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The problem of this study is the relationship between 

shorthand achievement and two plans of homework in short- • 

hand. 

This experimental study was conducted at Kilgore Junior 

College during the fall semester of 1971. The eighty-five 

students who participated in this study were randomly 

assigned to experimental or control classes of beginning 

shorthand and to ejqperimental or control classes of inter-

mediate shorthand. Class activities were held as constant 

as possible for both beginning groups as well as for both 

intermediate groups. The writer taught the beginning groups, 

and another instructor taught the intermediate groups. The 

control classes followed Method A, the traditional homework 

plan recommended in the 1965 edition of the Instructor's 

Handbook for Gregg Shorthand for Colleges. 

The experimental classes followed Method B, an experi-

mental homework plan developed as a part of this study. The 

experimental plan, based upon selected research and psycho-

logical concepts, required practice of each step on the 

learning activity in a manner near the expert level of 

performance. The writer practiced rapid mental formation of 



correct shorthand outlines first by recognition and then 

by formation and correction from fluent verbal clues. One 

part of the plan required the student to use dictation tapes 

located in the library. 

Intermediate groups were pretested and posttested. 

Beginning groups were given posttests only. The tests 

consisted of word lists containing twenty-five words and 

two three-minute dictation tests. The dictation tests were 

given at 60 and 80 words per minute (wpm) for beginning 

groups, and at 80 wpm and 100 wpm for intermediate groups. 

The beginning experimental class had higher final mean 

scores on word-list tests and on 60 wpm and 80 wpm dictation 

tests than did the control class. The intermediate experi-

mental class had higher mean-gain scores on word-list tests 

and on 80 wpm and 100 wpm dictation tests than did the 

control class. Analysis of variance revealed that these 

differences were not significant at the .05 level of 

confidence. 

Analysis of covariance revealed that the achievement 

of the intermediate experimental class was significantly 

better at the .05 level than that of the control class on 

the 80 wpm dictation test. 

Pearson product-moment correlation revealed that there 

was a significant positive relationship at better than the 

.05 level between the mean word-list test scores and the 

mean dictation test scores. 



A.majority of the students commented after the experi-

ment that they thought that writing homework from dictation 

tapes would enable them to gain the greatest amount of skill, 

but that they disliked going to the library. 

The use of a more controlled plan of homework requiring 

the learner to practice each step of the shorthand learning 

activity more nearly as performed on the expert level (Method 

B) is feasible and is likely to produce better results on 

word-list tests and on 60, 80, and 100 wpm dictation tests 

than a less controlled plan requiring only recognition and 

imitation of shorthand outlines (Method A). 

Achievement in dictation-transcription is significantly 

related to the student's ability to construct accurate short-

hand outlines. 
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CHAPTER I 

THE PROBLEM 

Introduction 

In our modern world of technology, the shortage of 

stenographic employees is increasing instead of decreasing. 

In 1960 Zoubek (22) reported a study conducted by the 

publishers of Gregg shorthand textbooks to determine the 

employment outlook for stenographers. The; survey disclosed 

a shortage of stenographic employees, and the publishers 

predicted that the demand for these employees would increase-

between 1960 and 1965. A follow-up study was conducted in 

1968 (21) to determine the accuracy of the publishers' 

prediction. The demand was found to be considerably greater 

than it was in 1960, and the supply was critically short. 

According to the Handbook of Job Facts, published in 

1968 by Science Research Associates, Inc., (16, p. 108), 

there was a chronic shortage of stenographers. The 1972-73 

edition of the Occupational Outlook Handbook, published by 

the U. S. Department of Labor (18, p. 301) reported that the 

employment opportunities for workers who have stenographic 

skills are expected to be favorable through the 1970's. 

According to a prediction presented in the Handbook, about 

100,000 workers will be needed annually to fill new jobs. 



and an even greater number will be needed to replace 

stenographic workers who retire or stop working for other 

reasons. 

The increased demand for stenographic employees and 

the high failure rate of students enrolled in shorthand 

courses are areas of concern for instructors of shorthand.' 

The length of time required to achieve vocational competence 

in shorthand is another area of concern. One major goal in 

shorthand pedagogy is that the student attain his greatest 

possible speed and accuracy within the time available. 

Still another major goal is that the student be capable 

of using his shorthand competency productively as an 

employee. There is a need for improved pedagogical approaches 

which will assist students in achieving these goals. 

Much of the methodology commonly employed in classes of 

shorthand is used without sufficient research evidence to 

support it. Liles says 

Unfortunately, many of the "accepted" methods 
propounded to the teaching profession are 
unilateral in origin and have no scientific 
basis. . . . It seems safe to say that many 
so-called "accepted" principles of teaching 
methodology in the field of shorthand exist 
without any objective evidence based on sound 
research than in any other business subject. 
In other words, personal opinion seems to be 
the only defense which supports them (13, p. 52). 

According to Crunk (3, p. 17), one of the major problems 

in teaching shorthand is the inadequacy of homework practice. 



As pointed out by A Guide for the Teaching of Shorthand and 

Transcription# published by the Californici State Department 

of Education (2, p. 40), the homework plan provided by most 

teachers is the weakest element in the entire process of 

teaching shorthand. Madsen (13, p. 392) called effective 

homework the key to a successful shorthand program. Since 

most teachers agree that homework is essential to developing 

competency in shorthand, it would appear that there is a 

need for research into the relationship between homework 

and shorthand competency. 

Need for the Study 

Louis A. Leslie, author of Methods of Teaching Gregg 

Shorthand, says, "The one prime requisite of good shorthand 

teaching and learning is that every teaching and learning 

procedure should contribute to fluent and rapid writing" 

(8, p. 7). The high failure rate suggests that many teach-

ing and learning procedures are not contributing to fluent 

and rapid writing. In her research report, Frink (4, p. 13) 

disclosed that at the end of two years of instruction, less 

than 50 percent of the students were capable of taking 

dictation at 80 words per minute (wpm). Frink also reported 

that at the completion of one year of instruction in short-

hand, less than 20 percent of the students were capable of 

taking dictation at 60 wpm. These disclosures emphasize the 



need for teachers to examine carefully their materials and 

methods of teaching shorthand. 

Many research studies have been conducted in the area 

of shorthand methodology, but the area of homework has been 

neglected. Harves Rahe's Shorthand-Secretarial Research 

Index (15) presents a complete list of research studies 

and articles about research studies in the development of 

stenographers and secretaries from 1891 to 1965. Only 7 

out of 975 listings were classified as studies directly 

relating to homework. 

Plans for assigning homework to students are varied. 

Many teachers instruct students to copy the shorthand plate 

material from the textbook for the preparation of their 

homework. Some teachers ask that students translate printed 

material into shorthand for the preparation of their home-

work assignment. However, the writing of shorthand from 

dictation is seldom assigned as homework. Most homework 

plans do not provide for meaningful word-list practice, 

individual reading goals, or reinforcement of the student's 

efforts. Since homework requires a considerable amount of 

time, the plan used should be supported by research. 

Statement of the Problem 

The problem of the study was the relationship between 

shorthand achievement and two plans of homework in shorthand. 



Purposes of the Study 

The purposes of the study were 

1. To design two contrasting plans of shorthand home-

work, Method A plan to be used by control groups and Method 

B plan to be used by experimental groups. 

2. To implement Method A plan and Method B plan 

through control and experimental groups respectively. 

3. To define criteria by which achievement levels may 

be determined. 

4. To make comparative analysis of achievement levels 

between the control groups and the experimental groups. 

Hypotheses 

The following null hypotheses were tested at the ..05 

level of significance: 

1. There will be no significant difference between the 

final mean word-list test scores made by the beginning 

experimental group and the final mean word-list test scores 

made by the beginning control group. 

2. There will be no significant difference between the 

final mean dictation test scores made by the beginning 

experimental group and the final mean dictation test scores 

made by the beginning control group at (a) 60 wpm and (b) 

80 wpm. 

3. There will be no significant difference between the 

final mean dictation test scores at 60 wpm and the final mean 



dictation test scores at 80 wpm made within the beginning 

experimental group and within the beginning control group. 

4. There will be no significant interaction between 

the experimental and control methods and the speeds of the 

dictation tests in the beginning groups. 

5. There will be no significant difference between 

the mean word-list pretest and posttest scores made by the 

intermediate experimental group and the mean word-list 

pretest and posttest scores made by the intermediate control 

group. 

6. There will be no significant difference between the 

mean word-list pretest scores and the mean word-list post-

test scores made within the intermediate experimental group 

and within the intermediate control group. 

7. There will be no significant interaction between 

the experimental and control methods and the pretest and 

the posttest trials of the word-list tests in the inter-

mediate groups. 

8. There will be no significant difference between the 

intermediate experimental group and the intermediate control 

group on mean dictation pretest and posttest scores at (a) 

80 wpm and (b) 100 wpm. 

9. There will be no significant difference between the 

mean dictation pretest and posttest scores at 80 wpm and the 

mean dictation pretest and posttest scores at 100 wpm made 



within the intermediate experimental group and within the 

intermediate control group. 

10. There will be no significant difference between 

the mean dictation pretest scores at 80 wpm and 100 wpm and 

the mean dictation posttest scores at 80 wpm and 100 wpm 

within the intermediate experimental group and within the 

intermediate control group. 

11. There will be significant interaction between the 

experimental and control methods and the speeds of the 

dictation tests in the intermediate groups. 

12. There will be no significant interaction between 

the experimental and control methods and the pretest and 

posttest trials of the dictation tests in the intermediate 

groups. 

13. There will be no significant interaction between 

the speeds of the dictation tests and the pretest and post-

test trials in the intermediate groups. 

14. There will be no significant interaction between 

the experimental and control methods, the speeds of the 

dictation tests, and the pretest and posttest trials in the 

intermediate groups. 

15. In the beginning experimental group and the control 

group, the correlation will be zero between the following 

measures: 

a. mean dictation test scores at 60 wpm and mean 
dictation test scores at 80 wpm. 
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b. mean word-list test scores and mean dictation 
scores at 60 wpm. 

c. mean word-list test scores and mean dictation 
test scores at 80 wpm. 

