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ABSTRACT

The study evaluated the effects of preview, shortcuts,

and fatigue in shorthand writing- This was achieved by
| ooki ng far the correctly written outlines and <correctly
transcribed outlines.

Two groups of shorthand writers were selected: the SO

words a minute group and the 100 wards a minute group. There
were 104 National Diploma (ND) Il Secretarial Students in the
first group and SS Higher National Di pl oma CHND) | Secre-
tarial Students in the second group. These students were
from Federal Pol yt echni c, Bi da; Kwara State Polytechnic,
Ilorin and The Polytechnic, |badan-

Tne instruments used for collecting the data consisted
of two identical shorthand passages of six minutes duration,
one for each speed. Af ter the dictation, typewritten
transcription lasted for one hour.

Data were analysed by the use of thestatistic and ANGVA
(Anal ysi s of Vari ance) statistics. The hypotheses were
rejected at 0.05 level of significance or less (P< 0.05).

The findings were:

(i) The unfamiliar unpreviewed dictation is more

difficult to wite and transcribe than the famliar

previ ewed dictation.



(ii) Learned shortcuts help correct transcription,
particularly at the lower |evel, but st the higher
|l evel, there is no significant di Hersnce between
t hose who used the learned shortcuts and those who
did not.

(iii) Students performed better in correctly witten
outlines than in correctly transcribed outlines.

(iv) Sustained dictation in shorthand witing evidently
results in -fatigue for the writers.

(v) The SO words a mnute witers were nmore affected by
fatigue than the 100 words a mnute writers in speed

writing.
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DEFINITION DF TERMS

Freviewsd Dictation

Unpreviewed Dictation

Sustaingesd Dictation

Transcription

Shortcuts

Institutional Examinations

Puhlic Examinations

Behavioural Dscillation

Trivia

Clutter up

Miwv

Bictation material that has
been made knwn to the
etudfents before the actual
dictation is given.

Dictatiaon material taken €rom
capy with which the students
were not familiar.

Lengthy dictation of § ainutes
and above. .

The act of converting short-
hand notes into handwritten
aor typewritten copy.

Ahbreviated forms of short-
hand outlines

Internal sxaminations
conducted by schoonls and
collieges on their students.

Examinations conductsd by
recognicsed examining bodies
ather than schools and
colleges B.g. West African
Schonl Certificate (WABC) and
General Certificate of
Education {(GCE) Examinations.

Change in behaviour pattern
of a paerson accarding ta the
condition of his environment
and his inner feelings.

Unimportant details.

Make untidy or caonfucse.



Chapter 1

INTRODUCT ION

1.1 Secretarial Educatian in Nigeria
Althouah, Fafunwa (1974) wrote that technical and

vacational educatian in one form ar another was in vogue
before the introduction of western sducation in Nigeria, it
is not certain when exactlv secretarial sducation found its
way to the countrv. However, caoansiderinag the first time
secretarial subjects were included in the cwrriculum of
schanls i1n the cauntry, Gana (1987) reparted that the Phelps-
Stoke Commission of 1920 recommended for the first time ever
that shorthand and other commercial subiects should be taught
in Nigerian schools. Since then, the growth and fortune of
secretarial training in the country have been a fluctuating
ane .

All along, there has never been a time in Nigeria when
the demand Far trained secretaries is in daubt. Even in the
early fifties and late sixties, Gana (1987) said that "there
aragse a sharp demand for qualified secretarial and adminis-—
trative staff for the expanding civil services of the Fedesil
and the Regianal gaoveramente and alsa to replace the large
number of non—-Nigerians who had hitherta dominated the
scene."” But as Fafunwa (1974) pointed out, "one of the maior
defects in the Nigerian educational system 18 the low
priority accorded to technical and vaocatianal education®.

Nigerians were therefore never interested in allowing their

KASHIN IRPAKIM LIBRARY
WP PFLLE NS



sons and daughters to faollaow secretarial careers partly
because of its "subordinate" nature and partly because of the
general belief that it is good only for "second rate" brains.
Thie negative attitude an the part of the Nigeria public led
Fafunwa (1974} ta comment that "for almost a hundred years
in Nigeria, the educated men were those who read classics -
Latin, Greek, Miltaon and Shakespare". In the past, secandary
school curriculum laid emphasis on the acquisition of facts.
Very little attention was paid to the vocational subjects
(Gana 1987).

Amasfule (1984) made the picture clearer in the follow-
ing narration:

The effective preparation of the secre-—
tary in Nigeria has nat had a bright
heginning. Very Ffew well organised
institutions for the training of secret-
aries existed in the country during the
late fifties and in the sixties. They
existed within the ambit of what then
used to be known as the College of arts,
Science and Technalagy. Alang with this
type aof institutione were staff training
centres such a= the Federal Training
Centre, the Institute of Administration
which included secretarial Eraining 1in
their courses oaof study. Apart from
these, there were a +Few privatel y—-owned
commercial secondary schools, and many
roadside commercial institutes which
affered business courses tao secretarial
aspirants for first entry jobs.

The situation as described by Amasfule (198&8) prevailed
until late sixties when saome state governments started tao
inject commercial courses inta the government secondary
schools. It is gratifying, haowever, that the new Natianal
Policy on Education has adequately taken care of secretarial

subjects like shorthand and typewriting in virtually all the



stages of the educational set-up in the countrv. With this
development, and with improved understanding of the
importance of secretarial training among the Nigerian
populace, 1t i hoped that the future of secretarial

profession in the country will be an encouraging one.

1.2 The Nature of Shorthand
In line with the oninion expressed by Russon (1948) that

"ghorthand has a reputation of beina a difficult subiect®,
there is a strong feeling among the generality of students,
parents and even teachers in Nigeria that shorthand is not an
easy subject to master. Thie preconceived apinion about
shorthand is also greatly affecting the performance of
secretarial students in the subiect all over the country as
shown by poor results in sharthand examinations in our
polytechnics, secondary schools and other secretarial
institutions. For 1nstance, Olorunmaiye (1982) in his
research on "Prediction of Performances on the Hest African
School Certificats Commercizal Evamination in Kaduna State"
observed that candidates who enralled for the shaorthand
examination had zerc (0) percent in the erxamination. Uduma
{1986) who researched into the "Strategies for Improving the
Teaching aof Sharthand in Secandary Schools in Imo State” aleo
pointed out that the high failure rate in shorthand normally
recarded at the UWest African School Certiticate examinations
is a problem and a matter of areat concern tao business

educators in particular and aother esducators i1in general.



This unplsasant situation is not peculiar to Migeria,

In the United States af America where commercial (husiness)
education has gained very high prominence, the paoor results
in shorthand examinations are also prevailent. In this
regard, Pullis (1973) wrote:

Research reports indicate that after

completina one vear of shorthand instruc-

tion in high school. leses than 20 per

cent af the students are capable of

takinag dictatian at &0 words a minute.

Even more appalling, the same reports

cshow that after completing two yvears of

sharthand instruction, lesse than 50 per

cent of the students are capable of

taking dictation at B0 words a minute.

Such statistics have caused many instruc-—

tars to wonder whether seriocus questions

should not he posed concerning currently

promoted aethods and materials for
teaching shorthand.

1.3 Shortage of Oualified Secretaries

In contrast to the very acloomv results in secretarial
institutions 1in Nigeria, newspapers and magazines carry
adverticeaents af vacancies far secretaries in all parts aof
the country everyday. In a mini research carried ocut by the
rasearcher, it was discavered that in the first half of 1987
alone, one Lagos-based newspaper, "Daily Times af Nigeria"“
published twa hundred and sivtv-four advertisements for
secretarial positions. Durina this perind also, 1t was also
diecovered that a tatal aof 31 HND (Secretarial Studies)
holders and 156 ND ({(Secretarial Studies)! holders were
produced bv three of the Nigerian polvtechnics (Federal
Polytechnic, Bida: Kwara State Polytechnic, Ilaorin and the
Polvtechnic. Ibadan). When the number of the advertised

vacancies in ane half af the year, in one natiaonal neuwspaper



alone, is compared with the tatal number of HND and ND
(Secretarial Studies) holders from three of the Nigerian
reputable palytechnics in one vyear. the agravity of the
situation all aver the countrv can hest he imagined. A large
number of people fail tn qualify in the secretarial profec-
sian because of their inabilitv to secure a Ppass in shart-
hand. This leaves more than @nough emplovment Vacancies far
the few successful ones. Such situation, however , does not
help the Fapid development of the nation because organi-
€ations that require the services of secretaries, but fail
to have them, will be grassly handicapped in their secre-
tarial services.

—) From the fore-going, it is clear that sharthand is
widely recognised 2 a difficult subject and that thig
accounts for the low level of succese in the subiect in our
training institutions. The attendant acute shortage of
qualified secretaries in the employment market in this
country is a matter of great concern. It is therefore
important that efforts should be directed towards i mprovement

of methods of teaching the subject in order that amore

1.4 Statement of the Problem

Tonne et al. (19s%) bointed out that "the primary aim
aof shorthand instruction is to develon the ability to take
the dictation that is encountered in 2 business situation
with sufficient speed to ensure getting it down and with

sufficient |&CCuracy to produce a mailable transcript".



This ctand ic supported by Papham et al. (1975) when they
stated that "the ultimate goal of shorthand is for a student
to perform in a business situation by taking dictation at a
speed which enables the accurate recording and transcription
of notes into mailable letters and reports at a rate
cammensurate with an acceptable range of affice standards".

Fraom the researcher ‘s teachina experience, i1t has been
observed that some of the cstrategies mostly employed bv
teachers 1in helping their students achieve perfect
transcription through the taking down of accurate dictation
are:

(a}) The preview of difficult words in the passage
hefore the passage is dictated.

(b)) The introduction of shortcuts for outlines which
are difficult or lengthy to write in full. This is
supposed to assist the students gain speed when
takina down the dictation and alsa to help them
recognise such outlines guickly when transcribinag.

(c) The cutting down of the length of the passage to a
manageable extent to avoid fatigue or unnecessary
boredam which mav make the students caommit many
errors.

However , very fem previous studies nf shorthand have

examined empirically the cantribution of preview, shartcute
and fatigue ta speed building. The purpase of this study.

therefore, is to examine empirically the effects of preview,



shartcuts and fatiaue on the perfarmance aof sharthand
students in order that the findinas thereof mav be used to

imprave the shorthand teaching and learning processes.

1.5 Research Ouestions
The studv will attemct to answer the following research

questiaons:

80 and 100 Words a Minute Writers

{a} What is the percentage of correctlv written
outlines and correctly transcribed ocutlines of
unpreviewaed., unfamiliar dictation written at
80 and 100 worde a minute?

(b) What is the percentaae of correctlv written
outlines and correctlv transcribed outlines of
previewed, familiar dictation written at 80 and
100 words a minute?

fc) What is the nercentage of accuracy in writinag
and transcribing learned shartcuts at 80 and 100
words a minute?

(d) What is the percentage of accuracy in writing
and transcribing waorde faor which na shartcuts
are learned at 80 and 100 worde a minute?

(e} What is the percentaoe of correctlv written and
caorrectlv transcribhed outlines in each minute of a

six minute dictation written at BO wards a minute?



i.6 Hvoatheses

The following formulated null hypotheses will be tested

using appropriate statistical procedures highlighted in

Chapter 3.

80 Words a Minute Writers

fa)

i{b)

There is no siagnificant difference in the standard
af accuracy af students writing 80 words a minute
unfamiliar and unpreviewed dictation and 80 words a
minute familiar and previewed dictatian.

There is no significant difference in the standard
af accuracy of students writing 80 wards a minute
dictation without learned shortcuts and those

writinag the same dictation with learned shortcuts.

100 Wards a Minute Writers

(a)

{b)

There is no significant difference in the standard
of accuracyv af students writing 100 waords a minute
unfamiliar and unpreviewed dictation and 100 words
a minute familiar and previewed dictation.

There i= no significant difference in the standard
af accuracy of students writing 100 words a minute
dictation without learned shortcutse and those

writing the same dictation with learned shortcute.



80 and 100 Words a Minute Writers

(a)

(b}

fc)

(dj

(e)

There is no significant difference in the standard
of accuracy of students writing BO words a minute
unfamiliar and unoreviewed dictation and those
writina the same dictation at 100 words a minute.
There is no siagnificant difference in the standard
of accuracy of students writing BO words a minute
familiar and previewed dictation and those writing
the same dictation at 100 words a minute.

There is no significant difference in the standard
of accuracy of studenis writina BO words a minute
dictation with learned shortcuts and those writing
the same dictation at 100 words a minute.

There is no significant difference in the standard
af accuracyv of students writing 80 words a minute
dictation without learned shortcuts and those
writino the same dictation at 100 words a minute.
There is no sianificant difference in the standard
of accuracy of students affected by the fatigue of
sustained dictatiaon at 80 words a minute for six
minutes and those affected by the fatigue of
sustained dictatiaon at 100 words a minute for six

minutes.
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1.7 Siagnificance of the Study

Iri line with the declaration by Shilt (1978) that "the
authors Lomax and Wilson feel that too much research has been
an descriptive tyoe and far too little on experimental type",
the researcher believes that actual clasercom experimentation
is the best to discover shaorthand problems for the benefit of
the students and their teachers and Ffor the improvement of
the generally high rate of draopouts in shorthand courses in
our institutions.

Preview of difficult worde in a shorthand passage before
the actual dictation begins is a speed building approach
which has received criticisms in some guarters. Critics of
this approach point out that in real office situation, pre-
view before dictation is absent and that the mode of training
af sharthand studente should reflect what they are likely to
meet in their work places after training.' The first signi-
ficance of this study is that it will help the shorthand
teachers and students to see the effect. if any, that preview
has on the overall performance of sharthand writers.

Secondly, there has been expression of apinion in some
quarters that the less students are burdened with shorthand
shortcutse, the more rapidly will they be able to write. In a
study by Palmer (19468), it was reported that some paoplnl

claimed that "students can write up to 140 words a minute



11

without learning any special abbreviated forms., although few
classroom teachers have so far been able readily to attain
this goal®. This study will agive an insiaght into the
usefulness or otherwise of cshortcuts in the writing of
shorthand.

