
Ba AL 13 13
6. AF 16 18
7. AG 12 10
8. AH 14 16
9. Al 20 15
10. AdJ 18 15
LY. Ak 21 14
12. Al 23 : | 6
1.3 AM 20 13
14 AN 22 20
15. AU 12 14
16. AP 10 12
il £ AQ 17 20
18. AR 4 2
19. AS 15 15

20. AT 18 14



Appendix i  {Contd) e

Non=Ohorthind Transeription Errors (An Error in Spelline,

Punctuation or Grammer).

21. AU 14 18
22. AV 4 13
23. AW 23 34
24, AX 15 14
25, AY 10 12
26. AZ 9 11
27, BA 11 15
28. BB 13 9
29, BC 11 11
30. BD 11 _ 11
31. BE 16 18
32, BF 10 ' 18~
33 BG 13 11
34. BH 14 14
35. BI 14 25
36. BJ 18 16
37. BK 12 9
38. BL 14 16
39. BM 14 15
40. BN 7 9
3 BO 17 10
42, BP 13 8
43. BQ 12 17
44. BR 18 20
45. BS 7 10

KACLHAY 1memaaia..
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Appendix G (Contd)

Non=-Shortnand Transeription Errors (An Lrror in Spelling,
Punctuatt-n or Grammer).

46. BT 15 22
a7. BU 33 17
48. BV 8 20
49. BW 15 19
50. X 16 12
s5l. BY 18 14
52. BZ b Iy & 12
53. CA 9 8
54. CB 12 8
55. cc 9 12
56. CD 12 16

Total 155 792
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APPENDIX H
Shorthand Transcription Errors (Errors Excluding

Errors in Spelling, Punctuation and Grammar, i.e. Non-
Shorthand Transcription Errors).

S/No. Code No. Non-Deferred Deferred
Transcription Transcription
1. AN 0 10
2. AB 0 8
3. AC 0 4
4. AD 0 14
S. AE 0 15
6. AF 0 12
Te AG 24 16
8. AH 0 19
8. AT 0 12
10. AJ 4 12
| R o AK 2 22
L2 AL 1 18
3. AM 4 110
14. AN 0 1
15, AO 0 20
16. AP 2 58

L L AQ 4 96
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Appendix H (contd). 0%

sShorthand Transcription Errors (iir:wirﬂ_lﬁzc Lud ing
Errors In Upelling, Punctuation and Girawmmer, i.e. Nou-
Shorthand Trauscription Errors).

18. AR 0 2
19. AS 9 30
20. AT 0 46
21. AU 0 6
22. AV 0 19
23, AW 10 20
24. AX 3 101
2S. AY 5 115
26. AZ 5 2
27. BA 6 10
28. BB 0 13
29. BC 0 8
30. BD 0 10
31. BE 3 15
32. BF 8 35
33, BC 0 19
34. BH ] 71
35 BI 0 106
36. Ha 0 24
37. Bk 0 52
38. BI, 0 88
39. RM 0 60
40. BN 0 R
41. BO 8 129
42. BP 0 194
43. BQ 0 23

44. BR 0 52
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Appendix H (contd).

Shorthand Transcription Errors (Errors Excluding
Errors in Spelling, Punctuation and Grammer, l.e. HNon-
Shorthand Transcription Errors).

45. BS 0 179
46. BT 0 94
47. BU 0 102
48. BV 0 137
49. BW 2 64
50. BX 0 105
51. BY 0 52
52. BZ 4 43
53. CA 0 52
54. CR 10 7
55. ce 0 8
56. cD 4 93

Total 115 2,704




APPENDIX I

P11OT STUDY QUESTIONS

106

Do you tcach any special course in shorthand tran-

scription for your students?

Do your students transcribe dictated shorthand

notes with the vse of the typewriter or hand-

written?

Do you drill your students in transcribing hot and

cold notesg?
Do you give
What do you

students in

deferred transcription of shorthand notes.

homework assignments on cold notes?

consider are the problems of your

achieving both in non-deferred and

Do you have a shorthand laboratory?
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