16. In the intermediate experimental group and the 

control group, the correlation will be zero between the 

following measures: 

a. mean word-list pretest scores and mean word-list 
posttest scores. 

b. mean word-list pretest scores and mean dictation 
pretest scores at 80 wpm. 

c. mean word-list pretest scores and mean dictation 
pretest scores at 100 wpm. 

d. mean word-list posttest scores and mean dictation 
posttest scores at 80 wpm. 

e. mean word-list posttest scores and mean dictation 
posttest scores at 100 wpm. 

f. mean dictation pretest scores at 80 wpm and mean 
dictation posttest scores at 80 wpm. 

g. mean dictation pretest scores at 80 wpm and mean 
dictation pretest scores at 100 wpm. 

h. mean dictation posttest scores at 80 wpm and mean 
dictation posttest scores at 100 wpm. 

i. mean dictation pretest scores at 100 wpm and mean 
dictation posttest scores at 100 wpm. 

Frame of Reference for the Development 
of the Two Plans of Homework 

Most instructors agree that homework is essential to 

the development of performance ability in shorthand. Students 

frequently complain about the long and dull assignments. The 

time students spend writing homework in shorthand may equal 

or exceed the time they spend in classroom activities. 

Considerable time is usually devoted to homework; 

therefore, its effectiveness should be recognized in im-

proved dictation performance. The high failure rate in 



shorthand and the small percentage of students who are able 

to reach minimum dictation performance standards suggest 

the ineffectiveness of homework. The weakness of homework 

has been cited as a major problem in shorthand. 

Many variations in homework assignments have been 

developed. Prior to 1900 the student applied rules for 

constructing shorthand outlines and converted printed exer-

cises into shorthand. The exercises were usually composed 

of isolated words that were written repeatedly until the 

student could write them accurately. By 1900 connected 

matter was substituted for isolated words and disconnected 

sentences. Some teachers required only writing of more 

material (intensive versus extensive practice). 

Since 1900 there has been a trend toward less repetitive 

practice in shorthand. Students formerly copied each word 

in a list ten or more times. Gregg shorthand textbook 

authors (9, 10, 11) discourage this type of practice and 

recommend that a large amount of connected matter and the 

word lists be written only once from shorthand plates. Some 

teachers still prefer intensive practice to extensive prac-

tice and require students to copy the word lists and the 

connected matter more than one time. A few teachers may 

require some copying of shorthand from printed material, 

but copying shorthand from plate material seems to be the 

most widely used current practice. 
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Other variations in homework in shorthand include the 

use of programmed textbooks and the use of taped dictation. 

These methods are seldom used at the present time? however, 

in 1963 Waters (19) conducted an experimental study of pro-

grammed shorthand homework, and in 1966 Hanson (6) conducted 

an experimental study using tape-recorded dictation with 

open textbook. 

Frame of Reference for Method A 

One of the outstanding features of Gregg Speed Studies, 

published in 1917 by John Robert Gregg (5), was the presenta-

tion of practice material in shorthand form instead of printed 

form. Homework assignments consisted of reading and writing 

from the shorthand plate material. Although the inventor of 

Gregg shorthand never published a book on teaching methods, 

many of his ideas were incorporated in Leslie's Methods of 

Teaching Gregg Shorthand (8), published in 1953. 

Leslie says, "Writing from dictation must be a habit 

skill if it is to be effective. The habits used in the 

writing are best formed by copying from well-written short-

hand plates" (8, p. 192) . It is his belief that copying 

shorthand promotes fluency in writing as well as improving 

penmanship. He says that copying shorthand from print is 

harmful to the learner because it causes hesitations in 

writing that carry over to dictation. He feels that repet-

itive copying of shorthand outlines is of little value and 
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that the best results are obtained by one writing of a 

large amount of connected matter. Leslie coauthored many 

of the Gregg shorthand textbooks. His recommendation that 

homework be copied one time from the plate material is 

suggested in the Instructor's Handbook for Vol. I. of Gregg 

for Colleges, DJS (11). Because of its widespread use, this 

method of writing homework is usually thought of as the 

traditional method. 

The following procedures were selected for Method A 

as being a traditional approach commonly used: 

1. Read the word lists once; then make one complete 
copy of them. Do not copy the longhand, just the 
shorthand. Arrange the words in the word list one 
after the other along the line of your shorthand 
notebook, writing only to the center line. 

2. Read the Reading and Writing Practice in shorthand 
aloud once. 

3. Make one complete copy of the Reading and Writing 
Practice after having read it. As you write each 
word, say it aloud. 

4. Spend a minimum of 45 minutes per lesson, being 
sure that you write the entire lesson in shorthand 
at least once. • If time remains, start copying the 
Reading and Writing Practice again. 

Frame of Reference for Method B 

The traditional homework approach causes criticism from 

many shorthand students. Many students become bored with 

the long and unchallenging homework assignments. A number of 

students who do their homework regularly see no improvement 

in their ability to take dictation. 
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Many teachers of shorthand bemoan the fact that students 

do not always read their shorthand lesson before writing it. 

Students sometimes write their lesson while watching tele-

vision or listening to the radio, without being aware of what 

they have written. Beginning students tend to draw short-

hand outlines instead of fluently writing them. Drawing 

shorthand outlines is unlike class activity,, which calls 

for fast mental formation of shorthand outlines from sound 

and a fluent style of writing. 

Some implications for homework have been derived from 

selected shorthand research studies. As reported in Chapter 

II, Klein (7) found that college students tciking dictation 

at 140 wpm actually wrote from 333 to 451 wpm, and three of 

the fastest Gregg shorthand writers in the United States 

taking dictation at 210 and 220 wpm actually wrote from 415 

to 447 wpm. The students paused about five times as 

frequently as the fastest writers. The speed of writing 

was reduced by the frequent hesitations. Young (20) found 

that high school students taking dictation at 80 wpm actually 

wrote from 134 to 211 wpm. Approximately 36 to 59 percent 

of the time was spent in actual writing. Speed was reduced 

by the hesitation time. Palmer (14) found that second-year 

college students writing at 120 wpm showed a significant 

decrease in hesitation time on the writing of unfamiliar words 

as compared with the hesitation time of first-year college 
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students writing at 80 wpm. These three studies emphasize 

the need for reducing the hesitation time so that speed may 

be increased. 

The micromolar behavior theory implies that the speed 

of response is a part of what is learned. As reported in 

Chapter II, Sloan (17) conducted a study of the micromolar 

behavior theory and its application to shorthand; and she 

recommended that further investigations be conducted in this 

area. Boss says, "When a response to a certain stimulus is 

expected to be fast,.speed is an integral part of that 

response and thus considerable attention must be given to 

that aspect of the learning process" (2, p. 29). If a fast-

response is different from a slow one speeded ip, more 

emphasis should be placed on speed at the beginning of a 

shorthand course. 

Reading the lesson first with a reading goal (Method 

B) helps reduce hesitation in reading. Copying shorthand 

from plate material (Method A) may enable the student to 

recognize the outlines when they are seen again but may not 

help the student develop rapid formation of mental images 

that are needed when the student takes dictation. Writing 

homework from taped dictation (Method B) gives the student 

experience in forming the outlines rapidly and in writing 

them fluently. The correct outlines are reinforced 

immediately if they are checked with the textbook, and the 
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words missed are written correctly. Further reinforcement 

is provided when the words are written again in the context 

of the letter. Copying homework from shorthand plates a 

few words at a time (Method A) may cause the student to 

build a slow writing pattern and a slow response to dicta-

tion. Copying shorthand from the textbook is not the same' 

response required for taking dictation. Taped dictation 

for homework (Method B) promotes a pattern of fast response . 

and fluent writing that is required for taking dictation. 

The following selected psychological factors have pro-

vided implications for Method B plan of homework in shorthand: 

1. A learning structure should provide each individual 
with meaningful tasks and goals probable of success. 

A goal of reading and writing a lesson one time (Method 

A) is not challenging. Reading each lesson as fast as possi-

ble, figuring reading rates, and trying for a faster reading 

rate each day (Method B) are attainable and challenging goals 

for every student. 

Dictation tapes challenge the student to write correct 

shorthand at a specific speed and to write as fluently as 

possible. The student can immediately check his performance, 

make corrections, and take the dictation again, trying to 

improve his previous performance. Each try is an attempt to 

develop the expert pattern of writing. 
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2. The setting for practice must be as real as 
the limits of the educational setting allows, 
and the task practiced must be the task which 
requires the desired skill. 

Copying shorthand from plate material (Method A) 

produces a slow writing response that has little relation-

ship to writing for fluency from dictation. The copying 

stimulus is visual rather than auditory. The student is 

constantly looking back and forth from the textbook to the 

shorthand notebook. Taped dictation (Method B) is the task 

practiced which requires the desired skill. Copying short-

hand (Method A) requires the student only to recognize 

outlines instead of form mental images of outlines. Dicta-

tion from tape (Method B) requires fast mental formation of 

outlines. As Klein (7) emphasized, reduction of hesitation 

time is necessary to increase speed. Fast formation of 

mental images is more important than actual writing time in 

increasing speed. From the beginning of his instruction, 

the student is trying to develop the expert pattern of 

writing. Intensive practice on each letter helps the 

student write more fluently and accurately each time he 

tries the dictation. 

3. A complex task will require practice upon a 
part; otherwise the skill will not be perfected. 
This kind of instruction always relates the part 
to the whole. 

Method A requires extensive practice on the whole 

lesson without intensive practice on any of the specific 
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parts. Students using Method B check their dictation notes 

with the textbook and practice any incorrect outlines before 

they try the dictation again. Intensive practice is applied 

to specific words (parts), and these words are related to 

the whole when they are written again from dictation. 

4. Feedback of knowledge of results acts as a 
reinforcer or regulator of performance of 
motor skills. 

Method A provides a minimum amount of reinforcement. 

Students first read words, then write words, and then read 

letters and write letters. The mere copying of shorthand 

plate material is a monotonous task. Method B provides 

reinforcement in all areas of homework. Recording improve-

ments in reading rates provides reinforcement for reading 

speed. Checking the word lists and the dictation notes in 

the textbook provides reinforcement for correct outlines 

and enables the student to make corrections where needed 

before writing the material again. 

5. A motivated learner will acquire a skill more 
rapidly than a less motivated one. 

Method A offers little motivation for the student. The 

frequent complaint about the uninteresting homework indicates 

a lack of motivation. Method B provides a variety of practice 

activities to keep the student motivated. A record is kept 

of the improvement in reading rates. The student receives 

immediate reinforcement of correct outlines, practices words 

missed, and tries them again. Constant knowledge of results 
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of performance"with chances to improve is a good motivating 

factor. 