Thirdly, few studies of shorthand have examined the ways
and extent to which fatigue affects shaorthand writing. Most
shorthand passages used for examination purposes 1in our
institutions are restricted tc twa, three and at most four
minutes duration, presumably to avoid fatigue on the part of
the students. However, in actual affice situation, shorthand
writers may be expected to take longer dictations particu-
larly at meetings and conferences. This ctudy will therefore
help to prove or disprove the effect fatigue has on shorthand
writers.

Shorthand teachers will benefit tremendously from the
findinge of the study in that scuch findings will help to
improve the dictation strategies and methods of teaching in
the classraoaoms. The sharthand students themselves will learn
from the +Findings the various stepse and precautions they
should take while taking dictation in their daily struggle to
increase their speeds.

Lastly, the study will help trigger off furher attempts
by other people to research intoc thaose intricate aspects of

shorthand speed building that will eventually be of immense
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benefit to the generality af shorthand teachers and students

in all our educational institutions.

1.8 Research Assumotian

The two levels of shorthand writers used in the research
were chasen from the students af ND II and HND I (Secretarial
Studies) in Nigerian polvtechnics. The ND Il students con-—
stituted the 80 words a minute level while the HND I formed
the 100 words a minute level. It was assumed that because of
the uniform standard of entry qualifications and svllabi faor
both the ND and HND (Secretarial Studies) in all the poly-
technics af Nigeria. students in sach aof the two levels, na
matter in which polytechnic they were, would adequately he
comparable with one anather and would be capable of the
shorthand speed intended +Ffor each aof the levels. For
example, the ND II students should be capable of writing 80
words a minute shorthand by the end af their ND I while thase
iﬁ HND I should be capable of 100 words a minute shorhand at

the end of their ND II.

1.9 Limitations and Delimitations

1.9.1 Limitatians

This study was restricted to Nigerian polytechnics
because they are the onlv secretarial institutions having
uniform entry qualifications and syllabi for the training of

sacretaries in the country.
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Three polvtechnics were involved in the studv:

Federal Polvtechnic, Bida: Kwara State Palytechnic, Ilarin
and The Polytechnic, Ibadan. The three institutions were
chosen because they are among reputable polvyvtechnics in the
country and findings from them could be relied upon to be the
true situation in similar institutions. Secondly, the skill
af shorthand writing is generally not influenced by culture,
tribe ar geoagraphical lacation. It is therefore safe tao
generalise findings from this type of study in one part of
the country to the other parts.

All the students used far the study might have heen
exposed to previews from other sources like texthooks and
class work. These previews might include shortcuts and words
regarded as unfamiliar in the shorthand dictations made up

for the study.

1.9.2 Delimitations

The research is saolely concerned with the numher of
correctly written and correctly transcribed autlines af
unpreviewed words, previewed words and shortcuts. Therefore,
while the transcription was typewritten, the study did not
examine such things like penmanship, hesitation time while
writing, neatness and other activities expected of sharthand
writers. Accurate formation and transcrption of shorthand
outlines, which are the main issuss involved in the study,

were mainly considered.
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1.10 Summary

It has not been oossible to meet the incessant demands
for secretaries in the esplovement market in Nigeria because
of the poor performance of students in shorthand in our
schaols and colleges.

In an attempt to alleviate the problem, this study
examined empirically the effects of preview, shortcuts and
fatigue on the performance of shorthand students for the
impraovement of shorthand teaching and learning processes.

Two levels of shorthand writers, B0 and 100 words a
minute, comprising of National Diploma (ND) I1 Secretarial
Students and Higher National Diploma (HND) I Secretarial
Students respectively were the focus of the study. The
students were from the Federal Palytechnic, Bida: Kwara State
Polytechnic, Ilorin and The Paolytechnic, Ibadan.

It is haped that the findings from the research
guestions and hypotheses will help both the shorthand
teacherse and students, and trigager aff further ressarch in

the subject.



Chapter 2

REVIEW OF LITERATURE

2.1 Introduction

Swanson (198&6) wrote that "if vou need to be convinced
that sharthand students are special, Jjust pick up the
classified section of any major city newspaper and scan the
want ads +Far secretaries. You will discover what a special
&kill emplayers consider shorthand to be since many of them
demand it for emplaovment.”

In supporting the above claim, Davie and Ol adunioye

(1987) submitted that:

The demand for secretarial staff with the
knowledge of sharthand is greater than
ever. The increasing technological inno-
vations 1in todav's madern business
offices have not and never will replace
peaple with gooad stenographic skills.
The future is hright and the prospects
are many for those who are willing to add
this "SPICE" to their life.

Inspite aof the incessant demands for secretaries in all
areas of our econamy. the number of gualified secretaries
turned out Ffrom our training intitutions has not been
encouraging because of the general poor performance of
trainees in shorthand sxaminations. This unfortunate
situation has continually been a source of cancern not only
to students and parents but alsoc to teachers. One of the
major reasons suggested for the poor performance of students

in shorthand examinations is faulty method of teaching.
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Tonne et al. (1945) defined method of teaching as "the
procedure bv which the teacher meets the learner at his
level, starting with his interests and his prablems. and then
estahlishes canditions that enable him to proceed to reach
set goal 1in as effective a manner as possible." Realising
what a good method of teaching i1s, Shilt {(1978) ochserved that
"the efficiency of our product is our basis for measuring the
efficiency of the school and teacher. If teachers were
thorough in their instructions, it would be reflected in
their graduates.” Uduma {1986) also quoted Mills as saving
that “good instructions makes Qifficult subject easy to learn
but bad instruction makes even ‘easy’ subject difficult ta

learn.™

This must be why Selden (1964) commented that:

Instructors of shorthand are todav indic—
ating an increasina concern for empirical
evidence toc support the use of teaching
procedures utilizing new methods and
techniques af instruction. No doubt this
concern is due in large part to the fact
that a higher percentage of students fail
shorthand than any other subjects in our
public secandary schools.

On his awn part, Frink (1942) said that:

If it is assumed that the majority of the
students enrolled in the shorthand course
are capable af learning the skill, such
shockingly law achievement levels must
certainly he an indictment against the
teaching procedures by which these
students are i1nstructed, for the profi-
ciency attained by the students is
directly related ta the teaching methods
utilized in the classroom.



17

It is therefore essential that from time ta time, shorthand
teachers should +find ways and means of examining their

methods of instruction through research sa as to discover

possible areas of improvement. Research designed to evaluate

many aspects af shorthand instruction has raised several
podaq;gical guestions, the answers to which should be sought
by all sharthand teachers who are truly concerned with making
their teaching more effective and with encouraging their
students ta attain higher standard in sharthand and tran-
scription (Pullis, 1971).

This particular study directed at knowing the effects of
preview, shortcuts and +fatigue in shorthand writing is an
attempt to help shorthand teachers understand the specific
caontributions these three elements of shorthand writing make
to shorthand speed development and transcription +or the

overall improvement of shaorthand teaching and learning.

2.2 Shorthand as a School Subject

Until some yvears ago when a new policy on education was
intraoduced in this country, shorthand as a schaal subject was
at a great disadvantage. The subject was not accorded the
same regard or recaognition given ta caonventional subjects
like mathematice, physice and geography. This disregard was
particularly by wmost af the afficials directing the educa-
tional policies and also by a great number of principals of
schaols. The discrimination could be seen from the bias and

one-sided manner in which the educational administrators

1
|
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handled issues concerning commercial subjects and how the

choice of shorthand by students were loocked down upon as the
second best or intellectually inferior to choices of subjects
like chemistry and history. The common argument that shart-
hand is merely a utility subject has often been the cause for
the condemnation of it as a subiject of study in our schools.
Critics usually advanced that it is strictly a vocational
stibject with 1little or no educational value. However, in
trying to justify that sharthand is an educational tool,
Holland (1972) wrote that:

What has not been realised is that short-

hand waorks through the medium of languaage
and for many students 1= often a key to

ite understanding. Moreaver, shorthand
like many vocational subjects has other
educative values in its effects on

temperament, standards of work and atti-
tude of mind.

Commenting on the same point, Canning (1970) said that:
Shorthand is not a collection of rules and
aimmicks. It is not to he equated with
recreative skills like playing snooker or
ballroom dancing. It is a craft, an art, and
a visual manifestation of language in the
same way as are printed French or algebraic
svmbols.

Some aspects of lanauage which shorthand as a subject
can considerably influence are reading ability, grammar and
sentence construction, word usage and meaning, aural
comprehension, structure, literary appreciation and written

expression. It could thuse be seen that shorthand and

language are integrated and anyone learning shorthand must
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not only be perfect in the art but must equally be able to
demonstrate the mastery of language because to divaorce one
from the ather would be disastrous. Shorthand also offers
varied appartunities {for throwing a new and different light
on the nature of language (as distinct from English or French
or Berman) in areas such as semantics and phonetics.
Shorthand therefore makes paowerful contribution towards the
vital goal of increasing students’ awareness of language and
command in its use.

On the educational value of sharthand in the area of
teaperamental devel apment , shorthand writing enforces
discipline and seriousness in all its ramifications. Canning
{1970) oberved that "learning to read and write shorthand and
to use it can never be a quiet, tranquil, lackadaisical
praocess.” In every sharthand dictation, the writer has many
hurdles to cross. He is always in direct battle with the
stap-watch, the dictator, the pen, the note-book and the
environment. He na doubt needs a great measure of drive,
impetus and struggle to survive the "ordeal". This explains
why good attitude of mind, emotional stability, complete
attention and perseverance are required fram all shorthand
writers.

Moreover, the cultivation of good habits plays no small
part in learning a subiect like shorthand. Everyday, while

taking down dictation, students are expected to maintain



specific writing posture and handle the pen and the noteboak
in a particular manner. In addition, sharthand reading and
writing should be carried out daily baoth during the class
work and through the homework assignments in the course of
training. In these ways, qood work habits are formed in
students. These wark habits can then be transferred ta the
formation of good habits in other areas of life.

Dne other important eddcational value offered by
shorthand is that it encourages good wark standard. Ferhaps
in no other school subject is speed and accuracy so
emphasised as in shorthand. Time is the cantrolling factor
in the execution af virtually all shorthand dictations in the
classroom while transcriptions Ffram such dictatiaons are
supposed to be without error. McNicol (194583 highlighted that
shorthand ic one hundred percent subiect and that "one error
in a document may make it useless.” This expectation which
is the corner—-stone or goal aof all shaorthand instructians has
the educational implication of making shorthand learners aim
at the very best in whatever woril they praoduce.

Shorthand writing also enriches the life experience of
the witer. Fram the varieties of topics 1in shorthand
dictationse on pecple, places, accupations and events,
shorthand writers are brought into the realities of life
situations daily. These varied experiences usually make the

shaorthand writers more enliaghtened and mare matured.
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In the matter aof the relevance af sharthand ta self-
survival, which is one of the aims of education, Holland
(1972) remarked that:

Just as readina and writing and knowledage
af numhers are necessary for the child to
pass fram the arimary stage ta the stage
of self help in education, so 1s the
knowledge and practice of shorthand a key

to proagress in office work besides bheing
useful as a persaonal asset.

Many people holding top positions in government and
private establishments taday are there through the
acquisition of the knowledge and masterv of shorthand.
Shorthand with 1ts twin subiject, typewriting, have paved the
way for emplovment and livelihood for numerous pecple wha
could have been johless and who could have been disillueianed
and deiected in a world full of uncertainties and challenges.
In realisation of this fact, Canning (1970) pointed out that
shorthand presents us, as does the full acquisition of any
ather worthwhile skill, with another powerful weapon tao cope
with life and make our mazximum contribution toe it. Infact,
it is on this point, over any other point, that the
educational wvalue af sharthand can best be judged and

appreciated as a schaol subject.

/2.3 Sharthand as a Skill
In an attempt to find ocut the real nature of shorthand,

Tonne et al. (1945) asked:

—_——



Is it a knowledoe ar 1t is a skill? Does
it invalve what Morrison calls "science-
type" learning in which the student’'s
objective is to understand the principles
on which the svstem 1is built? Or is it
primarily what Morrison considers a
"language art” in which the learner
automatizes his responses so that he can
take dictation withaout thinking about the
rule that determines the correct way of
writing a word?

Olinzock (19832) however. pointed out that shorthand is a
fundamental skill aof the office warker and that the learninag
process requires consideration of four essential elements:

i. the learner
ii. the teacher
iii. the instructional materials
iv. the learning environment

Olinzack (1983) further declared that the stages of

skill development in shorthand inciude the abilitv to:
{a) read shorthand
(b)) write sharthand
(c) record sharthand
(d) ‘transcribe shorthand
() produce useable transcript
if) use appropriate English skills
{g) apply appropriate affice procedures
(h) apply shorthand skill on the job faor perscnal use

In her awn contributiaon, McNicaol (19&68) classified the
skills required for shorthand writing into three:

Aural Skills

Ability to deal with -

1. Variation of intonatian.

2. Variation of accent.
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3. Variation af pitch and volume of vaice.
4. Variation of pace of speech.

S. Irrelevant noises (e.g. ather people speaking.
traffic, door shutting, etc.).

&. Unfamiliar words.

Mental Skills
Ability tao -

1. Recall shorthand ocutlines., or to form new ocnes.

2. Recognize wards.

3. Retain rapidly spoken wards until the hand is ready
to write them (the span of retained words may vary

from five to twenty-five).

4. Bive some attention to, and comprehend the general
meaning of what is being said.

Manual Skills
1. Skilful holding of pen or pencil.

2. Skilful handling of notebook (left hand preparing
for and turning page).

3. Ability to anticipate transcript by indicating
dieplay or points for transcript (e.g. writing name
and address separately from body of notes af a
letter without being instructed, indicating
capitals, abbreviatians, etc.}

4. Dexterity in writing shorthand outlines.

In discussing the stages of sharthand skill development,
Hudsan (1970) revealed that there are some chvious probleas
to overcome. He therefore advised that "“an effective
program to overcome bacic skill deficiencies will not happen
accidentally. Several steps should be taken by the
instructor to facilitate remedial instrurtion and provide

skill building exercises in the most efficient way possible.”

He named these steps as:
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fa) Identifving skill levels.
{b) Establishing proficiency goals.

{c) Providing reaedial exercises and re-emphasising
progress.

Writing on the same =ubiect, Dickson {(1971) said that
"skill building ise a primary concern if shorthand learners
are to get best results Ffrom their time and effort in
shorthand. " He called for the removal aof irrelevant
emotional excitement and worry, removal of physical
impediments and praovision af necessary help to make the task
af the learner eacsy. Some of the principles for guiding
sharthand sikill given by Dickson (1971) are:

{a) Constant practice

{b) Skill development aaccording to the ability aof the
learner

{c) Development of language art
{d) EKnowledge of result and progress by the learner

(e} Understanding the learner’'s problems through the
teacher ‘e patience and caonstant encouragement.

Writing on the importance of practice in the development
of shorthand skills, McNicol (194688) enumerated the following
principles:

1. The aim of the practice must be precise.

2. The student must understand the aim of
the practice

X, The aim must be appropriate to the needs
and capabilities of the student.

4. The practice period should bhe suffi-
ciently laong faor the students tc gain
benefit fraom it, but naot longer than ics
necescary to achieve the aim.
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5. 1If signs af fatigue, boredom or
frustration are noticed, the practice
should be stopped.

&. Period devated to drills should always he
af shart duration. but should be regular
and freguent.

7. The physical conditions in the room
(accessibility of materials, lighting,
temperature, ventilation) should be as
good as possible.

8. The same goal or the same practice
material (especially drills) will not
always be appropriate for a whole class
or group, materials and goals should be
ceelected to help individual students.

9. During practice the teacher should cherve
the techniques and work habits of the
students.

10. Praise for improved techniques (howsver
light) is maore important than correctian.
It helps to build up the confidence of
the learner — an important feature in
skill acquisition. Praise is especially
important with the less successful
students.

11. Students learn more effectively if the
material on which they practice is
meaningful to them.

12. Purposeful material (material which will
be used) is aften mare valuable than mere
exercises, but it must be approriate to
the stage of attainment af the student

and must never be out of step with the
planned course.

In recognition of the fact that shorthand skill develop-
ment should be according to the ability af the learner,
McNicaol (1948) wrate that "no two skill performances, sven by
the same person are identical"”. She pointed out that there
would be slight or even major changes in style according to
the speed of dictation in relation to the writer s ability,

according to his mood and conditions under which the writing
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ie dane. In support aof this stand., Dickinson (1971) reminded
all shorthand teachers that skill is not a fixed or static
state and that the skill of anv writer varies from minute tao
minite as well as from dav to day. Thus, he warned that "the
skill fluctuates accordino to outside conditions and to the
internal feeling of the learner” by quoting Hull as having
called this "behavoural oscillation".
~— ) Furthermore, it will be naive to discuss shorthand skill

in isalation without specific reference to language as its
main tool. bzlters (1975) acknowledged this fact by writing
that "the teacher s caoncern is that the students develop the
abilities to hear, recognize, percieve, pronounce and write
the different letter sounds accurately." 0On the same point,
apart from emphasizing the fact that "for efficient shorthand
reading and writing there must be a more than average
knowledge of English in addition to the knowledge of the
shorthand systea", McNicol (1948) reiterated that:

English thus hecomes a mental skill and

the shorthand writer who has not

developed it to a fair degree will be

unaware af the poseible dangers of

mishearing, of the tendency to write the

outline for the familiar in place af the

unfamiliar word, of writing what one

expects ta hear instead aof what aone does

hear, or aof the need to "register" when a
passage does not make sense.
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The appreciation of the importance of language to
shorthand writing made Uduma (1984) to declare that shorthand
iz not only a motor skill but largely a conceptual skill, as
ably explained by McNicol (19468):

By shorthand writing we mean taking down
the spoken word: the writers hearing must
therefore be trained sa that there is no
delay in recognizing what has been heard:
when the sounds have been received the
mind must comprehend and must recall the
outlines without hesitation, so that they
may be signalled to the hand:; the hand
then transmits them to paper, adding or
omitting whatever will assist in securing
a good note and a fluent transcript.

Crank et al. (1982) also highlighted that problems

related to the forcing of shorthand speed are mental rather
than physical hurdles. He submitted that "students who say
that their hand will siaply not maove as fast as the dictation
is given are in effect saying that thev cannot think fast".
Despite the general acceptance that language skills are
major factors in shorthand writing, Jester (1970) found that:

Unfortunately, these language art skills
do nat come easily for taday's shorthand
students. For one reason or another,
they do not have adequate backgrounds in
the mechanics of written expression.
Perhaps they have not had necessary
practice and experience in the applica-
tion of those mechanics, and therefaore
they lack both the confidence and the
know how to handle the written word.
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Jester (1970) theraefore pointed out that prooer punctuation,
proper sentence structure, and the praper use of words are
all essentials of good transcription and that without the
knowledge of these conventions of written English, shorthand
students da nat +ind it possible to produce mailable tran-
scription.

It is also pertinent in skill huilding, as in other
areas af learning, that the learner shaould be infaormed aof the
progress he 1e making “rom time to time so that he can main-
tain the aumentum if he is doing well or find a way of
impraving if the result is nat a goad ane. Moreaver ,
constant evaluation of the work of the students will enable
the teacher to also evaluate his own work and see how best he
can help the students in their various difficulties. In this
caonnection, Bose (1971) stre:csed that:

At all times the teacher must keeo in
tune with the progress of the class.
When it is evident that most aof the class
is not meeting with success, this would
be a good time to make a diagnosis and
present again those principles wherein
the students demanstrate a weakness ar
spend another day an what appear=s to he a
difficult lesson.

There is no doubt that everyday there are many questions
agitating the minds of shorthand teachers pertaining to those
arrsas of knowledge and sub-skills which combine to make the

total skill of shorthand writing. Saome of such questions as

identified by McNicol (1%9&48) are:



Can we sav that the mental skills are
more difficult to acquire than the
manual? Is it easier tao 1learn to
increase one’'s span of "retained words",
and to keep behind the speaker, than it
is to adapt one’‘s listening power to
differences in accent ar pace? How
guickly can one acgquire good penmanship
atc compared with the ability to recall an
cutline? Are all sections of the shaort-
hand system equally easy or difficult to
learn and to apply?

All these questione, according to McNicol (1948), are
not only af academic interest but of practical importance in
teaching because they affect the chaoice of material and

methode aof the teacher.

2.4 Sharthand Speed Building
2.4.1 Dictation Plans and Strategies

Dictation is the basis of speed building in shaorthand
writing. It forme the central or most wvital activity in
shorthand Ilearninag process. It 1e the vyardstick for
measuring the progress or standard of any sharthand writer.
Its preparation, handling and execution are therefore not
only the concern of the teachers who are usually the
"dictators” but also those of the students who are at the
receiving end. Where the dictatian is not well conducted, it
could spell doom for the writer. If it 1is judiciously
handled, it could cansiderably enhance the perfarmance af the
writer and ensure his or her success. Dictation is no doubt

the axis on which shorthand teaching and learning rotate.
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Russon (1948) wrote that Charles Lee Swem, a Gregao
shaorthand writer who was the reporter to the late President
Woodrow Wilson af the United States of America., holds the
warld’'s record in Greag shorthand dictation on three takes at
200, 240 and 280 words & minute with better than 99 percent
accuracy.

To the many thousands of Pitman shorthand writers
throughout the warld, the name of Marion Angus is familiar.
Large audiences aof students and teachers in many parts of the
world have been thrilled by her demonstrations of the speed
possibilities of Fitman sharthand, and by her exhilarating
lectures. Whether on the blackboard, on which ghe was
reputed to have written with ease at 140 words a minute, or
in her notebook, in which she wrate at aver 300 words a
minute (more than five worde a2 second!), her shorthand notes
have been described by many shorthand experts as artistic,
fluent, and theoretically accurate.

There are several stvles of shorthand dictatian. Some

of these as given by Russon (19468) are:

ta) One~ainute Plan: The one—minute plan is
the easiest to use and the most helpful for
beginning students. The methaod is as follaows:

1. Preview one—~fourth of a S—-minute dictation
take.

2. Dictation for one minute at 20 words bhelow
the average of the class. If the class
average is B0 words a minute, dictate the
first try at &0 words a minute.




3. Second. start over and dictate for one
minute at BO words a minute.

4. Next, begin again at the beginning and
dictate for one minute at 100 words a
minute.

S. Then begin at the beaginning once more and
dictate for one minute at 120 words a
minute.

&. Finally, start at the beginning and
dictate for one minute at the second
cpeed, in this case at 80 words a minute.

7. Ask one of the students to read back any
one of the five takes he wishes.

There will usuallv be time to repeat these seven
steps with the second fourth of a S-minute take. The
next day the remainder of the take is practiced in this
manner . Finally, the entire take 1s dictated at the
second speed.

ib) 3 % 4 Plan: This methaod linvented by Dr. Robert
Grubbs} 1s a remarkably effective way of building high
speed. Assuming that the class is working for 100 words
a minute, the procedure is as follows: First preview
the first three minutes of a S—-minute 100 take (this
will represent about 10 percent of the total, or 3I0
outlines).

1. Dictate for one-half minute at 140 words a
minute.

2. Dictate the next one-half minute at 140 words a
minute.

3. Now dictate the first minute at 120 words a
minute.

4. Next, dictate the third half minute at 140
words a minute.

5. Now dictate the fourth half minute at 140 words
a minute.

&. Next, dictate the last two half minutes at 120
words a minute.

7. Finally, dictate the entire take (three minutes) at
100 words a minute. This take is read back by
several of the students in rotation.
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(c) Inverted-ovramid Plan: A dictation oslan that
builds accuracv as well as coeed. First the entire
letter is previewed. Then (assumina the class is

working for 80 words a minute) the plan oroceedes as
followus:

1. The first &0 words are dictated at 40 words a minute

2. The same 40 words are dictated at 80 words a
minute: then., without pausing,the second minute is
dictated at &0 words a minute.

3. Next., the first minute is dictated at 100 words a
minute: the secand minute is dictated at 80 words a
minute: and the third minute is dictated at &40 words
a minute, all without pausing.

4. Again starting over, the first minute i1s dictated at
120, the secand at 100, the third at 80, and the
last minute at &0 wards a minute.

Reading back may be on a volunteer basis. This

plan seems to build self-confidence. The plan is rather
difficult for the teacher to dictate and should be
practiced until it can be done well. Thed inverted-

pvramid plan is shown here in graphic form:

lst 2nd Srd 4th
Repetition Minute Minute Minute Minute
1 &0 - - -
2 80 - - -
= 3 100 80 &0 -
a 120 100 80 &0

{d) Proaressive Plan: The progressive plan is desiagned
for occassional use. It is particulary useful just
hefare dictating speed takes for transcription. After
previewing an entire S-minute take, the teacher dictates
each minute at a faster rate, without pausinag. If the
class is around 80 words a2 minute, the teacher dictates
continously as the speeds change, as follows:

Minute Speed
1 &0
2 80
3 100
4q 120

The dictation in the progressive plan is seldom
read back since ite main usefulness is for warm—up
before transcription dictation.
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(2) Reverse Plan: The reverse olan is the apposite aof
the progressive plan. This plan is used cccasianally.
No preview is given: and the teacher dictates
continuously, starting at the highest speed. After the
dictation, the difficult words are written on the
chalkhoard as a sort of pastview. The reverse plan is
shawn here:

Minute Speed
1 120
2 100
=z a0
4 &0

Apart from the five speed building plans cited by Russon
{1958B), the followings are two additional plans:

{f) The Stair-step Plan: This plan {invented by Dr.
Robert Grubbs) is an ideal plan for building speed
endurance and vocabulary. Assuming we have four
letters of equal lengths and difficulties and that the
contralled speed of the class is 90 words a minute, the
following steps will bhe taken:

Step 1
Letter 1 at BO words a minute
Step II
Letter 2 at BO worde a minute
lLetter 1 at 90 words a minute
Step III
Letter 3 at B0 worde a minute
Letter 2 at 20 worde a minute
Letter 1 at 100 words a minute
Step IV
Letter 4 at BO words a minute
Letter 2 at 90 words a minute
Letter 2 at 100 wards a minute
Letter 1 at 110 words a minute
Step V

All letter=s at 90 words a minute

The stair-step plan is shown here in graphic form:

KAFPM1‘35RH%TFJBRARY

fH‘f{'j 2 LMY DO
Akl a i - L0 UNIVERSITY
AP e NINFRIA VE
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Steps and letter Rate

v
v
L.4
111 80
L.3
11 80 Q0

L.2 L.2 o 32
80 90 100

All the letters

at 90 wpm

L.2 L.1 L.1 L.l
a0 S0 100 1

(g) Micromolar Speed Building Plan: The plan 1is more
suitable for beginners. The speed building dictation is

given at the same rate throughout but copies of the plate
material (printed sharthand outlines) being dictated are
gradually withdrawn until the students must finally take the
dictation without any reference to shorthand plates.

It ic difficult to say that a particular plan is the
best. This will depend upon the prevailing situation and on
the needs and standards of the students involved. For
example, Uthe (1971) gquoted Sloan as having implied that some
students found the micromolar plan of speed building
extreaely frustrating while athers like it very auch. Uthe
has therefore raised the question as to whether there are
same differences in personality that affect sharthand
achievement and wurged shorthand teachers te be fair in the
selection of practice materials and dictatiaon plans in order
that the students may have more confidence and less

frustration when taking shorthand dictation.
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As a prelude to successful shorthand dictation, Russon
({1948) identified the following three characteristice of a
dictation that will help students gain shorthand skill:

Rate of Dictatian: Shorthand skill daes
not grow unless the students are pushed
ta write abave their present rates. 0On
the other hand, if all af the dictation
is much faster than the student can take,
he will not build skill as rapidly.

Dictation Rythm: Dictation in which each
word is evenly spaced is unrealistic and
does not contribute to the student skill.
The teacher when dictating should read at
a narmal rate within a thought phrase.
The difference between slow and fast
dictation is controlled by the length of
the pause between phrases.

Dictation Timing: Most of the dictation
in class <chould he timed with a staop
watch. Shorthand teachers must master

the art of dictating naturally and
exactly according to the marked intervals
in their shorthand passages.

Aranciola (1988) alco hinted that apart from pyscholo-
gical and physiolaogical problems, the following factors could
affect the performance of a student on a sharthand dictation:

Difficult Llevel: Though, generally,
syllabic intensity is not a good
indictaor of the difficulty of shorthand
take, an average word in shaorthand is
considered to be of 1.4 syllables. Any
dictation may be greater or smaller than
this depending upon the levels of the
learners. Dictation can alsao be made
difficult by stroke intensity unfamiliar
wards, length aof the passage, percentage
af high frequency wards, dry cancepts or
passages that are not easy to understand.