The following procedures were selected for Method B 

plan of homework as being relative to the research findings 

and the psychological factors which were examined: 

1. Read the words in the word lists one time as 
rapidly as possible# tracing or air writing 
as you read. 

2. Cover the shorthand outlines in the word lists 
and in your notebook. Write shorthand fluently 
from the printed words, writing horizontally 
only to the center line. Check your shorthand 
with the book, circle errors, skip a line, 
write fluently any words you missed, and write 
those words again from print. 

3. Time yourself as you read the entire reading 
lesson as rapidly as possible,trying to 
improve your best record. In your notebook 
immediately beneath your word practice, 
figure your reading speed by dividing total 
words read by number of minutes read. Record 
any improvement in your reading rate on your 
homework chart. 

4. Write your homework practice by the following steps: 

a. Write letter number in notebook. 
b. Close book and write only the first 

letter as relaxed and fluently as 
possible from the dictation tape. 

c. Stop the tape and reverse it. 
d. Open your book and circle any in-

correct outlines. 
e. Leave a blank line, write words 

missed or omitted, and close book. 
f. Leave a blank line, replay tape, and 

write same letter again until you feel 
that you have done your best on that 
letter. 

g. Repeat all steps for each letter. 
h. Spend a minimum of 45 minutes per 

lesson. If time remains, write the 
letters again. 



1 8 

Definition of Terras 

1. Word-list test. A word-list test consists of 

twenty-five words randomly selected from Silverthorn's 

"High Frequency Business Vocabulary Word List." 

2• Dictation test. A dictation test consists of 

one three-minute nonpreviewed letter. 

3• Word-list test score. A word-list test score is 

the number of correctly written shorthand outlines a student 

wrote on a word-list test. 

4- Dictation test score. A dictation test score is 

the number of words a student correctly transcribed from a 

dictation test. 

Basic Assumptions 

1. It was assumed that with two instructors teaching 

one experimental and one control group each, the difference 

between instructors would not significantly affect the results 

of the study. 

2. It was assumed that because of random selection, 

the period of the day during which the classes met would 

not significantly affect the results of the study. 

3. It was assumed that because of random assignment, 

the experimental groups would not be significantly different 

from the control groups in any unique variables which might 

significantly affect the results of the study. 
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Summary 

Surveys have shown that the demand for stenographers 

far exceeds the supply. If shorthand instructors are to 

help bridge the gap between supply and demand, improved 

methods of teaching shorthand need to be investigated. 

The inadequacy of homework has been cited as a major 

problem in shorthand, but very little research has been 

conducted in this area. 

The problem of the present study was the relationship 

between shorthand achievement and two plans of homework in 

shorthand. 

Two contrasting plans of homework were developed for 

use in the study. Control classes used Method A, a tradi-

tional plan recommended by Gregg shorthand textbook authors. 

Experimental classes used Method B, a plan relative to the 

research findings and the psychological factors which were 

examined. 
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CHAPTER II 

RELATED LITERATURE 

Recent studies and materials related to homework in 

shorthand were located through the following sources: 

Dissertation Abstracts (1940-1970), Business Education 

Index (1946-1970), and Harves Rahe's Shorthand-Secretarial 

Research Index (1891-1965). The literature relating to 

this study is separated into two divisions: (1) research 

studies and (2) related materials. 

Research Studies 

A search through the related literature revealed a 

dearth of research studies directly related to homework in 

shorthand. Studies directly and indirectly related to home-

work in shorthand were reviewed. 

The Gregg Study (4). The problem was a historical 

study of shorthand instruction prior to 1900. The data 

were obtained from books, periodicals, and reports of 

addresses given at conventions of shorthand teachers. All 

of the available materials on the problem were carefully 

read, analyzed, and classified according to appropriate 

subdivisions. This historical study revealed trends in 

assigning homework in shorthand prior to 1900. Before 1842, 
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students converted printed exercises into shorthand. When 

shorthand magazines and supplementary textbooks were 

published, it became a common practice for students to 

read and copy repeatedly the shorthand plates provided in 

these materials. The materials usually consisted of 

isolated word lists and sentences. By the 1890's, business 

letters in shorthand were replacing isolated word lists and 

sentences. Some teachers recommended repetitive practice 

while others encouraged much practice from new material. 

The Gregg study signaled the emergence of a shorthand home-

work plan which consists of copying shorthand from shorthand 

plate material. 

The Anderson Study (1). The problem was an analysis 

and classification of research in shorthand and transcrip-

tion prior to January, 1946. A total of 298 research studies 

were analyzed and classified according to related areas of 

shorthand instruction. Only seven of these studies pertained 

to reading and writing of shorthand, and none of the studies 

investigated plans of homework. Anderson's study revealed 

an absence of research in the area of homework in shorthand. 

Anderson recommended that studies should be made to deter-

mine the effectiveness of various procedures for the teaching 

of reading and writing of shorthand. 

The Frink Study (3). The problem was a comprehensive 

analysis and synthesis of research findings and thought 
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pertaining to shorthand and transcription* 1946-1957. From 

January 1, 1946 to January 1, 1957, approximately 120 

research reports were written in the field of shorthand and 

transcription. Frink read and classified 117 of these 

studieshowever, no research studies were found which 

directly related to homework in shorthand. From her 

analysis, some areas of agreement and disagreement pertain-

ing to homework were revealed. She found that most shorthand 

teachers assigned the copying of plate material for homework. 

She also found some disagreement in regard to the value of 

copying plate notes. Some teachers believed that shifting 

the eyes from the shorthand plates to the notebook resulted 

in poor writing habits, and that copying shorthand plates 

failed to develop the ability to construct new outlines. 

Since Frink was concerned with an analysis of research studies, 

she did not draw any conclusions about plans of homework. 

The Waters Study (22). The Waters study was conducted 

to determine the effect of programmed homework on skill 

development in intermediate collegiate shorthand through 

the use of experimental and control groups. Classroom 

instruction was recorded on tape and played for both 

experimental and control groups. The experimental groups 

completed the programmed homework assignments, and the control 

groups copied shorthand from the plates in the textbook. 

Waters found that the dictation achievement of the 
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experimental groups was significantly greater at the .05 

level than that of the control groups. Since Waters was 

concerned only with programmed homework in shorthand, he 

did not draw any conclusions as to whether a plan of home-

work combining taped dictation and other factors might bring 

about significant differences.-

The Hanson Study (6). Hanson investigated the perfor-

mance of control and experimental groups of first-semester 

college students in Gregg shorthand to determine if there 

were significant differences as a result of doing homework 

by self-dictation from textbooks (visual stimulus) and by 

doing homework from textbook and tape-recorded dictation of 

the textbook plate material (combined audiovisual stimuli). 

The control group who did their writing in the traditional 

manner of self-dictation from the textbooks achieved a 

significantly superior knowledge of the principles of the 

shorthand system than did the students in the experimental 

group who did their writing from recorded dictation with 

textbooks open for reference. Neither homework method was 

superior in the development of skill in reading from text-

book plate material, skill in writing from practice-matter 

dictation, or skill in writing from new-matter dictation. 

The Gregory Study (5). Gregory used experimental and 

control groups to compare two methods of writing shorthand 

homework. Students in the control group wrote their homework 
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by copying from the shorthand plates in the textbook. 

Students in the experimental group transcribed on typewriters 

the plates in the textbook and then wrote shorthand from the 

print between the lines of the transcript. No significant 

difference was found between the groups on word-list tests. 

The students in the experimental group had significantly 

better dictation scores than did the control group. 

The Stocker Study (19). The Stocker study was conducted 

to determine the effect of a special learning aid called the 

DictaTutor on achievement in beginning collegiate shorthand. 

The DictaTutor was constructed so that a writing "window," 

was cut in the page, and sheet of paper was inserted under-

neath the printed word. The student could write each 

exercise as many times as desired by moving the sheet of 

paper up or down. The DictaTutor was designed to have three 

lines of print above each "window" and each lesson was 

limited to two pages. The experimental group used the Dicta-

Tutor in the classroom and for homework. The control group 

copied shorthand from the plates in the textbook for homework. 

Stocker found that the students who used the DictaTutor 

recorded and transcribed their own notes significantly better 

at the .95 level of confidence than did the students in the 

control group. The students using the DictaTutor also con-

structed and transcribed 100 dictated theory outlines 

significantly better at the .05 level of confidence than did 
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the control group. There was no significant difference 

between the two groups in their ability to write 100 

dictated brief forms or in their transcribing speed. 

The Klein Study (9). Klein used a high speed camera 

to investigate similarities and differences in speed that 

existed between three of the fastest Gregg-shorthand writeirs 

in the United States and ten shorthand-reporting college 

students in writing selected symbol combinations. On material 

dictated at 140 words per minute, the students 1 actual writ-

ing varied from approximately 333 to 451 words per minute. 

On material dictated at 210 and 220 words per minute, the 

experts' actual writing varied from 415 to 447 words per 

minute. The speed of writing was reduced by the pauses and 

hesitations between outlines and within outlines. Students 

paused about five times as frequently as the experts. Klein 

concluded that hesitation time needs to be reduced if speed 

is to be increased. 

The Rose Palmer Study (13) . The purpose of the Palmer 

investigation was to compare the shorthand writing habits 

of first-year college students writing 80 words a minute 

with the writing habits of second-year college students 

writing 120 words a minute in relation to the factors of 

accuracy, speed of execution of outlines, hesitation in 

writing, and fatigue. While taking dictation, twenty-four 

college students were photographed with a high-speed. 
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slow-motion moving picture camera. The students writing 

120 words a minute showed a significant decrease in 

hesitation time in the writing of unfamiliar words as 

compared with the hesitation time of students writing at 

80 words a minute. The students writing 120 words a minute 

also showed a decrease in the writing time on words for 

which they had learned shortcuts. Error percentages on the 

shorthand scores and on the transcription scores for the -

80 word-a-minute group were almost identical to the error 

percentages for the 120 word-a-minute group. Palmer con-

cluded that these findings point to a distinct need for 

additional training in automatization of unpracticed short-

hand outlines beyond the first year if better transcripts 

are to be produced. 