Poor Presentation by the Teacher: freas
of problem in dictation which may come

from the teacher are insufficient
explanations about the passage before
dictation begins, disorderly starting of
the dictation, inaccurate timing, inaudi-
ble voice, high pitched voice and bad
pronounciation.

Poor Facilities: These include poor
writing materials and inadequate or
incorrect physical facilities like

chairs, tables, etc.

The shorthand teachers should take note and avoid all
those factors that could contribute to the failure of the
students so as to enable the students achieve their learning
abjective in any given dictation.

Moreaver , a sharthand class iz supposed ta be an exci-
ting and mast rewarding place for the learner. This is why
Witherow (196%) insisted that:

Teachers should use creativity in finding
new activities and/ar follow suggestions
in the teachers" manuals =sa that there
would nat be such laong periad af ane type
of activity. Shorthand is aone course in
which there is no drudgery - one can
preview, dictate, have the ctudents con-
stantly alert and learning. The dicta-
tion material should include wmare than
just letters, far example, iteme such as
infarmatian far purchase arders, tele-
grams, credit memaranda, or various
farms.

Also commenting aon strategies for effective dictation,
Featheringham (1944) said that "the maost iaportant thing is
far the students to take down dictations much more higher
than they are ahle ta write." Thie is because the students

will never get their speeds up higher if they do not attempt

to write at faster speeds than they are able to take easily.



Apart from the taking down of dictation iteel+, it will
be necessary far the teachers to motivate the students, pay
particular attention ta them on such things as the use of
proper shorthand materials, maintaining correct posture
during dictation and the value of homework as an aid to speed
building.

Dne way by which students can be motivated in shorthand
writing according ta Boss (1971} is that:

When the students seem discouraged and

camplain that the dictation is toc fast
or when they are inclined to give up, the
teacher must encourage them to keep
trying and point out that by continuing

ta try they will come to a time when the
wark will bhe easier.

On the use of proper materials for shorthand writing,
Pitman shorthand experts are unanimous in recommending the
use af sharthand notebook and saft pencil or pen with fine
nib that can decipher thick and thin ocutlines. However ,
Featheringham (19464) observed that the gquestion whether to
use a fountain pen, a pencil or a ball-point pen has always
been a problem to both the teachers and the students of Gregg
shorthand and suggested that:

Nates written with a pencil are nat
clear: they are apt ta smear or even
disappear aover a period of time. Notes
written with a pen are always clear and
precise. For high speed shorthand
writing, however, nothing is so effective
as a good ball point pen. A fountain pen
tends to become scratchy in high-speed
writing, but a ball-point pen runs along
amoothly and glides over the paper
evenly.



In the matter of correct posture for shorthand writing,
Pullis (194%9) wrote that "everyday the teacher must stress
the physical routine of getting comfortable, sitting well
back in the seat, resting both elbows on the desk", leaning
farward slightly, and holding the pen lighthly". Alsa
writing on this point, McNicnl (1948) stated that:

It must be stressed that good posture and
handling of tools {(notebooks and pen)
must become habits, and both teacher and
gstudent must realize that habhits are not
formed in ane lesson aor by the student
being told what to do. From the first
lesson  the teacher mucst demonstrate,
superviee and guide students until the
gaoad habits are well established. If
good habits are not formed, bad cnes will
be. Far too often in elementary and
intermidiate classes one sees students
writing sharthand with the left hand

supporting the head instead of being on
the book ready to turn the page.

As for the desirability of homework in shorthand speed
building, Featheringham (19&8) urged that "the student of
shorthand must do shorthand hameward in abundance. For the
student trying to increase his cshorthand cpeed, the more
homework he writes, the hetter for him".

Abave all, z sharthand dictatian sessiaon affards the
teacher the opportunity to have an overview of the progress
aof each of the students. He should therefore use such an
oppartunity ta offer suggestione where desiranle. In doing
sa, however, Blanchard (19239} recalled that most of the
classroom ills of our shorthand students are of non-shorthand
origin and require a non-shorthand prescription. Hence, he
called on shorthand teachers to study and understand the

physical, psychalagical, tempramental and social conditions
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af their students as any af these factors or a combination af
them could contribute to the overall perfarmance or non-

perfaormance af the students.

2.4.2 Unpreviewed, Unfamiliar Dictation

Pullis {(1973) referred to unpreviewed and unfamiliar

dictation as dictation material taken fronm copy with which

the studentse were not Ffamiliar. This means that no words

contained in the copy were written for the students either
before (previewl or after I(postview) the dictation. It is
one of the strategies adopted by teachere in shorthand
dictatiaon to test the knowledge of the students as to their

understanding and usage of a particular word or group of

words. It is also to check whether the students are capable

of writing some set of shorthand outlines spontaneously

without a fore-knowledge of their presence in a given

dictation.

Unpreviewed, unfamiliar dictation will continue to be

extensively used in shorthand learning process because it

challenges the capability of individual student in shorthand

writing. Students always have a feeling of accomplishment

whenever they are able to write this type of dictation

because it i1e a proof af what they can do in shaorthand

writing without being ‘"helped” by the teacher, thereby

increasing their confidence whenever they face any shorthand

S
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examination. Furthermore, unpreviewed, unfamiliar dictation
is what obtains in actual work situation. It is a true
reflection of what the students will meet when they leave
their schoals ta take up emplayment and shauld therefaore
feature praominently in the training programmes of shorthand

students.

2.4.3 Previewed, Familiar Dictation

Previewed, familiar dictation has heen described by
Pullis (1973) as "dictation material that has been made known
to the students before the actual dictation is given."

Previewing helps the students see how the outline is written
and how it looks when completed; therefore, the teacher
writes the oaoutlines as the students watch. Aftar each
outline is written by the teacher, the students may be
instructed to read the cutline and write it several times.

This device, which is very common in shorthand teaching
and learning situation, is to help the speed building of the
students. Previewing of difficult worde in a given shorthand
passage reduces tension on the part of the students and gives
them confidence to write the dictation in question.
Previewing alsc affords the students the opportunity of
seeing the various caorrect ways of writing shorthand cutlines
and aof knowing the spellings and grammatical implications of

the different words.
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Shaorthand euperts all over the world agree with the fact

that previewing helpse caonsiderably ehorthand learning

particularly at the early stages when students require such
assistance to build in them confidence, to enable them
concolidate their learning and increase their speeds of
writing.
Previewing is not peculiar to shorthand learning alane.

In such areas as in the study of English Brammar, it is an
in-built device as illustrated hy Allen (1945):

For active use of the language, the

student has to practise all the comman

pattern until he can use each vacabulary

item in the right inflicted chape and in

proper cambination with ather items with-

out excessive searching and fumbling. No

normal study of grammar, however thoraough

and caomplete it may be, can take the
place of this practice.

It is however necessary to remind shorthand teachers not
to allow preview ta degenerate inta "spoon-feseding"” the
student. Preview should be used as a teaching device only
when necessary and naot to encourage laziness on the part of
the students. Preview will serve its true purpase only when
it enlightens the minds of the students, challenges their
intellect and wmotivates them towards the achievement of

greater heights.

2.4.4 Shortcuts or Brief Forms

There is perhaps no other aspect of shorthand writing
that 1is generating more contraversy than the use and
application of brief forms. Shorthand experts in various

parts of the waorld have divergent views on the matter.
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Pullis (1973) quoted lesile that "it is naot necessary
for the stnnqgr;phnr to know every brief form or every
abbreviating device. I1f the learner writes correctly 70
percent to 90 percent of the brief form occurrences in
connected matter from dictation, that should be a
satiefactory record."

Writing on her study of shortcuts, Palmer (19584) pointed
out that "the Diamond Jubilee revision af Gregg sharthand has
reduced greatly the number of brief foras students amust memo-
rize, on the theory that the less a mind is burdened with
special shorthand forms, the more rapidly the student writes"

v Alsa, while discussing the characteristics of various
shorthand systems, Davise and Dladunjoye {(1987) said that one
of the weaknesses of most shorthand systems is the axtra
practice needed to master the short forms. -

Papham (1943) had earlier raised the issue that "much of
the learning of brief faorms particularly in the earliest
stages is memorization.”™

However , while agreeing that a logical understanding of
any subject is superior +to a collection of memorized trivia
or isolated Ffacte that cannot be applied in the workplace,
Jackson and Spring (1987) wondered if business educators have
not in their attempt to teach logical reasoning, neglected
mamorization as a basis Ffraom which toc launch such under-

standing. They therefore declared that "memary is a




significant part af intelligence and amuch aof our daily
activity depends on facts we memorized."

In his own contribution, Patrick (1971) conducted a
study. The purpose of the study was to determine the basis
of error rates in writing, whether the changes that were made
in the Diamond Jubilee Series of Gregg shorthand for selected
brief forme and principles were jucstified and whether there
is a need for further changes. The following conclusions

were arrived at:

1. A highly significant positive relationship
exists between accuracy of ocutlines and
accuracy of transcription for hoth brief
forms and principles.

2. A significant negative relatiaonship exists
bhetween the frequency af accurrence af
brief forms in the textbooks and the
shorthand error rate on the brief forms.

3. The relationship between freguency of
occurrence of principles in the textbooks

and the error rate on principles is not
csignificant.

In a similar study, Palmer (1944) reported that "where

shortcuts had been learned for given wards, writing time was
reduced by half, both For the group as a whole and in the
writing aof each member of the group." The report also said
that “"counting as errore onrly those occurring in transcrip-
tion on words where students attempt tao use the shartcuts
taught, commission of errars decreased clightly on the same

words that some students had written in full.®
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The debate on the desirability of brief formse in shart-

hand writing will continue until more empirical studies are

carried out to determine really whether they canstitute a

help or hindrance to shorthand learning. In the meantime, it

will be appraopriate to adhere to the follawing advice given

by Popham (1943).

All students do not learn alike. I¢
these devices help the learner to
visualize ar hear hetter what he is to
write, then they are useful. I+ they
clutter up his learning, they should be
discarded. Perhaps no reader would adopt
all suggestians; perhaps several readers
may get ideas developing their own
"tricks aof the trade."

2.4.5 Fatigue in Shorthand Writing

There is general agreement among shorthand teachers that

one of the major factors that could affect the students

performance is the length or duration of the dictation. As

in all human endeavours, the more a person ie involved in

physical ar mental exertion, the less such person is likely

to perform. This phenomenon, usually referred to as fatigue,

ie explained by Mathews and Fox (197&}):

It has been found that the stroke volume
af the heart - the amount of blood pumped
by the heart at each beat or stroke is
highest not during exercise but during
recavery from exercicse....... the higher
the maximal straoke valume, the higher the
capacity of the oxygen or aerochic system.
This is so because the mare blocod that is
pumped by the heart per heat, the more
axygen that can be transpaorted toc the
warking muscle.
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The situation can alsa be illustrated by the econamic
law of diminishing returns. Samuelson (1980) described this
law as "successively lower extra outputs gained fram adding
equal increment of a variable input to a constant amount of

fixed input."” In this case, the variable input is the

shorthand dictation, the fixed input ise the energy used by

the shorthand writer in writing the dictation while the
ocutputs are the quantity and quality of shaorthand outlines
written down by the writer. The mare the variable input (the

shorthand dictation), the less the fixed input (energy) and

the laower the outputs (quantity and quality of shaorthand

outlines written downl.

There are many causes af fatigue in shorthand writing.
Some of these are the level of difficulty of the dictation
passage, the manner the dictation is delivered, the timing,
the materials and the Ffacilities used, the environment and
the inability of the writer ta understand what is being

heard. Canning (1954) somewhat described the causes in this

form:

First, there i= the sheer physical
difference in the acuity aof hearing.
Then there 1s the time element. What B
could comprenend through the ear just as
easily as A if she were given time to
assimilate it becaomes perplexing merely
because it is uttered at natural speaking
pace. Then there are the very impartant
“built-in®" speech and aural patterns to
which the shorthand learner is accust-—
omed. Indian “"English®™ is very diffe-
rent fram London "English" or Nigerian
"English. "

—————————— —_—
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This inter-play of +forces which mainly involves language |

processes and motor-skill has a great impact on the brain,

nerves and, muscles. In a clarification on this, Wrightsman

and Sandford {(1975) wrote that:

A uniquely human pattern of brain
organisation appears when we study the
role of language and speech in the human
species. It can be argued that 1anguage
procecses represent the highest level of
intergrative activity of which human
nervous system is capable. Use of lan-
guage involves the use of symbols as
representations of object relationships
and the maintenance of order among these
symbole in comple® and hierachical ways.

Alsn, Mathews and Fox (1974) reporting the study carried
out by Franklin Henry and his colleagues at the University of

California, U.S.A. on the functions of the brain in motor-

skills revealed that:

The entire process might be likened to
the functicning af an electronic
camputer. According to this theory, the
pragram lar recorded movement pattern)
hae been learned previously and stored on
the memory drum (motor memory), ready to
be selected and released when needed.
Such a program consistes of a set of non-
conscious instructions that direct the
necessary nerve impulse to the desired
mavement . The "read out time" or per-—
tarmance time, varies saomewhat, depending

on the length and complexity of the
movement.

It ie expected therefore that after a time in shorthand
uriﬁing, as 1in virtually other areas of human endeavour,

there should be a feeling of Ffatigue or reduction in the

performance of the writer.
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In the past, teachers were fond of giving shorthand
tests of five-minute duration but presently most teachers use
the three-minute taests. Prigge (1974) +elt that "many who
have made this change have dane so without having a real
reasaon for shortening the duration of the test." One aof the
reasons usually given for the change is that time is needed
in the classroom and for marking the scripts. The other
reasan is that employers rarely dictate for more than three
minutes without interruptian.

It is, however, common knawledge that in most aoffices,
sacretaries are used cutcside their normal schedule of duties
to cover other things as meetings, conferences and seminars.
They can therefore be called upon to undertake shorthand
dictations of considerable duration. Because of this, it
will not be ocut aof place to consider the possibility of
including sustained dictations in the training programmes of
secretaries.

Various studies have been conducted on the effect of
varying the duration of shorthand dictation on students
ability. Dne of such studies was conducted by Dallam (19462)
to determine whether there was a significant difference af

achievement among some students on three-minute and Ffive—

II
|
|
|

!

minute tests. He found no significant difference and1

recommended that at least part of the time, the teacher cnuldl
measure avchievement as reliably aon the three-minute tests as

an the five-minute tests. |
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In 2 eimilar study conducted by Prigge (1974}, he noted
that "administering three minutes dictation testse would pro-
vide an indication af the student’ec ability on five minutes
test. However , the longer test would usually result in
proportionately greater number of errars”.

One other researcher whe hase also made an interesting
discovery aon the offect aof varying the duration of shorthand
dictation ie Blanchard {(1939). He recalled the +#following
experience.

The symptom that I first overlooked stond
aut clearly when I naticed that the
errars in the transcript were all made in

the last two minutes of the 5 minute
take. The students transcribed the first

three minutes” dictation with 100 per
cent accuracy and then made from 15 to 40
errors in the last two minutes. This

symptom indicated that nothing was wrong
with the students’ knowledge of short-
hand. They were merely unable to con—
centrate upon the task before them for
more than three minutes. The remedy they
needed was more training in sustained
concentration; more determination to
etick out; a compelling incentive to
Move.

The dilemma experienced by Blanchard (193%9) has a sort
of answer in the explanation given by Mathew and Fox (1974)
who found out in the area of Physical and Health Educatian
there are many “recavery" or relief intervals because the
stroke volume of the heart reaches its highest level, thereby
providing a good stimulus for maximicing the capacity af the
oxygen system many times during interval training. The
physiological implication af this is that there will be less
lactic acid accumulated and thus less fatigue associated with

the intermittent work. On the other hand, it was alsa found
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that if the work is done on a continuous basis, there is only
one relief interval, that which occurs immediately after the
workout is over, and only one time during which the stroke
volume of the heart reaches its highest level or the aoxygen
system reaches its maximum capacity. The fallowing examples
were given:

1. Suppose you ran intermittently, running
just as hard as you did continuocusly, but
faor only 10 seconds at a time with 30
seconde of rest between sach run. If you
repeated this six times, you would have
performed the same amount of work at the
csame intensity intermittently as you did
continuously (i.e six runs of 10 seconds
each equals one minute running) but the
degree of fatigue fallawing intermittent
running would be considerably less.

2. Suppase you ran an all out 5 ainute
continuous run to evhaustion on one day,
then on another day, you ran five 1 minute
intermittent runs at the same speed with
1 minute relief intervals between runs.
Again, as befaore, even though the came
amount of work at the zame intensity was
performed in both types of runs, the
fatigue follawing intermittent runs would
be noticeably less.

As efforts gets intensified by shorthand teachers to
find ocut mare on the effect af varying the duration of shart-
hand dictation on their studente and on the contribution of
fatigue toc shorthand writing, it may be useful teo reflect on

the submission by Pullis {(1973). He wrote:
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It is apparent that as an indicator of
achievement, the speed of dictation at
which a2 shorthand ctudent 1is able to
write may be a very unreliable measure
unless cther wvariables such as the dura-
tion of the dictation, the accuracy
required in the transcription, the type
of material used for testing, and fre-
quency at which the level of achievement
can be attained are alsao known.

While the duration of the dictation is no doubt an
important element in shorthand writing, it should be
considered along other important elements listed by Pullis
{(1973) which will help the teacher measure sufficiently and

accurately the achievement of each student.

2.5 Mailable Corresgondence through Shorthand Dictation
and Transcription - Goal of Sharthand Writing

“Tranecription” ie the act of converting shorthand
notes inta handwritten ar typewritten copy (Bowman, 193%9).
Shorthand, which is the main vehicle of the transcription
procese is the most involving intellectually of all the
secretarial subjects. Though, it is regarded by many as a
skill subject, it ic largely a conceptual subject as it has
intricate symhols and rules to be fully mastered and
understood hefore they could be applied appropriately. It,
therefore, forme the core of secretarial endeavours.

The principal way by which praficiency aof a student or a
secretary can be judged in shorthand transcription is.thrnugh
the production of mailable letters and documents. Popham gt
1. (1973) quoted Lesile as having defined a mailable letter

— -

as "one that can be signed and mailed". They added that:
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Generally, mailable correspondence
contains none of the following: Omission
af important parts of letter (date,
title, enclosure etc.), poor centaring
tharizantal or vertical), poor erasures,
micpelled words, incaorrectly divided
words, transpasition of words, gramma—
tical errors, changes in meanings of
sentences, incorrect abbrevia-tions,
jagged right hand margins ar major
punctuation marks.

The goal of all shorthand teachers and students should
therefaore be the production of mailable correspondence by the
students. In this regard, Tonne et al. (1945) advised that
"the primary aim of shorthand instruction is ta develop the
ability to take the dictation that is encountered in a
business situation with sufficient speed to ensure getting it
down and with sufficient accuracy to produce 2 mailable
transcript."

In their own contribution, Popham et al. (1975) stated
that "the ultimate goal of shorthand is for a student tao
perform in a business situation by taking dictation at a
spead which enables the accurate recording and transcription
cf notes into mailables letters and reports at a rate commen-
surate with an acceptable range of affice standards."

. The general awareness of the impartance of transcription
tec shorthand writing has made many secretarial institutions
all over the warld to teach it as a separate subject distinct
from the writing of shorthand itself. Fox (1938) reported
that the Metropolitan Schonl of Business in Los Angeleses,

United States of America was the first known institution to

experiment on this. TIn support of the idea, Bowman (1939)
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wrote that "teachers quite genaorally agree that transcription
is a skill separate and distinct #fram the ahility to write
shaorthand and to cperate a typewriter, and as such must be
taught with a thorough understanding aof the principles
involved." Shilt (1978) alsa emphacsised that "transcription
must bhe taught" if the expected result is to be achieved.
However, Bowman (193%9) stressed the fact that if transcrip-
;inn lesson is tao be successful, we must be absolutely
certain that the student has in his shorthand notes all the
material that he is expectsd to transcribe because according
to Boss (1971), "the transcript iz evidence of the student’s
ability to record the dictation."” This opinion is similar to
the one expressed by Tonne et al. (19&63) that "shorthand
competency can be measured by one criterion only: ability to
transcribe.” The view is also related to the one given by
McNiceol (1968) that "the transcription of connected matter
dictation is the measure of the writer‘s skill." The need
for shorthand students to cultivate the habit of writing
correct outlines in their notes, in oarder to have correct
transcription, can therefore not be over emphasised. Listed
below are same of the findings reported by Pullis (1973) in
this regard:
1. In a study of factors affecting

achievement in <chorthand, Haggblade

found that the ability to write

accurate shaorthand outlines contri-

buted more than any other factor

toward the correct transcription of
shorthand notes.




2. Klaseus also found that the factaor
contributing the most toward the
inability to transcribe cshorthand

coutlines correctly was that af
incorrectly written outlines. In
comparing the accuracy of trans-—
criptiaon between correctly written and
incorrectly written sharthand out-
lines, Klaseus found that correctly
written outlines were transcribed

correctly 96 per cent aof the time as
compared to incorrectly written ones,
which were transcribed correctly only
59 per cent of the time.

3. A study by Fermenich indicated that
significant relationship exicts
between accuracy in application of
principles and accuracy in trans-
cription. There alsa appears ta be a
significant relationship between
inaccuracy in application of prin-
ciples and inaccuracy in transcription

4. After identifying and analyzing the
numerous activities which make up the
tatality af the shorthand transcrip-
tion process, Jester found that cor-
ractly written autlines have a direct
hearing on the readability of the
shorthand notes. A significant
positive linear correlation of .79 was
found to exist between the numbeor of
probhlems occuring during transcription
as the result of outlines which were
incarrectly written. Transcrihers
with better <skill in writing correct
shorthand ouvtlines were more effi-
cient and faster transcribers because
they lost less time deciphering
incarrect outlines.

2.6 Summary

Inspite of the advercse economic conditions which are
forcing employere to curtail their recruitment of staff,
there are limitless oppartunities far qualified secretaries.
The situation calls for better educated individuals with the

flexibility to apply shorthand skill in variety of ways.

—— ——
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This can he achieved only when shorthand teachers are
constantly concerned with improving their methods and
techniques of instruction.

Apart from the employment utility of shorthand, it has
other educational wvalues asz a school subject. These values
are shown in its effect on the attitude of mind, temperament,
use and command of English Language, high standard of work,
good habit formations, enrichment of life experiences and
sel f-survival of the shorthand learner.

Viewing sharthand as a skill, success in it can come
only when the learner engages in constant practice, develops
accarding ta his ability and has keen interest in language
art. The teacher would be helping the learner if he
understands the learner s problems through constant
encauragement and by informing him promptly of any progress
or shortcaming in his work.

The most central or most vital activity in shorthand
learning is dictation. There are many dictation plans but it
is hard to say that one is the hest. Some of the causes of
difficulty in taking down dictation are rate of dictation,
dictation rythm, dictation timing, difficult words, poor
facilities and poor dictation presentation by the dictator.
It is essential for the lgarner to maintain good sitting
posture, possese appropriate writing materiale and cultivate

other good work habits towarde an effective dictation.
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Three of the strategies that a teacher can employ to
enable his students have a successeful dictation are pre-
viewing, learning of shaortcuts or brief farms for words and
avoidance of fatigue in the rourse of the dictatian. The
preview should be mainly to enlighten the students,
challenge their intellect arnd motivate them towards greater
achievement. Acs for the shartcuts, the teacher should know
that all studente do not learn alike. If the shortcute help
the learner, then they are useful. If not, they should be
discarded. On avoidance of fatigue, the length of the
passage should be kept within a reasonable range. Atimes,
however , there ought to be sustained dictation to enable the
students cope with lengthy dictations which they may
encounter in their work places after training.

The ultimate goal of shorthand writing is prnduct%un of
mailable carrespondence through shorthand dictation and
transcription. Accurate shorthand transcription is possible
only if the shorthand notes are accurate and readabhle. For a
good standard of shorthand transcription tao be achieved,
transcription must be separately taught in our institutions.
In this way, the goal, which is the production of mailahble

correspondence, will bhe gquickly realised.

KASHING 1Bes,
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Chapter 3

RESEARCH PROCEDURES

2.1 Introduction

This study examined empirically the effecte of preview,
artcuts and fatigue in chorthand gpeed building using the
80 wordse a minute and 100 words a minute shorthand writers as
the focus. The procedures used for the study arec discussed in

this chapter.

3.2 Population
A1l the 1988/89 ND I1 and HND T students of secretarial

studies (with no carry over of chorthand from the lower
class) in the Federal Polytechnic, Bida:; Kwara State Poly-
technic, Ilarin and The Polytechnic, Ibadan (including its
gatellite campus at Iree where the ND 1T secretarial studies
is being run) comprised the population of this study. The ND
11 students represented the population for the BO wordes a
minute writers while the HND 1 students represented the
popul ation for the 100 words 2 minute writers. These classes
were selected because the ND IY students had passed their BO
wordse a minute shorthand at the end of their ND 1 while the
HND I students achisved their 100 words a minute at the end
of their ND TT. This means that both levels of shorthand
writers were capable of the speede for which the study was
conducted. Morecver, there is uniformity in the entry

requirements into ND programmes in this country i.e. UWest
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African School Certificate (WASC) or General Certificate of
Education (GCE) with four credits including English Language
and three relevant subjects. It was therefore believed that
none of those used for the study had an advantage over the
aothers educationally and professionally.

Moreover, the three polytechnics named in this study
were chosen because they are among reputable pelytechnics in
the country and findings from them could be relied upon tao be
the trua situation in similar institutions. Each of the
polytechnics involved in the study presented the following
students in ND II and HND I classes respectively for the
etudy:

Tahle 3.1: Breakdown of Participating Students

Institution ND II HND I TOTAL

Federal Polytechnic, Bida

{Niger State) 12 22 34
Kwara State Polytechnic, llorin
(Kwara State) 52 24 76
The Polytechnic, Ibadan
{0yn State) 40 42 82
TOTAL 104 88 192
3.3 Sample

The entire population of the study was taken as the

sample so that the full effect of the study could be seen.




3.4 Instruments
Tuo articles, substantially identical in content, but
with key words placed in somewhat different arrangements were
composed by the researcher to test both the 80 words and 100
words a minute writers respectively for =iy minutes. The
subject matter of the materizal used was on secretarial
duties. The pattern and theme of the tect were adopted from
the past examination papere of the Royal Society of Arts
(R.S5.A.) Examinations Board, London, an examining body
recognised internationally in the area of commercial
examinations. Every effort was made to keep the general
csubh ject matter of moderate difficulty. The vocabulary for
previcwed, familiar words came From the Pitman 700 Common
Words Series while the words categorised as unpreviewed,
unfamiliar were taken from outside the 700 Common Words
Series. Also included in the dictation were words for
shartcuts orF brief farms.
There was a "warm-up" passage of one minute at each

level (B0 and 100 words a minute) dictated before the actual
dictation was given in order to "tune up" the writers, so

that they could get used ta the voice of the dictator.

2.5 Administration of the Tnestruments

Each of the twno levels of shorthand writers, BO and 100
words a minute, used for the study waz broken into an
Experimental Group and Contraol Group. This was carried out

randomly and without informing the students why. There was
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equal proportion of students in the two groups at each level
in sach polytechnic. This allowed for uniformity in the
approach towards the study in all the three polytechnics.

Nececsary precautions were taken to see that the
Experimental Group and the Control Group at each level were
not aware of any differential treatment that was given to
each group in the course of the study. This was to avoid
‘placebo effect’ which is a situation whereby the
Experimental and Control Groups are aware that different
treatmente are given to each group before the study. This
could result in unnecessary rompetition among the groups in
the course of the study which could ultimately render the
putcome of such study unrealistic and untenable.