The Youncf Study (23) . The purpose of the Young study 

was to conduct an analytical experiment to determine the 

effect of choice-making on the speed of writing symbol 

combinations in Gregg shorthand and Pitman shorthand. 

Motion pictures were used to photograph high school short-

hand students who recorded dictation material at the rate 

of 80 words a minute. Young found that the students wrote 

at speeds much higher than the dictation rate. The range 

of speed was between 134 and 211 words a minute. The time 

spent in actual writing ranged from 36 to 59 seconds out of 

an 80-second dictation period. The dictation material 
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contained selected experimental words that represented 

examples of choice-making in the writing of shorthand out-

lines. An index of hesitancy was calculated for each 

shorthand outline written. The study revealed that a large 

percentage of the experimental words were written with a 

greater degree of hesitancy than the index of hesitancy. 

This evidence resulted in the conclusion that hesitation 

is probably caused in considerable measure by the choicer 

making element preceding the writing of the shorthand 

outline and that an increase in the speed of writing short-

hand should result if the hesitancy due to choice-making 

could be eliminated. 

The Elise Palmer Study (12). The problem was the 

development and evaluation of multiple-channel dictation 

tapes in beginning shorthand. One of the purposes of the 

Palmer study was to compare the effectiveness of taped dicta-

tion and teacher dictation in beginning shorthand. Forty-

seven college students participated in the study. In the 

control classes all dictation was given by the teacher, and 

in the experimental classes all dictation was presented 

through tape recordings. Palmer concluded that the methods 

of instruction did not cause a significant difference in 

achievement in the experimental and control classes. 

The Taylor Study (20). Two purposes of the Taylor 

study were to construct programmed material for the first for-

ty lessons in Gregg shorthand theory and to use the programmed 
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material under experimental conditions comparing a tradi-

tional presentation of Gregg shorthand theory with the 

programmed material presentation. Forty-six college students 

enrolled in beginning shorthand participated in the study. 

In the experimental classes, students were assigned a labora-

tory period each day in lieu of outside homework assignments, 

and homework was completed under timed conditions. In the 

control classes, homework assignments were done outside of 

class or laboratory; and the student kept a record of the 

time spent on a lesson. Each student was instructed to read 

from the shorthand plates in the textbook and then turn to 

the printed student transcript and dictate the letters to 

himself as he wrote in shorthand. Analysis on final achieve-

ment measures showed no significant difference at the .05 

level. 

The Coleman Study (2). The purposes of the Coleman 

study were (1) to determine the effect of a tape-laboratory 

teaching approach on the performance of beginning shorthand 

students, (2) to determine predictors of success in beginning 

shorthand, and (3) to examine factors that might influence 

the results of the study such as age and number of credit 

hours carried by the students. The population was composed 

of forty college students enrolled in beginning shorthand. 

The same instructional procedures were used for both experi-

mental and control classes except that shorthand laboratory 
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facilities were used one-half of the period each day in 

the experimental class. Coleman reported that the control 

class performed significantly better than the experimental 

class on dictation posttests. He recommended that research 

be conducted in which in-class instruction is live, and out-

of-class activities are recorded on tape. 

The Sloan Study (18). The purpose of the Sloan study 

was to determine whether a method which required dictation 

practice at a constant, rapid rate of speed from the begin-

ning of shorthand instruction was more effective in training 

shorthand writers than a traditional method of building 

dictation skill. A total of 252 high school students 

participated in the study. One hundred words per minute 

was selected as the constant rate of dictation speed used 

in the experimental treatment. The traditional treatment 

employed was a modified version of the Pyramid Plan in which 

material was dictated at speeds ordered from low-to-high-to-

low. On final test scores no significant differences were 

found between the mean scores of the students receiving the 

experimental and traditional treatments. 

The Hess Study (7). The Hess study was a comparative 

study of the performance of students in intermediate, 

collegiate shorthand taught by contrasting teaching methods 

involving a shorthand laboratory. The study was concerned 

with multiple comparisons: 



32 

1. A comparison of a traditional method of teaching 

in which a shorthand laboratory was not utilized, with a 

method of teaching shorthand utilizing a shorthand laboratory 

during the regular class period only. 

2. A comparison of a traditional method of teaching 

shorthand in which a shorthand laboratory was not utilized, 

with a method of teaching shorthand utilizing a shorthand 

lab during the regular class periods as well as for out-of-

class assignments. 

3. A comparison of a method of teaching shorthand which 

utilized only a shorthand laboratory with a method of teach-

ing shorthand which utilized a shorthand laboratory during 

the regular class period as well as for out-of-class assign-

ments . 

The differences in terminal performance of the three 

groups were not statistically significant on the three-

minute posttest dictated at 80 wpm and on the three-minute 

posttest dictated at 100 wpm. Students who used the short-

hand laboratory for their regular class period and for all 

their homework were unanimous in agreeing that they preferred 

to do homework from the shorthand laboratory rather than from 

the textbook. 

Related Materials 

Most shorthand instructors readily agree that homework 

in shorthand is a vital part of shorthand learning, even 
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though they may not agree on the various procedures of the 

assignments. Since little research has been conducted in 

the area of homework, plans for homework in shorthand have 

long been based on opinions. 

Leslie (10, p. 192) says that "writing from dictation 

must be a habit skill if it is.to be effective. The habits 

used in the writing of shorthand are best formed by copying 

from well-written shorthand plates." This is probably the 

most widely used plan of homework in shorthand. It is the 

plan that is recommended by the Gregg shorthand textbook 

authors. 

Not all shorthand teachers agree that this is the 

best plan of homework in shorthand. Shell (17, p. 41) 

questioned the validity of this type of homework practice. 

He says 

The shorthand materials that we use today are so 
superior to those of yesterday that they almost 
defy comparison. Yet our textbooks continue to 
prescribe the same type of reading and writing 
homework assignments through two full years of 
shorthand instruction. Could not varied types 
of interesting assignments be just as educationally 
valid—and perhaps even more so—than the same type 
of homework night after night for four full 
semesters ? 

Peairs (14, p. 132) says that copying from shorthand 

plates is not an effective homework technique because "copy-

ing (1) does not require a knowledge of shorthand, (2) 

requires little active thought, (3) is faster in the begin-

ning than translating, and (4) does not directly develop 
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students' ability to construct new words." She recommends 

translating from print into shorthand as a more effective 

method of doing shorthand homework. Madsen (11) also 

recommends writing shorthand outlines from print by meajis 

of self-dictation. 

Charles Rader (15, p. 23) , a professional shorthand 

writer, makes these comments: 

Shorthand penmanship is analogous to the loading 
of a gun. There's no use pulling the trigger 
unless it's loaded—and there's no use writing 
shorthand outlines for penmanship practice unless 
the writer has a good mental picture of the correct 
outlines. No amount of writing practice will 
produce good outlines unless the writer can 
discriminate between the faults and merits of his 
outlines. Copying page after page of penmanship 
drills is more likely to drain than improve the 
writer's style of writing. 

Ripple (16, p. 115) ranked the types of homework 

practice. His opinions are as follows: 

As soon as you have acquired the ability to write 
a few hundred words in shorthand, every day a part 
of your practice time should be spent writing from 
dictation. This kind of practice forces your mind 
to create the shorthand outlines; it is the perfect 
practice medium, because it is the complete exercise 
of the skill you are trying to acquire. The next 
best type of practice in this area of learning is 
to write shorthand from simple printed matter. 
Your mind must again create the shorthand outlines 
for the words you read—the only faculty not called 
into play being that of hearing (and you can partly 
overcome that by repeating the words aloud as you 
write them). The least valuable type of practice 
on connected matter is to read shorthand plates in 
a book and copy outlines someone else has created. 
In this case, to do the writing, your mind doesn't 
have to engage in creative thinking at all, nor is 
your memory called into play, because you see the 
outlines. This kind of practice will make you a 
good reader and copier of someone else's shorthand, 
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but what good is that? When it comes to connected 
matter, my advice is to think your own, write your 
own, and read your own shorthand, for that is your 
objective isn't it? 

Hosier (8, p. 28) makes this statement: "It is my 

judgment that a student who does his homework by writing 

shorthand from sound will be employing a more effective 

procedure for maximum shorthand skill growth than one who 

does his homework entirely by copying shorthand outlines 

from the plate material in the textbook." 

Van Derveer (21, p. 78) expresses these ideas about 

homework in shorthand: 

The student who prepares his homework at 60 or 
less is bound to have trouble taking the 
material at 100 or better the next day. Copy-
ing from book plates is more likely to be done 
at 60 or 70 at best; homework, therefore, 
becomes meaningless for real speed improvement. 
It merely helps develop vocabulary. Homework 
from dictated material prepares the student 
for the next class. 

Madsen (11, p. 392) proposes the following character-

istics of a good shorthand homework system: 

1. That it builds upon one's knowledge of shorthand. 
2. That it makes an allowance for individual differ-

ences . 
3. That it provides an opportunity for thought and 

problem solving. 
4. That it directly develops the ability to construct 

new words and phrases. 
5. That it should assist in the development of skills 

applicable to vocational employment. 
6. That it furnishes knowledge of results—the student 

should discover and correct his own errors. 
7. That it provides a basis for additional skill devel-

opment in the classroom. 
8. That it provides a check against forgetting, through 

constant review of all previous learning. 
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9. That it provides a means of self-motivation. 
The student is able to feel that he is working 
for his self-satisfaction, not for the teacher's 
satisfaction. 

10. The time necessary for completion of the 
assignment is within reason—its completion 
is felt as desirable by the student, not as 
a daily burden. 

These characteristics were incorporated into the 

experimental plan of homework in shorthand that was used 

in the present study. 

Summary 

The major conclusions which were drawn from the research 

studies are as followss 

1. Few attempts have been made to conduct research 

relating to homework procedures in shorthand. 

2. Various experimental plans such as programmed home-

work, homework written from dictation tapes with open 

textbook, and homework written from print were shown to be as 

effective as or more effective than the traditional plans 

of homework. 

3. Hesitancy in making writing responses to verbal 

clues in dictation reduces shorthand writing speed. If 

shorthand writing speed is to be increased, hesitancy needs 

to be reduced. 