'The Experimental Group at each level was taught the
shaortcuts used in the study while the Contral Group was not.
This was to test the effect of shortcuts in shorthand
writing. There was no any other differential treatment given
to the two groups apart from this as the effects of the two
other variahles (preview and fatigue) looked for in the study
vere determined without this differential trnatmant.‘

The shorthand passages including the "warm-up" were
dictated into a Grundig tape recaorder by the researcher, with
the aid of a stop-watch, and played back for the tests. This
ensured uniformity in the speeds and presentation of the
dictation materials in the three institutions used for the

study-




&0

After the dictation, transcription of the shorthand
notes, which was typewritten, lasted for one hour. This
means that the 80 words a minute writers transcribed at the
rate of 8 words a minute (480 words for &0 minutes) while
the 100 words a minute writers transcribed at the rate of 10
worde a minute (600 words for 60 minutes). This conformed
with the practice cbtainable in most secretarial institutions

all over the country.

=.6 Data Analysis

Only the accuracy of written outlines and accuracy of
transcribed worde af the two levelzs of shorthand writers
involved in the study were examined. The study did not
interest itself in other penalties that are usually looked
for in =sharthand tranecription tests. For example, while the
transcription was typewritten, typewriting errors such as bad
erasure, wrong margin, irregqular spacing and other similar
errors were not taken into account. What was taken into
account were wrong spellings, omissions, additions and
punctuation marlks that distorted the sense of the passage.

The following steps were taken in analysing the data
collected for the study:

fa) Errors were marked in epach student’s 5hgﬁthand

notes and transcription and were alsc ﬁ%;ad in the
L 4

register kept for the purpose. g

N
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tb) There were separate listings for previewed words,
unpreviewed words and shortcute. There were also
separate listings for each minute af the six
minutes, to ascertain the effect of fatigue on
shorthand writing.

tc) Percentages and means for correctly written
outlines and correctly transcribed outlines were
camputed for the readings obtained.

(d) Differences noted botween the performance of the
two levels af shorthand writers (80 and 100 words a
minute) were tecsted for significance. For this
purpose, the "“t" test of significance was used.

(e} Differences betwean each minute of the six minutes
of performance were also tested for cignificance
using ANOVA (Analysis of Variance) statistics.

(+) As a vyardstick for rejecting the null hypotheses,
0.085 level of significance or less (P < 0.05) was
chosen in line with the generzlly held belief in
educational and psycholeogical circles that 0.05
probabhility level of significance or 1less is a

reasonable standard.

3.7 Summary
The population of this study, which is also the sample,

comprised of 104 National Diploma (ND) II Secraestarial
Students reprecsenting the 80 words a minute writers and B8
Higher National (HMD) I Secretarial Students representing the

100 words a minute writers.
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The instruments used for collecting the data consisted
of two identical shorthand passages of six minutes duration,
pne for each speed. All the cstudents were tested on the
effects of preview and fatigue but were broken intao Control
and Experimental Groups to destermine the effects of learned
or not learned shortcuts. After the dictation, typewriten
tranecription lasted for one hour.

Scripts were graded mainly on the basis of correctly
written outlines and correctly trancscribed cutlines. Data
collected were analysed by the use of t-gtatistic and ANOVA
{Analysis of VYariance) statistics to test the significance
of the differences between the variables. The hypotheses

were rejected at 0.05 level of significance or lesz (P £0.05)




Chapter 4

ANALYSIS AND PRESENTATION OF DATA

4.1 Research Duestions

After shorthand dictations were administered at both BO
and 100 words a minute, the shorthand notes and transcription
of 104 students for B0 words a minute and 88 students for 100
words a minute were collected and graded. The Ffollowing
answers to the research guestions were obtained from the data

gathered from the grading exercise:

84.1.1 80 Words a Minute bWriters

(a) OFf the unpreviewed, unfamiliar dictation, &4.9%
waere caorrectly written while &3.0% were correctly
transcribed (see Table £.1).

(b} QOut of the previewed, familiar dictation 898% wera
correctly written while 82.0% were correctly
transcribed (ses Table 4.1).

(c) For learned shortcuts B87.8% were correctly written
while B82.9% were transcribed correctly (see Table
8.2).

{d) In words for which no shortcuts were learned, 81.6%
were correctly written and 75.3X correctly
transcribed (see Table 4.2).

{e) The +ollowirng percentages were recorded under each

minute of the six minute dictation (see Tahle 4.9):
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Minute Correctly Written ¥ Correctly transcribed %
ist 2.6 89.0
2nd 86.1 81.0
3rd 856.1 78.9
4th 83.7 797
Sth 8z.8 78.6
&th 83.3 74.5
4.1.2 100 Words a Minute Writers

{a)

th)

(c)

(d)

(a)

O0f the unpreviewed, unfamiliar dictation, 74.0%
were correctly written while 6&5.5% were correctly
transcribed (see Table 4.3).

Dut of the previewed, familiar dictation B9.4% were
correctly written while 82.0% were correctly
transcribed (see Table 4.3).

For learned shortcuts, B4.5% were correctly written
while 81.2% were correctly transcribed (see Table
4.4).

In words for which no shortcuts were learned, 85.35%
were correctly written and 79.1% were correctly
transcribed (see Tahkle 4.4).

The following percentagecs were recorded for sach

minute of the six minute dictation (see Tahle 4.9):
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Minute Correctly written % Correctly transcribed %

ist
2nd
3rd
4th
Sth

&th

91.8 a89.4
88.& 83.7
a85.¢9 b i
854.9 77.%9
a85.7 74.4
85.3% v & £ 4

Baced upen the students’® performance at both 80 and 100

a minute, it would he cbeserved that:

i.

=t
50
L]

iii.

iv.

Studente perfarmed generally better in written
autlines than in transcription.

Students did better in writing and transcribing
previewed, familiar outlines compared with
unpreviewad, unfamiliar ocutlines.

Students showed =siqgns of fatigue in their writing.
This iz evidenced by the high percentages of
correctness recorded by the two groups in the ist
minute of writing and transcription compared with
very low percentages in subsequent minutes parti-
cularly in the 3rd, 4th and &4th minutes.

There were traces of fluctuations in the stahility
of the students during the dictation as could he
ceen from their inconsistent accuracy in bhoth the
written and transcribed outlines. For example,
there was a drastic drop in the 4th and &th

minutes of the 80 words a2 minute group though
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this drop manifested itceself in the Sth and &th
minutes of the 100 words a minute group. This
shows that while there is the presence of fatigue
in shorthand writing, fatigue may not manifest
iteelf in consistent manner in the output aof the
writer, particularly where the writer got relaxed
and missed some words in the middle of the
dictation only to renew his or her energy in

subseguent aminutec of the dictation.

The following formulated null hypothese:s were tested
using the t-statistic to +find out the level of significance
of aiifnrﬂnce, if any, 1in each case. NAnzlysis of Variance
(ANDVA) statistics was also used to check the significance of
the differences in the siy minutes of performance. The
caméuted t-tect and ANOVA must equal or be less than 0.05 tao

justify rejection of the null hypotheses (P < 0.035).

§.2.1 80 Words & Minute Writers

ta) There ic no significant difference in the
standard of accuracy of students writing 80
waords a @minute unfamiliar, unprevi ewad
dictation and 80 words a minute familiar,

previawad dictation.
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Table 4.1: Comparison of Correctly Written Outlines and
Correctly Transcribed Outlinec of Unpreviewed and
Previguwed Dictationes a3t B0 Words a Minute (N = 103)

Corrrectly Written Dutlines Correctly Tranccribed Dutlines

Unproevi cwed Previswed Unpreviewed Praevieswed
Mean &54.9 88.1 £3.0 82.0
€td. Dev 19.3 8.2 14.X 10.0
€., 20.2 2.4 22.7 12.2
T-stat 1x.8 11.1
df 204 204

-1 -1

P. of =ig 0.00% x 10 = 0.004Z x 10 1
Decicsion Very Highly Significant Very Highly Significant

In the above table, the computed 'evel of significance
af 0.00F % 10-12 for correctly written cutlines and
0.008% « 10" sor correctly transcribed outlines are less
than the value of the usual 0.05 level of significance.
Therefore, the null hypothesiec is rejected to uphold that
gignificant difference esuiste in the ctandard of accuracy of
students writing 80 worde a minute unfamiliar, unpreviewed

dictation and those writing 82 waords a minute familiar,

previewed dictation.
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Those students who tock the dictation without the
learned shortcuts were the Control Group while those who took
the dictation with learned chortcuts were the Experimental
Group.

In the above table the probhability of significance of
0.007 for correctly written outlines and 0.0020 for correctly
transcribed outlines are less than the usual level of signi-
ficance of 0.05. The null hypothesis is thereby rejected,
meaning that there iz significant difference in the standard
of accuracy of students writing 80 words a minute dictation
without learned shortcuts and those writing the same dicta-
tion with lesarnad shaortcuts.

In other wnrds, thaocse with learned shortcutse got down
more correct ocutlines and wers able to transcribe these ocut-
lines more accurately than those without learned chortcuts
who probably wrote the outlines mostly in full in  their

shorthand notes and could not recognise these cutlines easily

4.2.2 100 Words & Minute Writers
ta) There is no significant difference in the stan-
dard of accuracy of studente writing 100 worde a
minute unfamiliar, unpreviewed dictation and 100

words a minute familiar, previewed dictation.
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Table A.Z: Comparizson of Correctly Written Qutlines and
Correctly Transcribed Dutlines of Unpreviewed and
Previewaed Dictation at 100 Words a Minute (N = 88)

Correctly Written Outlines Carrectly Transcribed Dutlines

Unpreviewed Previewed Unprevi cwed Previeswed

Mean 74.0 82.1 5.5 82.0
Std. Dev 8.4 £.3 11.1 -5
£.V, 11.48 7.0 17.0 1.9
T-stat 12.8 10
df 174 174
-12 -10
P. of sig 0.0050 % 10 0.001 » 10
Decision Very Highly Significant Very Highly significant
From the table, the probahility of significance of
$.0085 5 167%% | sor carFectly Weltteh outlines snd o.omuzo"w

for caorrectly trancscribed cutlines are much less than the

value of the wusual level of =significance. The pull

hypothesis is rejected, pointing ta the fact that there is

difference in the standard of

significant
students writing
dictation and

previeswed dictat

100 words
those writing 100 words a

ion.

accuracy of

a minute unfamiliar, unpreviewed

minute familiar,

|
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Thic ic to say that the result given in the table, ac
indicated in the means, shows that students at this level
performed much better in previewed dictation than in
unpreviewed dictation in both the written and transcribed

outlines.

(b) There is no significant difference in the stan-

dard of accuracy aof students writing 100 wards a

minute dictatiorn without 1learned shortcuts and

those writing the same dictation with learned

shortcuts.

Table 4.4: Comparicson of Correctly Written Dutlires and
Correctly Transcribed Outlinee of Studente Writing
without Learned Shortcuts and those Writing with
Learned Shortcuts at 100 Words a Minute (N = 44)

Carrectly Written Dutlines

Correctly Transcribed Outlinaec

Control Experi- Control Experi-

mental mental
Mean 85.5 84a.% 7%.1 81.2
Std. Dev &.7 12.8 2.8 11.0
£\ 7.5 1.2 12.4 13.56
T-stat 0.48 0.92
df 85 s
P. of =ig 0.31 0.18
Decision Not Significant Not Significant
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Those students wha took the dictation without the
learned shortcuts were the Control Group while those who took
the dictation with learned shaortcuts were the Experimental
Group.

It could be seen from the table above that the
probabhility of significance level of 0.31 for correctly
written ocutlines and O©0.18 far the carrectly transcrihed
coutlines are more than the normal level of significance of
0.05. The null hypothesis can therefore not be rejected as
the test reveals that there is no significant difference in
the standard of accuracy of students writing 100 waords a
minute dictation without learned shaortcuts and those writing
the same dictation with learned shartcuts.

This means that the standard of performance of both the
Control and Experimental Groups in writing and transcribing

shortcuts were virtually the same at this level.

4.2.3 80 Words a Minute Writers Compared with 100 Words a
Minute Writers

{a) There is no significant difference in the stan-

dard af accuracy of students writing B0 worde a
minute unfamiliar, unpreviewed dictation and those

writing the same dictation at 100 words a minute.
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Table 4.5: Camparison af Correctly Written Outlines and
Correctly Transcribed Outlines of Unfamiliar,
Unpreviewed Dictation Written at 80 and 100
Worde a Minute

Correctly Written Outlines Correctly Transcribed Outlim

80 w.a.m 100 w.a.m 80 w.p.m 100 w.p.m
N = 104 N = 8B N = 104 N = 88

Mean &6.9 74.0 &£3.0 &5.5

Std. Dev. 19.5 8.4 14.3 13.%

E-V. 20.2 11.43 22:7 17.0

T-stat 4.24 1.31

df 190 190

P. of sig 0.002 0.0%96

Decisian Highly Significant Not Significant

The praobability of significance value aof 0.002 for
correctly written outlines is much less than the value of
0.05. The null hypothesis is thereby rejected as there is a
significant difference in the standard aof accuracy of
students writing unfamiliar, unpreviewed dictation at 80
words a wminute and those writing at 100 words a minute.
However, the probability of significance level of 0.0956 for

the carrectly transcribed outlines is more than 0.05
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(P > 0.08), which means that the null hypothesis cannot be
rejected for the correctly transcribed outlines. In other
waords, there 1s no significant difference in the standard of
accuracy of students transcribing unpreviewed dictation at BO
wards a minute and those transcribing such dictation at 100
wordse a minute.

The direct interpretation aof this result is that the 100
words a minute writers did much better than the 80 words a
minute writers in writing unfamiliar, unpreviewed outlines
whereas bhoth groups exhibited almost the same quality of
perfarmance in transcribing the outlines.

th) There is no significant difference in the standard

of accuracy af students writing 80 words a minute
familiar and previewed dictation and those writing

the same dictation at 100 wards a minute.



Table 4.46: Comparison aof Carrectly Written and Correctly
Transcribed Dutlines of Previewed Dictation
Written at BO and 100 Words a Minute

Correctly Written Outlines Correctly Transcribed Outlines

80 w.a.m 100 w.a.m BO w.p.m 100 w.p.m
N = 104 N = 88 N = 104 N = 88
HMean 88.4 8%9.4 82.0 82.0
Std. Dev 8.3 6.3 10.0 .5
5t 5 8 g4 7.0 12.2 11.5
T-stat 0.93 0.01
D+ 1920 1390
P. of sig 0. 18 0. 5
Decision Not Significant Not Significant

The above table shows that the probability af
significance at 0.18 for caorrectly written outlines and 0.5

for correctly transcribed ocutlines are more than 0.05 level

of significance. The null hypothesis can therefore not be
rejected. The implication of this is that there is no
gignificant difference in the standard of accuracy of

students writing familiar, previewed dictation at 80 wards a
minute and those writing the same dictation at 100 wards a

minute.
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It could be noticed from the table that the means af the
two groups are fairly and uniformly high for both the written
and transcribed outlines. This confirms the generally held
belief in educational circle that familiarity with the
content or subject matter of a lesson helps learning greatly.