4. The use of a shorthand tape laboratory for class-

room dictation was found to be as effective as teacher 

dictation in the classroom. 
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5. The use of classroom dictation practice at a 

constant, rapid 100 wpm rate of speed (micromolar approach) 

was shown to be as effective as traditional methods of 

building dictation skill. 

The major conclusions which were drawn from the related 

materials are as follows: 

1. Most shorthand teachers agree that homework is a 

vital part of learning shorthand. 

2. Plans for homework have been based largely on 

opinions rather than research. 

3. Copying shorthand outlines from the textbook is 

the most widely used plan of homework and is recognized as 

the traditional plan by a majority of teachers. 

4. Some teachers recommend that shorthand homework be 

written from printed material, and other teachers recommend 

that homework be written from sound. 
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CHAPTER III 

METHODS OF PROCEDURE 

The problem of the study was the relationship between 

shorthand achievement and two plans of homework in shorthand. 

The procedures used in the study are described in nine sec-

tions, as follows: (1) General Procedures, (2) Selection of 

the Samples, (3) Selection of the Homework Plans, (4) Prepara-

tion and Use of the Homework Plans, (5) Classroom Procedures, 

(6) Evaluation Procedures, (7) Statistical Analysis of the 

Data, (8) Student Questionnaires, and (9) Summary. 

General Procedures 

The study was conducted at Kilgore Junior College during 

the fall semester of the 1971-72 school year. Students in 

two experimental classes and two control classes participated 

in the study. The experimental class and the control class 

of beginning shorthand were taught by the writer, and the 

experimental class and control class of intermediate short-

hand were taught by one other instructor. 

The text used in each beginning class was Gregcr Shorthand 

for Colleges, by Louis A. Leslie, Charles E. Zoubek, and 

Russell J. Hosier (2). The text used in each intermediate 

class was Greercr Transcription, by Louis A. Leslie and 
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Charles E. Zoubek (1). Each class met for fifty-three 

minutes each day, five days a week, for eighty-three days. 

The lesson plans for the two beginning classes were 

followed in detail for each period during the semester so 

that each beginning class was assured of receiving almost 

identical classroom instruction. The lesson plans for the. 

two intermediate classes were also followed in detail for 

each period during the semester. Students in the beginning 

and intermediate control groups used Method A plan of home-

work, and students in the beginning and intermediate 

experimental groups used Method B plan of homework. Each 

student was given a duplicated sheet of instructions to 

follow in completing his homework lessons. 

Selection of the Samples 

Classes into which the students were assigned were 

scheduled at eight o'clock and ten o'clock. A table of 

random numbers was utilized for determining placement of the 

first student into the eight o'clock or the ten o'clock 

class. After the first beginning shorthand student who 

registered was assigned to the eight o'clock class, the 

students were alternately assigned to the eight o'clock and 

to the ten o'oclock class of intermediate shorthand. The 

eight o'clock class was selected as the experimental class 

and the ten o'clock class as the control class of beginning 
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shorthand. The ten o'clock class was selected as the experi-

mental class and the eight o'clock class as the control class 

of intermediate shorthand. 

A total of eighty-five students participated in the 

study. Fifty-five students were randomly enrolled in a 

beginning experimental or control class at the beginning of 

the fall semester, 1971. During the semester, however, four 

students dropped out of shorthand and were eliminated from 

the study. Ten students were also eliminated from the study 

because they had some previous shorthand instruction. Twenty-

one students remained in the experimental class and twenty in 

the control class. 

Forty-five students were randomly enrolled in an inter-

mediate experimental or control class at the beginning of 

the fall semester, 1971. After one student dropped out of 

school because of illness, twenty-two students remained in 

the experimental class, and twenty-two remained in the control 

class of intermediate shorthand. 

Selection of the Homework Plans 

After a thorough survey of the literature, the plan of 

homework suggested in the Instructor's Handbook for Gregg 

Shorthand for Colleges (3) was selected as the homework 

plan to be used by the control groups. Step four was 

added as a basis for controlling the amount of time spent 

on each lesson. The plan is a commonly used traditional 
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approach. Method A is the name selected for the following 

traditional plan of homework: 

1. Read the word lists once? then make one complete 
copy of them. Do not copy the longhand, just the 
shorthand. Arrange the words in the word list 
one after the other along the line of your short-
hand notebook, writing only to the center line. 

2. Read the Reading and Writing Practice in short-
hand aloud once. 

3. Make one complete copy of the Reading and Writ-
ing Practice after having read it. As you write 
each word, say it aloud. 

4. Spend a minimum of 45 minutes per lesson, being 
sure that you write the entire lesson in short-
hand at least once. If time remains, recopy the 
Reading and Writing Practice. 

The procedures selected for the experimental homework 

plan were based on the findings of the research studies and 

the psychological factors which were examined. In step one, 

the goal of rapid reading was stressed so that hesitation 

time could be reduced; and tracing the outlines or writing 

them in the air provided experience in the formation of 

correct shorthand outlines. In step two, the student was 

asked to cover the shorthand outlines in the textbook and 

write the words from print. Emphasis was given to the 

mental formation of the correct shorthand outlines and fluency 

in writing. Checking the outlines in the textbook, writing 

words missed, and writing those words again from print pro-

vided a meaningful and attainable reading goal. The student 

timed himself and figured his reading rate on his homework 
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paper each day. Improvements in his reading rate were 

recorded on a chart so that he could see the progress he 

was making. Each day the student was competing with his 

own best rate. Reinforcement was provided when he knew he 

had improved his best rate. In step four, the student was 

required to close his book before taking the dictation from 

the tape so that he would have to form the shorthand outlines 

from sound instead of copy them from the textbook. Checking 

the outlines in the textbook and practicing the words missed 

provided reinforcement. Practicing one letter intensively 

before proceeding to the next letter promoted automatization 

of the correct shorthand outlines and developed a fluent style 

of writing. Method B was selected as the name for the follow-

ing experimental plan of homework: 

1. Read the words in the word lists one time as 
rapidly as possible, tracing or air writing 
as you read. 

2. Cover the shorthand outlines in the word lists 
and in your notebook write shorthand fluently 
from the printed words, writing horizontally 
only to the center line. Check your short-
hand with the book, circle errors, skip a 
line, write fluently any words you missed, 
and write those words again from print. 

3. Time yourself as you read the entire reading 
lesson as rapidly as possible trying to 
improve your best record. In your notebook 
immediately beneath your word practice, 
figure your reading speed by dividing total 
words read by number of minutes read. Record 
any improvement in your reading rate on your 
homework chart. 
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4. Write your homework practice by the 
following steps; 

a. Write letter number in notebook. 
b. Close book and write only the first 

letter as relaxed and fluently as 
possible from the dictation tape. 

c. Stop the tape and reverse it. 
d. Open your book and circle any incorrect 

outlines. 
e. Leave a blank line and write words 

missed or omitted. 
f. Leave a blank line, replay tape, and 

write same letter again until you feel 
that you have done your best on that 
letter. 

g. Repeat all steps for each letter. 
h. Spend a minimum of 45 minutes per 

lesson. If time remains, write the 
letters again. 

Preparation and Use of the 
Homework Plans 

Duplicated instruction sheets were prepared for distribu-

tion to the students participating in the study. The students 

in the experimental groups received a copy of Method B instruc-

tions, and the students in the control groups received a copy 

of Method A instructions. 

Since Method B required the use of tape-recorded dicta-

tion, the tapes were dictated by the writer. Permission was 

obtained from the McGraw-Hill Book Company, Gregg Publishing 

Division, to reproduce on tape all of the lessons in Gregg 

Shorthand for Colleges (2) and Gregg Transcription (1). 

Cassette tapes were used, and one lesson was recorded on 

each side of the tape. The dictation speed of the tapes was 
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60 wpm for the first forty-eight lessons and 80 wpm there-

after for the beginning experimental class. For the 

intermediate experimental class, the dictation speed of the 

tapes was 60 wpm through lesson thirty and 80 wpm thereafter. 

The script used in dictating the tapes is included in Appendix 

A. 

Six copies of each dictation tape were duplicated by the 

Instructional Media Center at Kilgore College. These copies 

were placed in the Kilgore College Library for student check-

out on an individual basis. The tapes were checked out for 

use in the library carrels. 

When a tape was checked out by a student, a librarian 

recorded the checkout time on a specially prepared form. 

When the tape was returned, the librarian signed the form and 

recorded the time. The student turned in the form with his 

homework lesson each day. The forms were checked by the 

respective instructors to see if the minimum of forty-five 

minutes was spent on each lesson. 

Homework was checked daily by the instructors, and a 

record was kept of the lessons turned in. If a student did 

not follow instructions correctly, the instructions were 

explained to the student the next class period. The instruc-

tions were explained each day to the student until the 

student followed the instructions correctly. 
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Classroom Procedures 

In order to measure differences in achievement between 

the experimental and control classes, the classroom activities 

were held as constant as possible. The experimental class 

and the control class of beginning shorthand were taught by 

the writer- Another instructor taught the experimental class 

and the control class of intermediate shorthand. 

The same lesson plan was used for classroom activities 

for the two beginning classes. On the first day of class, 

Lesson One was presented on the chalkboard. No written home-

work was assigned. Students were asked to read the lesson. 

On the second day. Lesson One was reviewed and Lesson Two 

introduced. Again, no written homework was assigned. Students 

were asked to read Lesson Two. After Lesson Three was pre-

sented on the third class day, Method B homework instruction 

sheets were given to the control class. The procedures for 

preparing homework were read and explained by the instructor. 

Beginning with Lesson Three, one lesson per day was assigned. 

Classroom instruction for the beginning classes was 

divided into four parts: (1) chalkboard work review from 

homework lesson, (2) reading homework lesson from textbooks, 

(3) lesson dictation from homework lesson, and (4) chalkboard 

presentation of next day's lesson. At the beginning of the 

semester more time was spent in group and individual reading 

than in taking dictation. At the end of the semester most 
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of the class time was spent on taking dictation, and little 

class time was spent on reading. 

The same lesson plan was used for classroom activities 

for the two intermediate classes. On the first day of class* 

Method B instructions were given to the experimental class, 

and Method A instructions were given to the control class. 

The instructor read and explained the procedures for preparing 

the homework to each class. Homework was not assigned on the 

first day; but beginning the second class day, one lesson per 

day was assigned. 

Classroom instruction for the intermediate classes was 

divided into four parts: (1) review of the principles of 

Gregg Shorthand, (2) speed-building dictation from the home-

work lesson, (3) dictation and transcription for mailable 

letters from Dictation for Transcription, which is correlated 

with the textbook, and (4) new-material dictation and tran-

scription. Only one or two of these activities were selected 

for each class meeting. 

Evaluation Procedures 

The evaluation procedures of the study consisted of 

pretesting the intermediate students to determine the amount 

of skill which they acquired before enrolling in intermediate 

shorthand and testing at the end of the semester to determine 

the amount of gain each student achieved during the semester. 



50 

The beginning shorthand students were not pretested 

because any achievement would be considered gain since no 

participants in the beginning classes had any previous 

instruction in shorthand. Posttests were administered to 

the beginning classes at the end of the semester. 

Testing Instruments 

A table of random numbers was used to select the word-

list tests from Silverthorn's "High Frequency Business 

Vocabulary Word List." For each word-list test, 5 words were 

selected from every 1,000 words in Silverthorn's list, giving 

a total of 25 words. The tests were tape recorded to maintain 

a dictation consistency for each class. The words were dic-

tated at the rate of one word every five seconds. After the 

words were dictated, each student was allowed two minutes in 

which to circle any incorrect shorthand word and write that 

word again. The word-list tests were not transcribed, as the 

intent was to measure the student's ability to write correct 

shorthand outlines. Only the shorthand outlines were graded. 

During the second week of the fall semester, each inter-

mediate shorthand class was given two word-list pretests on 

two successive days. The better of the two scores was 

recorded as the student's word-list pretest score. 

The two beginning classes and the two intermediate 

classes were given word-list posttests during the sixteenth 

week of the semester. Two word-list tests were given on two 
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successive days. The better of the two scores was recorded 

as the student's word-list posttest score. 

The dictation tests were randomly selected from the 

1967-1968 issues of Business Teacher magazine because these 

materials were written using Uthe's Diamond Jubilee formula 

of equal difficulty. The difficulty level was the average-

low category. 

Each dictation test was three minutes in length. During 

the second week of the semester, each intermediate class was 

given two pretests at 80 wpm on two successive days and two 

pretests at 100 wpm on two successive days. The better of 

the two scores at 80 wpm and the better of the two scores at 

100 wpm were recorded as the dictation pretest scores. 

During the sixteenth week of the semester, each inter-

mediate class was given two posttests at 80 wpm on two 

successive days and two posttests at 100 wpm on two successive 

days. Again, the better of the two scores at 80 wpm and the 

better of the two scores at 100 wpm were recorded as the post-

test scores. 

The beginning classes were not pretested but were tested 

in the sixteenth week of the semester. Each beginning class 

was given two tests at 60 wpm on two successive days and two 

tests at 80 wpm on two successive days. The better of the 

two scores at 60 wpm and the better of the two scores at 80 

wpm were recorded. 
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Copies of the word-list tests and the dictation tests 

are located in Appendix C. 

Grading Procedures 

Papers for all tests in all groups were graded by one 

instructor to insure grading consistency. 

The following procedures were used for grading word-

list tests: 

1. Line placement of the shorthand outline was not 

considered in grading. 

2. A word was considered correct only if the proper 

letters and proper directions of the letters were used. 

Only the shorthand outlines were graded. The word-list 

tests were not transcribed, as the intent was to measure the 

student's ability to write correct shorthand outlines. The 

number of correct shorthand outlines was transformed to a 

percentage for analysis purposes. 

On the dictation tests, the intent was to measure the 

student's ability to transcribe each word of the dictation 

correctly. The procedures for grading the dictation tests 

were as follows: 

1. Only the typed transcripts were graded. 

2. Any deviation from dictated copy was considered an 

error. 

3. A word transposition counted as one error. 
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4. Misspelled words, incorrect punctuation, typographical 

errors, and poor erasures were not counted as errors. 

The number of correctly transcribed words from the three-

minute dictation tests was transformed to a percentage for 

analysis purposes. 

Statistical Analysis of Data 

One-way analysis of variance was used to test the signif-

icance of the difference between the beginning experimental 

and control groups on the word-list tests. On the dictation 

tests for beginning groups, two-way analysis of variance with 

repeated measures on one factor was used. Pearson product-

moment correlation was used to determine the relationship 

between the scores within each group. 

Two-way analysis of variance with repeated measures on 

one factor was used to test the significance of the difference 

between the intermediate experimental and control groups on 

word-list tests. On the dictation tests for intermediate 

groups, three-way analysis of variance with repeated measures 

on two factors was used. Analysis of covariance was used to 

test the significance of the difference between the inter-

mediate experimental and control groups after the means were 

adjusted on the word-list test scores, the 80 wpm dictation 

test scores, and the 100 wpm dictation test scores. Pearson 

product-moment correlation was used to determine the relation-

ship between the scores within each group. 



54 

The analysis and interpretation of the criterion 

measures are presented in Chapter IV. 

Student Questionnaires 

During the last week of the semester, the students were 

given a questionnaire to solicit their opinions on homework 

in shorthand. These questionnaires were not signed by the 

students. The purpose of the questionnaire was to determine 

what attitudes the students developed about the homework 

plans they followed. The questions pertained to (1) what 

extent the students liked or disliked the plan of homework 

they used, (2) the manner in which the students preferred to 

do their homework, (3) evaluation of the contribution of 

homework toward the skill attained by the student, (4) selec-

tion of a homework procedure which the student thought would 

enable him to gain the greatest amount of skill, and (5) 

comments on homework. The questions did not pertain to all 

of the steps of the two homework plans. The analysis and 

interpretation of the questionnaires are presented in Chapter 

IV. A copy of the questionnaire has been included in Appendix 

D. 

Summary 

The students in four shorthand classes at Kilgore Junior 

College participated in the investigation during the fall 

semester of 1971. The writer taught the experimental class 
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and control classes of beginning shorthand, and another 

instructor taught the experimental and control classes of 

intermediate shorthand. 

Each beginning class used Gregg Shorthand for Colleges 

(2) as a textbook; and each intermediate class used Grecra 

Transcription (1) as a textbook. The two beginning groups 

received basically the same classroom instruction, and the 

two intermediate groups received basically the same class-

room instruction; however, the plans of homework were 

different. Each control class used a traditional plan of 

homework that was suggested by the Gregg shorthand textbook 

authors, and each experimental class used a plan of homework 

that was based on research findings and psychological prin-

ciples . 

The students were randomly assigned to the experimental 

and control groups. Scores on word-list tests containing 

twenty-five words and scores on three-minute dictation tests 

at two different speeds were the measures used to compare the 

achievement of the groups. Intermediate students were pre-

tested and posttested, but beginning students were only 

posttested. Analysis of variance and analysis of covariance 

were used to determine the effect which the experimental 

treatment made on student achievement during the semester of 

study. Pearson product-moment correlation was used to deter-

mine if relationships existed between scores within the groups. 
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At the end of the semester, each student completed a 

questionnaire relating to the extent of like or dislike of 

the homework plan used, the student's preference in doing 

homework, evaluation of the contribution of homework, and 

selection of a procedure through which the greatest amount 

of skill would be gained. The.questionnaire did not deal 

with all of the various elements of the two plans of home-

work. 
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CHAPTER IV 

ANALYSIS AND INTERPRETATION OF FINDINGS 

The problem of the study was the relationship between 

shorthand achievement and two plans of homework in short-

hand . 

Data were collected for eighty-five shorthand students, 

randomly assigned, forty-one in two beginning classes and 

forty-four in two intermediate classes. There were twenty-

one students in the beginning experimental class and twenty 

in the beginning control class. The intermediate experi-

mental and control classes contained twenty-two students 

each. 

Beginning Shorthand Classes 

Two tests designed to measure the student's ability to 

write accurate shorthand outlines were administered to the 

experimental class and to the control class of beginning 

shorthand at the end of the fall semester. Each word-list 

test contained twenty-five words selected from Silverthorn"s 

"High Frequency Business Vocabulary Word List." The better 

of the two scores was recorded for analysis purposes. Only 

the shorthand outlines were graded on the word-list tests, 

as the intent was to measure the student's ability to write 
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correct shorthand outlines. No transcription was required. 

The scores are the ratio of the number of correct shorthand 

outlines written to the twenty-five words dictated. The 

ratio scores are given in Appendix E. 

Three-minute dictation tests were given to the students 

in the two beginning classes at the end of the semester to 

measure their ability to transcribe dictation notes correctly. 

Two dictation tests were given at 60 wpm and two at 80 wpm. 

The better of the two scores on the 60 wpm dictation and the 

better of the two scores on the 80 wpm dictation were record-

ed for each student for analysis purposes. Only the typed 

transcripts were graded, as the intent was to measure the 

student's ability to transcribe correctly each word of the 

dictation. The scores are the ratio of the number of correct 

words transcribed to the number of words actually dictated. 

These scores are given in Appendix E. 

The facilities of the North Texas State University 

Computer Center were used to perform the analysis of the 

scores. 

One-way analysis of variance was used to analyze the 

word-list tests for beginning experimental and control groups. 

The results of the analysis are given in Table I on the 

following page. 

The null hypothesis stated that there would be no 

significant difference at the .05 level between the final 
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TABLE I 

ANALYSIS OF VARIANCE ON WORD-LIST TESTS FOR 
BEGINNING EXPERIMENTAL AND CONTROL GROUPS 

Source of Variation df SS MS F 

Between Groups 1 .0011 .0011 .0373 

Within Groups 39 1.1757 .0301 

Total 40 1.1768 

mean wordlist test scores made by the beginning experimental 

and control groups. The F ratio computed was not statisti-

cally significant at the .05 level; therefore, the null 

hypothesis was accepted. There was no significant differ-

ence in the achievement of the two groups in their ability 

to construct accurate shorthand outlines. 

Two-way analysis of variance was used to analyze the 

dictation test scores for beginning experimental and control 

groups. The results of the analysis are given in Table II 

on the following page. 

The null hypothesis stated that there would be no sig-

nificant difference at the .05 level between the final mean 

dictation scores made by the beginning experimental and 

control groups at 60 wpm and 80 wpm. The F ratio computed 

was not statistically significant at the .05 level; there-

fore, the null hypothesis was accepted. The null hypothesis 

stated that there would be no significant interaction at the 

.05 level between the experimental and control methods and 
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the speeds of dictation in the beginning groups. The F 

ratio computed was not statistically significant at the .05 

level; therefore, the null hypothesis was accepted. There 

was no significant difference in the achievement of the two 

groups on dictation tests and no significant interaction 

between the methods and the dictation speeds. 