{c) There is no significant difference in the standard

af accuracy of students writing 80 words a minute
dictation with learned shortcuts and thaose writing

the same dictation at 100 words a minute.

Table 4.7: Comparison of Correctly Written Outlines and
Correctly Transcribed Outlines of Students Writing
80 and 100 Words a Minute with Learned Shortcuts
{(Experimental Groups)

Carrectly Written Outlines Correctly Transcribed Dutlinlh
BO w.a.m 100 w.a.m 80 w.a.m 100 w.a.m
N = 52 N = 453 N =52 N = 44

Means 87.8 84.5 82.9 81.2
Std. Dev. g.4 12.8 12.2 11.0
c.v 10.6%9 15.2 14.8 11.6
T-stat i.45 0.71

df. 94 4

P. of sig 0,07 0.248

Decision Not Significant Not Significant
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The calculated level aof significance, accarding to the
table above, is 0.07 for correctly written outlines and 0.24
for correctly transcribed outlines. These values are more
than the level of significance aof 0.05. 7The hypcthesis can
therefore not be rejected as there is no significant
difference in the standard of accuracy of those students
writing 80 words a minute with learned shortcuts and thaose
writing the same dictation at 100 words minute. According to
the tabhle, the quality af the means for bath the carrectly
written outlines and correctly transcribed outlines at both
levels are relatively identical. This suggests that thaose
whao took down the dictation with learned shortcutse (the
experimental group at both levels) were able to transcribe or
decipher correctly most of the shortcuts they were able to
write down correctly. )

(d) There is no significant difference in the standard

af accuracy of students writing 80 words a minute

dictatian without learned shortcuts and those

writing the same dictation at 100 words a minute.
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Table 4.8: Comparison of Correctly Written Outlines and

Caorrectly Transcri

bed Outlines of Students Writing

at 80 and 100 Wards a Minute without Learned

Shortcuts (Control

Groups)

Carrectly Written Outlines

Carrectly Transcribed Outlines

80 w.p-m 100 w.p.m 80 w.p.m 100 w.p.m

N=52 N=44 N=52 N=44
Mean 81.& 85.9 ¥ e P 1 79.1
Std. Dev. 9.9 &.7 4.1 9.8
=Lt 12.2 7.9 18.7 i2.4
T-stat 2:23 1.53
df 54 94
P. af =sig 0.01 0.07
Decision Highly Significant Not Significant

The probability of signi
written ocutlines is less th
significance. This infers
rejected in respect of the
other words, there is a

accuracy of students writing

ficance aof 0.01 +far correctly

an 0.05, the normal level of
that the null hypothesis is
carrectly written outlines. In

significant difference in the

at BO words a minute without

learned shartcuts and thase writing the same dictation at 100

words a minute.
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As for the correctly transcribed outlines, a significant
ilevel of 0.07 is wmore than the level of 0.05, the null
hypothesis can therefore not be rejected. This implies that
there 1i1s no significant difference in the accuracy of
students transcribing 80 words a minute without Ilearned
shortcuts and those transcribing the same dictation at 100
words a minute.

It is note worthy from the above table that the means
for correctly transcribed outlines for both levels of writers
(80 and 100 words a minute) are low compared with those for
the correctly written outlines. This might be because the
students in this group (Control Group) had to write mast aof
the outlines in full instead of using the shortcuts, resul-
ting in their inability to recall or decipher these outlines
while transcribing.

{e) There is no significant difference in the standard
of accuracy of students affected by the fatigue aof
sustained dictatian at B0 words a wminute for six
minutes and those affected by the fatigue of
sustained dictation at 100 words a minute for six

minutes.
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Table 4.9: Minute by Minute Comparison of Means aof Correctly
Written Dutlines and Correctly Transcribed
Outlines of Students Writing at 80 Words a Minute

and 100 Words a Minute

Correctly Written Outlines Correctly Transcribed Dutlines

B0 w.a.m 100 w.a.m B8O w.a.m 100 w.a.m

Minute N=104 N=88 N=104 N=88
ist G2.4 ?1.8 8%.0 89.4
2nd 846.1 88.46 81.0 83.7
3rd B&. 1 85.°9 78.9 773
4th 83.7 856.9 Y & 7% 4 77:9
Sth 85.8 85.7 78. &6 74.4
&th 83.3 85.3 74.5 77,7

(1) F.5t (Min) 25.99 40.02

df - =

P. of sig 0.002 x 10~11 0.00 E+00

Decision Very Highly Significant V. Highly Significant

{(2) F.St (Gps) 8.74 1.26

df 1 1

P. of sig 0.003 0.25

Decision Highly Significant Not Significant

In working out the ANOVA or F. Statistic in the abave

table, only the first 88 cstudents out of the 104 students in

in 80 words a ainute group were taken into consideration, for

balanced comparison with the 88 students in 100 worde a

minute group.
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From the table, the calculated levels of significance of
0.002 x 10" Y for differance in minutes and 0.003 for the
difference in the two groups under the carrectly written
outlines are less than the usual 0.05 significant level.
This means that the hypothesis under the correctly written
outlines is rejected.

In the area of transcription, the O0.000E+00 probability
af significance in the difference in minutes is far less than
the normal 0.05 significant level, but 0.25 probability of
significance in the difference between the two groups is more
than 0.05 significant level. The hypothesis can therefore
not be rejected under the correctly transcribed outlines.

The findings point to the fact that the 100 words a
minute group is less affected by fatigue compared with the 80
words a minute group in writing the ocutlines. Both the two
graups are, however, equally affected by fatigue in

transcribing the outlines.



Chapter S

SUMMARY . CONCLUSIONS AND RECOMMENDAT IONS

S.1 Summary

The acute shortage of well trained confidential secre-
taries in both the public and private sectors in Nigeria is a
common knowledge. This unfortunate =ituation is compounded
by poor results in secretarial subjects, particularly
shorthand, in our training institutions. 0One of the reasons
usually given for the poor results is bad method of teaching.
Eftorts should therefore be directed towards improving the
situation. This study which evaluated some selected factars
affecting performance in shorthand dictation was undertaken
to help both the students and the teachers in their roles in
shorthand teaching and learning process. The researcher was
mainly interested in assessing the effects aof preview,

shartcuts and Ffatigue on shorthand writers, using the 80

and 100 words a minute writers for the study and basing
performance solely on the number of correctly written out-
lines and correctly transcribed outlines.

The study has brought out some interesting discoveries.

5.2 Principal Findings and Conclusions

The following are the key findings and conclusions

arising from the study:



{a)

(b)

(c)
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The hypothesis which states that no significant
difference existe 1in the standard of accuracy of
students writing 80 words a minute unfamiliar
unpreviewed dictation and 80 wordse a minute fami-
liar, previewed dictation was rejected at 0.05
level of significance. This caonfirms the generally
held naotion that unfamiliar, unpreviewed dictation
is more difficult to write and transcribe than the
familiar, previewed dictation.

At 0.05 significance level, the hypothesis that
states that no significant difference exists in the
standard of accuracy of students writing BO words a
minute dictation without Ilearned shortcuts and
those writing the same dictation with learned
shartcute was reiected. This proves that mastery
and appropriate use of shortcuts at this level is a
help.

Also rejected at 0.05 level of significance was the
hypothesis stating that no significant difference
exists in the standard of accuracy of students
writing 100 words a minute unfamiliar, unpreviewed
dictation and 100 words a minute familiar,
previewed dictatian. This buttresses the finding
in a {(a) above and a re—affirmation that students
will perfaorm better in familiar, previewed dicta-

tion than in unfamiliar, unpreviewed dictation.



(d)

()
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At 0.05 significant level, no significant difference
existed in the standard of accuracy of students
writing 100 worde a minute dictation without learned
shortcuts and those writing the same dictation with
learned shortcuts. It can therefore be concluded
that at the higher level of shorthand writing,
students should be given the opportunity and encaour-—
agement to construct their own outlines for words,
in line with the standard shorthand principles.
This is because at this level, they should under-
stand better the rudiments of shorthand and be able
to use their initiative 1in a more constructive
MaNnNer . The test alsa reveals that while learned
shortcuts are helpful to students, particularly at
the lower level, students wha could write these
shortcuts in other forms and transcribe them back
caorrectly should be encouraged to do so.

The hypothesis which states that no significant
difference exists in the standard aof accuracy of
students writing 80 wards a minute unfamiliar,
unpreviewed dictation and those writing the same
dictation at 100 worde a minute was rejected at 0.05
significant level far carrectly written outlines and
not rejected far correctly transcribed outlines.
The result shows that length of training, practice
and experience are major factors in shorthand

writing. This must be why the 100 words a minute
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(g}

writers wrote more correct outlines aof the untami-
liar, unpreviewed dictation than the B0 words a
minute writers. However , the result obtained under
the correctly transcribed outlines is an indication
that difficulty in transcription such as bad
penmanship, poor knowledge of English and lack of
indepth understanding af the rudiments aof shorthand
constitute general problems to most shorthand
writers at all levels.

There was no significant difference in the standard
of accuracy of students writing 80 words a minute
familiar and previewed dictation and those writing
the same dictation at 100 wards a minute at 0.05
level of significance. This is another confirmation
that at any level of sharthand writing, preview will
help students achieve better result. This position
is in line with the widely held belief in educa-
tional circle that familiarity with the content ar
the subject matter of a lesson helps learning
greatly.

There was alsao na significant difference in the

standard aof accuracy of students writing 80 words a
minute dictation with learned shortcuts and those
writing the same dictation at 100 worde a minute at
0.05 significant level. This means that at any
level of shorthand writing, shartcuts written
correctly are 1likely to boost the s=peed aof the

writer and help in carrect transcriptiaon.



{h)

(1)

There was significant difference at 0.05 level of
csignificance in the standard of accuracy of students
writing 80 words a minute dictation without learned
shortcuts and those writing the same dictation at
100 words a minute though there was na significant
difference in their correctly transcribed ocutlines.
This substantiates that at a higher level of short-
hand writing, one becomes more capable of sponta-—
neous farming and writing new words or shortcuts as
a result of more exposure to practice and experi-—
ence. The outcome also confirms that problems
associated with transcription are general ta all
levels of shorthand writers.

There was significant difference in the standard of
accuracy of students affected by the fatigue of
sustained dictation at B0 worde a wminute Ffor &
minutes and those affected by the fatigue or
sustained dictation at 100 words a minute for &
minutes at 0.05 significant level for written
outlines, but there was no significant difference in
the standard of accuracy of transcribed outlines of
the two groups. This indicates that the 100 words a
minute group is less affected by Ffatigue when
compared with BO words a minute group in written
outlines but both groups were equally affected by

fatigue in transcribed outlines. Again, the



(3)
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inexperience and lack of enough exposure to practice
on the part of the 80 words a wminute group might
have caused their being affected more by fatigue in
writing the outlines but the findings that both
groups were equally affected by fatigue in trans—
cribing the outlines 1is another confirmation of
earlier +findings that problems associated with
transcriptiaon are general to all levels of shorthand
writers.

The study has conclusively proved that shorthand
writing cauld be affected by fFfatigue. The twa
groups involved in the study showed evidence of
fatigue judging Ffrom the means recorded for each
minute of the & minute dictation 1in both the
carrectly written outlines and correctly transcribed
outlines (see Table 4.9). For example, both groups
recorded the highest mean aof correctness in the
first minute and invariably had reduced means as the
dictation progressed. However, from the study, it
was discovered that while there is the presence of
fatigue in shorthand writing, the fatigue may not
manifest itself in a consistent manner in the output
(writing and transcription) of the writer. The
writer may get relaxed and miss some words in the
middle of the dictation only ta renew his or her

energy in subsequent minutes of the dictation.



5.3 Recommendations

In the light of the findings of this study, the follo-

wing recommendations are made:

3.

Shorthand teachers should preview mast aof the
passages to be used in their lessons before giving
the dictation to students. The study has revealed
that it is easier to write and transcribe previewed
wordse than unpreviewed words.

In all our public and institutional examinatione,
shorthand passages should contain only words that
are familiar and within the capabilities of the
candidates at a given level.

Shorthand teachers should allocate about 1/&4 of
their lessons daily to unpreviewed, unfamiliar
dictation in order to acquaint the students with
office style dictation which is generally not
previewed.

Teachers should groom their students, particularly
thaose at the lower level of 80 words a minute and
below, in the mastery and application of the conven-
tional shortforms. Thise will help the students
develop higher speeds in shorthand.

Sharthand passages far haoth institutional and public
examinations should not be more than three minutes
in order to save the students Ffrom unnecessary

fatigue or diminishing returns.
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In their lessons, shorthand teachers should con-
stantly provide the students the opportunity to
improve their vocabulary, spellings, tenses and
other aspects aof English Grammar for better
performance in transcription.

Shorthand students, particularly at the lower level
(80 waords a minute and below! should be tested not
only for speed but in the theory and rudiments of
shorthand. Also at the higher level (100 words a
minute and abave), the teacher should make efforts
to review the theaory from time to time. This will
help the students to understand the shorthand
principles and write correct ocutlines.

Hand-written sharthand transcription should be
discouraged in all our schaals and colleges as this
has no relevance to what is the practice in offices

where students will work after training.

5.4 Implications for Classroom Instructions

Based on the findings of the study and the recommenda-

tions made, the following are the implications for classroom

instructions:

‘.

For effective use of preview in the classroam, it

will be necessary for a teacher to devote about 1/3
af the class period to it. For example, in a 45
minutes lesson, about 15 minutes could be used in

previewing difficult words. Another example is that



if a letter or a passage is to be dictated, at least
10 per cent of the letter or passage should be pre-
viewed before the dictation is given to the students
Preview should be used as a teaching device only and
not to encourage laziness on the part of the
students. It should therefore enlighten the minds
af the students, challenge their intellect and
motivate them towards the achievement of greater
heights.