TABLE II 

TWO-WAY ANALYSIS OP VARIANCE ON DICTATION TESTS FOR 
BEGINNING EXPERIMENTAL AND CONTROL GROUPS 

Source of Variation df SS MS F 

Between Subjects 40 

Methods 1 .01151 .01151 .18957 

Error Between 39 2.36766 .06071 

Within Subjects 41 

Speeds 1 .73420 .73420 293.03544* 

Methods X Speeds 1 .00061 .00061 .24256 

Error Within 39 .09771 .00251 

*Significant at the .00] level. 

The null hypothesis stated that there would be no sig-

nificant difference at the .05 level between the final mean 

dictation test scores at 60 wpm and the final mean dictation 

test scores at 80 wpm within the beginning experimental 

group and within the beginning control group. The F ratio 

computed was statistically significant at the .001 level; 
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therefore, the null hypothesis was rejected for both the 

experimental and control groups. In each group, there was 

a significant difference in achievement on dictation tests 

at 60 wpm and on dictation tests at 80 wpm. 

The over-all test means for the beginning groups are 

shown in Table III. A study of Table III reveals that on 

all of the tests the mean scores were higher for those 

students in the experimental group than for those in the 

control group. 

TABLE III 

OVER-ALL TEST MEANS FOR BEGINNING 
EXPERIMENTAL AND CONTROL GROUPS 

Tests Experimental Control 

Word-List Tests .4705 .4600 

60 wpm Dictation .7259 .7076 

80 wpm Dictation .5420 .5129 

Total 1.7384 1.6805 

Although the beginning experimental group's mean scores 

were higher on all of the tests, this difference was not 

statistically significant at the .05 level. The difference 

in mean scores on the above tests could not be attributed 

to the experimental plan of homework. 
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Intermediate Shorthand Classes 

The students in the experimental class and control class 

of intermediate shorthand were given word-list pretests and 

dictation pretests at the beginning of the fall semester and 

word-list posttests and dictation posttests at the end of 

the fall semester. Two word-list pretests and two word-list 

posttests were given. Each test contained twenty-five words 

selected from Silverthorn's "High Frequency Business Vocab-

ulary Word List." The better score of the two pretests and 

the better score of the two posttests were recorded for each 

student for analysis purposes. Only the shorthand outlines 

were graded. No transcription was required since the intent 

was to measure the student's ability to write correct short-

hand outlines. The scores are the ratio of the number of 

correct shorthand outlines to the twenty-five words dictated. 

These scores are given in Appendix E. 

Two three-minute dictation pretests at 80 wpm and two 

three-minute dictation pretests at 100 wpm were given to 

each student in the experimental and control classes of 

intermediate shorthand. Two three-minute dictation posttests 

at 80 wpm and two three-minute dictation posttests at 100 wpm 

were given to each student in the experimental and control 

classes of intermediate shorthand. The better score of the 

two pretests and the better score of the two posttests at 80 

wpm were recorded for each student. The better score of the 
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two pretests and the better score of the two posttests at 

100 wpm were recorded for each student. Only the typed 

transcripts were graded since the intent was to measure 

the student's ability to transcribe each word of the dicta-

tion correctly. The scores are the ratio of the number of 

correct words transcribed to the number of words actually 

dictated. The ratio scores are given in Appendix E. 

The facilities of the North Texas State University 

Computer Center were used to perform the analysis of the 

scores. 

Two—way analysis of variance with repeated measures on 

one factor was used to analyze the word—list tests for inter-

mediate groups. The results of the analysis are given in 

Table IV on the following page. 

The null hypothesis stated that there would be no sig-

nificant difference at the .05 level between the mean word-

list pretest and posttest scores made by the intermediate 

experimental group and the mean word-list pretest and post-

test scores made by the intermediate control group. The F 

ratio computed was not statistically significant at the .05 

level; therefore, the null hypothesis was accepted. The null 

hypothesis stated that there would be no significant inter-

action at the .05 level between the experimental and control 

methods and the pretest and posttest trials of the word-list 

tests in the intermediate groups. The F ratio computed was 
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not statistically significant at the .05 level? therefore, 

the null hypothesis was accepted. There was no significant 

difference in the achievement of the two groups in their 

ability to construct accurate shorthand outlines and no 

significant interaction between the methods and the pretest 

and posttest trials. 

TABLE IV 

TWO-WAY ANALYSIS OF VARIANCE ON WORD-LIST TESTS FOR 
INTERMEDIATE EXPERIMENTAL AND CONTROL GROUPS 

Source of Variation df SS MS F 

Between Subjects 43 3.50013 

Methods 1 .00089 .00089 .01069 

Error Between 42 3.49924 .08332 

Within Subjects 44 .63960 

Trials 1 .23216 .23216 25.25657* 

Methods X Trials 1 .01136 .01136 1.23622 

Error Within 42 .38607 .00919 

*Significant at the .00] L level. 

The null hypothesis stated that there would be no sig-

nificant difference at the .05 level between the mean word-

list pretest scores and the mean word-list posttest scores 

made within the intermediate experimental group and within 

the intermediate control group. The F ratio computed was 

statistically significant at the .001 level; therefore, the 
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null hypothesis was rejected for both the experimental and 

control groups. In each group, there was a significant 

difference in achievement on word-list pretests and on word-

list posttests. 

Three-way analysis of variance with repeated measures 

on two factors was used to analyze the dictation test scores 

for intermediate experimental and control groups. The results 

of the analysis are given in Table V. 

TABLE V 

THREE-WAY ANALYSIS OF VARIANCE ON DICTATION TESTS 
FOR INTERMEDIATE EXPERIMENTAL AND CONTROL GROUPS 

Source of Variation df SS MS F 

Between Subjects 43 3.870 

Methods 1 .081 .0814 .9024 

Error Between 42 3 .788 .0902 

Within Subjects 132 • 3.121 

Speeds 1 1.404 1.4043 216.5881* 

Methods X Speeds 1 .005 .0053 .8229 

Error Within 42 .272 .0065 

Trials 1 .852 .8525 104.1090* 

Methods X Trials 1 .011 .0111 1.3581 

Error Within 42 .344 .0082 

Speeds X Trials 1 .003 .0029 .5306 

Methods X Speeds X Trials 1 .000 .0003 .0606 

Error Within 42 .229 .0054 

*Significant at the .001 level. 
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The null hypothesis stated that there would be no sig-

nificant difference at the .05 level between the intermediate 

experimental group and the intermediate control group on mean 

dictation pretest and posttest scores at (a) 80 wpm and (b) 

100 wpm. The F ratio computed was not statistically sig-

nificant at the .05 level; therefore, the null hypothesis ' 

was accepted. There was no significant difference in the 

achievement of the two groups on dictation tests. Four null 

hypotheses for intermediate groups stated that there would be 

no significant interaction at the .05 level between (1) the 

experimental and control methods and the speeds of the dicta-

tion tests, (2) the experimental and control methods and the 

pretest and posttest trials of the dictation tests, (3) the 

speeds of the dictation tests and the pretest and posttest 

trials, and (4) the experimental and control methods, the 

speeds of the dictation tests, and the pretest and posttest 

trials. The F ratios computed were not statistically sig-

nificant at the .05 level; therefore, the four null interaction 

hypotheses were accepted. 

The null hypothesis stated that there would be no signifi-

cant difference at the .05 level between the mean dictation 

pretest and posttest scores at 80 wpm and the mean dictation 

pretest and posttest scores at 100 wpm made within the inter-

mediate control group. The F ratio computed was statistically 

significant at the .001 level; therefore, the null hypothesis 
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was rejected for both the experimental and control groups. 

The null hypothesis stated that there wouldbe no significant 

difference at the .05 level between mean dictation pretest 

scores at 80 wpm and 100 wpm and mean dictation posttest 

scores at 80 wpm and 100 wpm within the intermediate experi-

mental group and within the intermediate control group. The 

F ratio computed was statistically significant at the ,001 

level; therefore, the null hypothesis was rejected for both 

the experimental and control groups. In each group, there 

was a significant difference in achievement on dictation 

tests at 80 wpm and on dictation tests at 100 wpm and a sig-

nificant difference between the pretest and posttest trials. 

The over-all means for the tests for intermediate groups 

are shown in Table VI. 

TABLE VI • 

OVER-ALL TEST MEANS FOR INTERMEDIATE 
EXPERIMENTAL AND CONTROL GROUPS 

Experimental 
Tests Pre Post Gain 

Control 
Pre Post Gain 

Word-List 
Test 

80 wpm 
Dictation 

100 wpm 
Dictation 

Total 

.5982 

.7991 

.6261 

2.0234 

.7236 

.9488 

.7865 

2.4589 

.1254 

.1497 

.1604 

.4355 

.6273 

.7857 

.5852 

1.9982 

.7073 

.8982 

.7194 

2.3249 

.0800 

.1125 

.1342 

.3267 
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The table shows that all mean gain scores were higher 

for those students in the experimental group than for those 

students in the control group. Although the mean gain scores 

of the experimental group were higher on all of the tests, 

this difference was not statistically significant at the .05 

level. The difference in mean gain scores could not be 

attributed to the experimental plan of homework. 

According to Roscoe, "much educational research can be 

improved by introducing analysis of covariance after the 

experiment has been completed" (1, p. 255). Analysis of 

covariance was performed using the word-list posttest scores 

for intermediate experimental and control groups as the 

dependent variable and using the word-list pretest scores as 

the covariate. The results of the analysis are given in Table 

VII. 

TABLE VII 

ANALYSIS OF COVARIANCE ON WORD-LIST TESTS FOR 
INTERMEDIATE EXPERIMENTAL AND CONTROL GROUPS 

Source of Variation df SS MS F 

Between Groups 1 .0142 .0142 1.0978 

Within Groups 41 .5317 .0130 

Total 42 .5459 

The null hypothesis stated that there would be no sig-

nificant difference at the .05 level between the mean 
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word-list posttest scores of the intermediate experimental 

and control groups after adjusting the means of the two 

groups with the covariates. The F ratio computed was not 

statistically significant at the .05 level; therefore the 

null hypothesis was accepted. There was no significant 

difference in the achievement of the two groups in their 

ability to construct accurate shorthand outlines. 