About 1/46th af the lesson should be allocated to
unpreviewed dictation to enable the students get
used to office style dictation which is usually not
previewed. Occasional role—-playing aof the aoffice
situations by the students and the teachers will
alsao help the students grasp the technicalities
involved in unpreviewed dictation. Unprevi ewed
dictation is meant to challenge the capability of
individual students in shorthand writing. Students
aluways have a feeling of accomplishment whenever
they are able to write this type aof dictation
because it is & proaf of what they can do in short-
hand writing without being ‘helped’ {through
preview) by the teacher, thereby increasing their
confidence in the subject.

As the name implies, shorthand encourages brief or
shortened forms of writing. The place of shortcuts
in shorthand writing can therefore not be aver-

emphasised. Particularly at the beginning of each
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lesson, teachers should make efforts to dictate
shortforms listed 1in the textbooks or work-book
drills used in the class to enable the students
master the shortforms properly. About 1/4 of each
lesson should be devoted tao learning and reviewing
shortformse each day 1n order that students may
improve their speeds. However, teachers should not
forget that students do not learn alike. There are
bound ta be individual differences. If the short-
formse help the learner to write and transcribe
better and faster, then they are useful, but if a
student finds it difficult to adopt specific short-
farms, he ar she should not be forced to do so.

Two or three times a week, there should be sustained
or prolonged dictation of S5 to & minutes each. This
is necessary if a shorthand writer is to write a 2
ar 3 minutes dictation without pressure or fatigue.
Moreover , secretaries in the offices may be called
upon to take down minutes of mestings or accounts aof
proceedings in conferences and seminars. Students
should alsao be encouraged to have plenty of
sustained dictations at home to supplement whatever
they might have had during normal class lessons. Na
matter the length of a dictation, teachers must
ensure that the students are made to read or trans-
cribe them. This will enable the students to take

their work seriously at all times.



2

The study indicates that students performed much
better in written outlines than in transcription.
It was infact discaovered that many students wrote
correct outlines which they could not transcribe
carrectly. Shorthand teachers cshould use every
opportunity af each lesson to drill their students
in various aspects of English Grammar like vocabu-
lary, spellings, tenses, parts of speech, punctua-
tions and sentence constructions. In addition,
students should be allowed to refer to the diction-
ary during transcription in both the classwork and
examinations. Above all, a shorthand teacher should
constantly liaise with the English teacher for any
possible help that the students may need in impro-
ving their knowledge and wunderstanding of the
English Language.

In the study, it was found that those students who
were able to write correct outlines were alsa able
to transcribe correctly. This is a confirmation
that caorrect formation of cutlines leads to correct
transcription. Shorthand students, particularly at
the lower classes, should be tested naot only for
speed but in the theory and rudiments of shorthand.
At the higher classes, while the teacher should also
make efforts to revise the theory from time to time,
the students should be encouraged ta faorm or make-up
their own outlines, in line with laid down shorthand

principles, and not tied down to specific outlines



93
when taking down dictation. The study shows that
students at this level wse their initiative and
sxperience more effectively 1in tackling their
dictation speed problems.

7. It was abserved from the study that some students
had not been having enough shorthand transcription
practice an the typswriter, though there were
avidences to show that they had a lot of handwritten
transcription. Secretaries are not expected to
handwrite shorthand transcription in offices after
training. Teachers of shorthand should discowrage
or whera.pnssihla, totally ban handwritten shorthand
transcription in their classes. This could be done
by holding shorthand ciasses in typewriting rooms,
by asking the stuaents ta transcribe all shorthand
claccuwork on the typewriter and by introducing labo-
ratory houre after normal classes to help students
transcribe their éharfhand acsignments if they will

have nc opportunity of typing at home.

5.9 Becommendation for Further Essearch

Shorthard teaching and learning are still at their

inftfancy in thie country. The improvement of recultc in the
sub ject, as in other subjects, requires knowledgeahie
inquiries from time to time. It i=s hoped that further

rasgarch relating (o the subject will be carried out in the

following areas:



if.

iii.

iv.

4

Duration for learning the subject.

Minimum education necessary for proper mastery of
the subiject.

Bualities that can rightly predict success in the
subject.

Definite ways or steps of learning the rudiments
of the subject for easier and quicker mastervy.
Effective and dependable ways aof measuring the

performance af the students in the subject.
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APPENDIX A

Both lLevels

WARM-UFP PASSAGE

One Minute

The duties of a secretary each working day are many ]IO
and variead. The tasks of any one day may be 2}) more
challenging and interesting than those on other occasions,
but j/p there is no day in the office that can be ‘Pr‘ﬂgif‘dﬂd
as boring.

The state of mind of a Becratary'jp at the beginning of
each working day will determine her §oapproach to work in the
office. A Friend once offered }O me several useful
suggestions that can help a secretary ta89 prepare hersel+
for the responsibilities of each day. She should 9P be neat,
modest and comfortable in her mode of dress. 190

(§.1T = 1.5
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APPENDIX B

Dictation Passage
80 Words a Minute for & Minutes

Taking the Minutes of a Meeting

One of the secretarv’s duties mav be that of taking
minutes of meeting. Whether it is a large / meeting of
shareholders or a small meeting of a local club, a record of
the decisions is made during the meeting /.

After the meeting, the secretary, sometimes with the aid
aof the chairman, writes up the minutes. It used to be /7 the
practice to write these by hand 1in a special Minute Book.
Any alteration, other than minor spelling mistakes, could //
not be made without consulting members of the committee and
initialliing the amendment.

It is the practice nowadays to have / the minutes
duplicated and sent out to all the conmittee members saome
time prior to the {following meeting. This enables / the
members to read them through, refresh their memairies an
points discussed at the previous meeting, and to have ready /
any matters arising from them that they may wish to query.

This methad of warking has other obvious advantages: a
// member is kept up-to—date with the committee business even
if he 1is unable tao attend each meeting. As / the minutes
have already been issued it may save valuable time to take
them as read. This avoids the boredom / of what is often no

more than a tediocus formality for the committee.
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Whether the meeting i1s of a large / business ar simply
of the village cricket club, certain rules have to be applied
to its procedure otherwise it could // easily turn into an
argument or free-for-all shouting match.

The mast important point to bear in mind when / writing
minutes is that they are not verbatim reports. Only the
resolutions and other relevant matters should be included.
Dften 7/ the name of the proposer and seconder are included,
but this is not essential. Some recorders are instructed to
note / the numbher of votes for and against a motion, but
again 1t is by no means necessary that these are // recorded,
gach committee having its own peculiarities and operation
style.

Among the item=s that have to be included in the /
minutes are the date of the mesting, where it was held, the
name of the chairman, and a list of 7/ members present. Any
apologies from members unable to attend should alsoc be
included. All new rules that are made and / all resolutions
passed must be accurately recorded and any relevant dates and
figures should be given where necessary.

If the // opportunity comes to you tao take the minutes
of an important meeting, do not be anxicus and nervous af the

/ task but accept it joyfully and try hard ta do a good job.

312024
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It will help immensely if yvou are / well prepared and to this

end remember to have available plenty of sharpened pencils,

aor a filled pen, and adeguate / paper suitable for taking

notes. For future reference try to learn the names of as

many committee members as possible. 7/

(5.1 = 1.5)

i



80 Words a Minute

APPENDIX C

Unoreviewed. linfamiliar Words
{Words Outside the 700 Common bords in the Passacge)

103

local avaoids mation
clubs boredom necessarv
decisions tediaous stvie
chairman formalitv apolocaies
minaor villaae accurately
soellina orocedure anx ious
initiallinag argument nervous
amendment shoutinag acceont
nowadavs match prepared
duplicated hear available
commi ttee verbatim nlenty
prior resolutions sharoened
refresh relevant nencils
discussed included tilled
previous oroposer 1woviullv
arising seconder immensel v
quer v essential adequate °
obvious votes suitable
attend againesk reference
{57 words)
FPreviewed. Familiar Wards
Words within the 700 Common Words
in the nassage ... i = e-- 397 words
Waorde for Which Shortcuts were lLearnt
whether .~ members L neculiarities _l=£1
durina ? amendment = are "
secretarv o— have .5 was i
oractice A W from L, T should -
hand St them | S all N
enecial s wish / anv s
alteration ~— 2 advantages 1o opportunitv _ 9
mistakes o<  what - imoortant >
wi thout £ mor & Kz
(26 words)
Summar v
Unoreviewad. Unfamiliar Words - 57 Wards = 11.87%
Previewed. Familiar Words - 397 Worde = B82.71%
Words for which Shartcuts
were Learnt - 26 Words = 5.42%
Total - 480 words = 100.00%
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APPENDIX D

Dictation_ Passage
100 Words _a Minute for & Minutes

Taking the Minutes af a Meeting

One of the secretary’s duties mav be that of taking
minutes of meeting. Whether it 1is a large meeting of
sharehalders or a small / meeting of a local club, a recard
of the decisions is made during the meeting.

After the meeting, the secretary, sometimes with the aid
of / the chairman, writes up the minutes. It used ta be the
practice ta write these by hand in a special Minute Book.
Any alteration, ather / than minor spelling mistakes, could
not be made without consulting members of the committee and
initialling the amendment.

It is the practice nawadays to have // the minutes
duplicated and sent aut to all the committee members some
time prior to the +follaowing meeting. This enables the
members to read them J through, refresh their memories an
points discussed at the previous meeting, and to have ready
any matters arising from them that they may wish to / query.

This method of working has other obvious advantages: a
member is kept up-ta-date with the committee business even if
he is wunable / to attend each meeting. As the minutes have
already been i1ssued 1t may save valuable time to take them as
read. This avaids the boredom // of what is often no more

than a tedious formality faor the committee.
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After a meeting the secretary may find that she has
numerous pages / aof notes and then begins the task of sifting
the relevant points fraom the unnecessary. Often she will
find that the same point is brought / up and emphasized at
various stages of the meeting. The discussion leading to a
decisiaon need not be included. Only the final decisions are
aof // future importance and these should be given in the
clearest form possible with no likelihood of any ambiguity in
meaning.

1¥ the opportunity comes to / you to take the minutes of
an impoartant meeting, do not be anxious and nervous of the
task but accept it and try hard to / do a good job. It will
help if you are well-prepared and to this end remember to
have available plenty of charpened pencils, or / a filled
pen, and adequate paper suitable for taking notes. Far
future reference try tao learn the names of as many committee
members as passible. 7/

(8.1 = 1.59)
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160 Words a Minute

Unoreviewed. linfamiliar Words
(Words Dutside the 700 Common Words in the Passaage)

local

clubs
decisions
chairman
minor
soelling
initialling
amendment
nowadavs
duplicated

villaae
orocedure
araument
shoutinag
match

bear
verbatim
resalutions
relevant
included

referrinag
specific
items
nuUmar ous
task
siftina
emphasised
various
staaes
discussed

commi ttee orooper likelihood
prior seconder ambiauity
refresh A essential anxious
discussed vates nervous
Dreviocus against accept
arisinag motion nrepared
auerv nNnecessary avallable
obvious stvle plenty
attend apaloales sharpened
avoids accurately pencils
boredom tense filled
tedious intimate adeauate
formalitv marginal suitable
reference
{70 words)
Previewed. Familiar Words
Words within the 700 Common Words
in the passage ... - p— -~ 500 words

Words for Which Shortcuts were Learnt

whether P amendment s was 2
durinag q have \ should -~
secretarv a—from L) and =
practice them ( all N
hand e wish = anwv —
speci al £ ~ advantages L businesslike
alteration _~—7 what 2 1anguage i
mistakes g more T however C
without C peculiarities _\__o ocoportunity A
member -‘ _ are — imopartant S
(20 words)
Summar v
Unpreviewed, Unfamiliar Words - 70 Words = 11.4&67%
Previewed. Familiar blords - S6G0 Worde = 83.33%
Words for which Shartcuts
were Learnt - 30 Words = 5.00%L
Tatal -~ &00 Wards = 100.00%
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APPENDIX F

Department of Vocational and
Technical Education,

Faculty of Education.

Ahmadu Bellao Universitv.

Zaria. Kaduna State.

Z3rd February. 193%9.

The Head.

Department of Secretarial Administration,
Kwara State Paolvtechnic.

ILORIN. Kwara State.

Dear S5ir,

Laan of Grundiag Tape Recarder

Pleacse. give me on loan for six weeks, beginning from
the date of this letter, the Grundiag Tape Recorder in the
Madel Office of your department.

I have found out that the tape recarder 1= mast suitable
for the research 1 am conducting on "Evaluation of Selected
Factors Affecting Performance in Shorthand Dictation" in
three Nigerian institutions of which the Kwara State
Palvtechnic ise ane. The research is a requirement for the
award of Masler's Degree in Business Fducation of the Ahmadu
Bello University, Zaria.

{ promise to keep and return the tape recorder in good
condition.

Thanik vou for vour cooperation always.

Yours sincerely.

{Sad.)
J. A. ARANSIOLA
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APPENDIX G

Department of Vocatiaonal and
Technical Education,

Faculty of Education,

fAhmadu Bello University.
Jaria. Kaduna State.

23rd February, 1989.

The Head.

Depar tment of Secretarial Administration,
Kwara State Polvtechnic,

ILORIN. Kwara State.

The Head.

Department of Secretarial Administration.
Federal Palvtechnic,.

BIDA. Niger State.

The Head,
Department of Secretarial Administration.

The Polvtechnic.
IBADAN. Ovo State.

Dear Sir.

Master ‘s Dearee Thesis

I am a post—agraduate student in the Department of
Yocatianal and Technical Education, Ahmadu Bellao University,
Zaria majoring in Business Education. As part of the
requirements for the award of Master ‘s Degree. I am currently
preparing a thesis titled "Evaluation aof Selected Factors
Affectinag Perfarmance 1n Shorthand Dictation” using 80 and
100 words a minute shorthand writers as the focus of study.

I therefore, intend to involve in vour department ND II
students (for the 80 words a minute) and HND I students (for
the 100 words a minute)l in the studyv. Your polytechnic is
chosen as one of the institutions to be used for the studv
because of the hiagh reputation 1t eniovs 1n secretarial
education in the countrv. This, I hope, will enhance the
reliability of the findinas arising fram the studv.

I shall be grateful 1f vou can arant me permission to

conduct the study as requested.

Yours sincerely,

(Sqgd. )
J. A. ARANSIOLA