Analysis of covariance was performed using the 80 wpm 

dictation posttest scores for intermediate experimental and 

control groups as the dependent variable and using the 80 

wpm dictation pretest scores as the covariate. The results 

of the analysis are given in. Table VIII. 

TABLE VIII 

ANALYSIS OF COVARIANCE ON 80 WPM DICTATION TESTS FOR 
INTERMEDIATE EXPERIMENTAL AND CONTROL GROUPS 

Source of Variation df SS MS F 

Between Groups 1 .0218 .0218 4.6729* 

Within Groups 41 .1916 .0047 

Total 42 .2134 

*Significant at the .05 level. 

The null hypothesis stated that there would be no sig-

nificant difference at the .05 level between means of the 

80 wpm dictation posttest scores of the intermediate experi-

mental and control groups after adjusting the means of the 
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two groups with the covariates. The F ratio computed was 

statistically significant at the .05 level; therefore, the 

null hypothesis was rejected. The significant difference in 

achievement on the 80 wpm dictation tests was in favor on 

the intermediate experimental group. 

Analysis of covariance was performed using the 100 wpm 

dictation posttest scores for intermediate experimental and 

control groups as the dependent variable and using the 100 

wpm dictation pretest scores as the covariate. The results 

of the analysis are given in Table IX. 

TABLE IX 

ANALYSIS OF COVARIANCE ON 100 WPM DICTATION TESTS FOR 
INTERMEDIATE EXPERIMENTAL AND CONTROL GROUPS 

Source of Variation df SS MS F 

Between Groups 1 .0141 .0141 1.2752 

Within Groups 41 .4544 .0111 

Total 42 .4686 

The null hypothesis stated that there would be no sig-

nificant difference at the .05 level between means of the 

100 wpm dictation posttest scores of the intermediate experi-

mental and control groups after adjusting the means of the 

two groups with the covariates. The F ratio computed was 

not statistically significant at the .05 level? therefore, 

the null hypothesis was accepted. There was no significant 
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difference in the achievement of the two groups on 100 wpm 

dictation tests. 

Relationship of Tests for 
Beginning Groups 

Pearson product-moment correlation was used to deter-

mine if there was a relationship between the word-list tests, 

the dictation tests at 60 wpm, and the dictation tests, at 

80 wpm. The results of this analysis are given in Table X. 

TABLE X 

PEARSON PRODUCT-MOMENT CORRELATION COEFFICIENTS FOR 
BEGINNING EXPERIMENTAL AND CONTROL GROUPS 

Variable Word-List Test' 60 wpm 
Dictation 

80 wpm 
Dictation 

Word-List Test 1.0000 .7828 .7195 

60 wpm Dictation .7828 1.0000 .9270 

80 wpm Dictation .7195 .9270 1.0000 

The null hypotheses stated that in the beginning experi-

mental group and in the beginning control group the 

correlation would be zero between the following measures: 

(a) mean dictation scores at 60 wpm and mean dictation 

scores at 80 wpm, (b) mean word-list scores and mean dicta-

tion scores at 60 wpm, and (c) mean word-list scores and 

mean dictation scores at 80 wpm. Each of these relationships 

was significant at better than the .05 level; therefore, the 
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three null hypotheses were rejected. There was a signifi-

cant positive relationship between each of the tests given, 

meaning that student dictation achievement is significantly 

related to the student's ability to construct accurate short-

hand outlines. 

Relationship of Tests for 
Intermediate Groups 

The results of Pearson product-moment correlation for 

intermediate groups are shown in Table XI. 

TABLE XI 

PEARSON PRODUCT-MOMENT CORRELATION COEFFICIENTS FOR 
INTERMEDIATE EXPERIMENTAL AND CONTROL GROUPS . 

Variable 
Word-List Test 

80 wpm 
Dictation 

100 i 
Dictal 

tfpm 
tion Variable 

Pre Post Pre Post Pre Post 

Word-List 
Pretest 1.0000 .8101 .7271 .5813 .7488 .6646 

Word-List 
Posttest .8101 1.0000 .7117 .5706 .6904 .7189 

80 wpm 
Dictation 
Pretest .7271 .7117 1.0000 .7595 .8631 .8406 

80 wpm 
Dictation 
Posttest .5813 .5706 .7595 1.0000 .6707 .7500 

100 wpm 
Dictation 
Pretest .7488 .6904 .8631 .6707 1.0000 .8086 

100 wpm 
Dictation 
Posttest .6646 .7189 .8406 .7500 .8086 1.0000 
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The null hypotheses stated that in the intermediate 

experimental group and in the intermediate control group 

the correlation would be zero between the following measures: 

(a) mean word-list pretest scores and mean word-list post-

test scores, (b) mean word-list pretest scores and mean 

dictation pretest scores at 80 wpm, (c) mean word-list 

pretest scores and mean dictation pretest scores at 100 wpm, 

(d) mean word-list posttest scores and mean dictation post-

test scores at 80 wpm, (e) mean word-list posttest scores 

and mean dictation posttest scores at 100 wpm, (f) mean 

dictation pretest scores at 80 wpm and mean dictation post-

test scores at 80 wpm, (g) mean dictation pretest scores at 

80 wpm and mean dictation pretest scores at 100 wpm, (h) 

mean dictation posttest scores at 80 wpm and mean dictation 

posttest scores at 100 wpm, and (i) mean dictation pretest 

scores at 100 wpm and mean dictation posttest scores at 100 

wpm. Each of these relationships was significant at better 

than the .05 level; therefore, all of these hypotheses were 

rejected. A significant positive relationship existed between 

each of the observed measures, meaning that student dictation 

achievement is significantly related to the student's ability 

to construct accurate shorthand outlines. 

Student Questionnaire 

At the end of the semester, information from the students 

concerning their attitudes toward homework in shorthand was 
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obtained through a questionnaire which was administered to 

each of the students participating in the study. The ques-

tionnaire related to the extent of like or dislike of the 

homework plan used, the student's preference in doing home-

work, evaluation of the contribution of homework, and the 

selection of a homework procedure through which the greatest 

amount of skill would be gained. The questionnaire did not 

deal with all of the various elements of the two plans of 

homework. A copy of the questionnaire appears in Appendix 

D. 

A summary of the responses of beginning shorthand 

students describing their attitudes toward the manner in which 

they were required to do homework assignments appears in Table 

XII. The responses were obtained by asking students to iden-

tify the statement which most appropriately described their 

attitude toward the manner in which they were required to do 

their homework. Students could select one of the five 

responses: (1) like extremely well, (2) like, (3) mild dis-

like, (4) strong dislike, and (5) indifferent. 

Only 33 percent of the students in the beginning experi-

mental group indicated that they liked the manner in which 

they were required to do their homework. A mild dislike was 

expressed by 45 percent of the students, and a strong dislike 

was expressed by 24 percent of the students. Comments which 

the beginning students wrote at the bottom of the questionnaire 
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indicated that'it was not the manner in which they did 

their homework that they actually disliked, but it was 

the inconvenience of going to the library. 

TABLE XII 

ATTITUDES OF BEGINNING SHORTHAND- STUDENTS TOWARD MANNER 
IN WHICH THEY WERE REQUIRED TO DO THEIR HOMEWORK 

Response 
Experimental 

Group 
Control 
Group Total 

Response 
Number Percent Number Percent Number Itercent 

Like extremely 
well 0 0 2 10 2 5 

Like 7 33 13 65 20 49 

Mild dislike 9 43 4 20 13 32 

Strong dislike 5 24 0 0 5 12 

Indifferent 0 0 1 5 1 2 

Most of the students in the control group who prepared 

their homework in the traditional manner indicated that they 

liked or liked extremely well the manner in which they did 

homework. Only a few students expressed a mild dislike or 

were indifferent. 

A summary of the responses of intermediate shorthand 

students describing their attitudes toward the manner in 

which they were required to do homework assignments appears in 

Table XIII on the following page. 
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TABLE XIII 

ATTITUDES OF INTERMEDIATE SHORTHAND STUDENTS TOWARD MANNER 
IN WHICH THEY WERE REQUIRED TO DO THEIR HOMEWORK 

Response 

Experimental 
Group 

Control 
Group Total 

Response 
Number Percent Number Percent Number Percent 

Like extremely 
well 1 5 2 9 3 7 

Like 8 36 10 45 18 40 

Mild dislike 11 50 6 27 17 39 

Strong dislike 2 9 1 5 3 7 

Indifferent 0 0 3 14 3 7 

One-half of the students in the intermediate experi-

mental group expressed a mild dislike for the manner in 

which they were required to do their homework, and two 

students expressed a strong dislike. Comments at the bottom 

of the questionnaire indicated that the intermediate students 

thought that the method of preparing homework helped them 

increase their skill, but they disliked going to the library 

every day. 

Slightly more than half of the students in the inter-

mediate control group who prepared their homework in the 

traditional manner indicated they either liked or liked 

extremely well their manner of doing homework. Most of the 

students in this group who expressed a dislike commented that 

they did not like the frequency of homework every night. 
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Students were asked to indicate the manner in which 

they preferred to do their homework. They were given two 

alternatives: (1) to write homework assignments from the 

textbook in the conventional manner, or (2) to write home-

work assignments from dictation tapes in the library. 

Responses of beginning students describing the manner in 

which they preferred to do their homework appear in Table XIV. 

TABLE XIV 

PROCEDURES FOR WRITING HOMEWORK ASSIGNMENTS PREFERRED BY 
BEGINNING SHORTHAND STUDENTS, FALL SEMESTER, 1971 

Response 
Experimental 

Group 
Control 
Group 

Total 
Response 

Number Percent Number Percent Number Percent 

Conventional 
homework writ-
ten from the 
textbook 17 81 17 85 34 83 

Homework writ-
ten from 
dictation 
tapes in the 
library 4 19 3 15 7 17 

Over 80 percent of the students in both the beginning 

experimental group and the control group indicated a prefer-

ence for writing homework from the textbook in the 

conventional manner. A number of students commented that 

the conventional manner was more convenient. 
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The responses of intermediate students describing the 

manner in which they preferred to do their homework appear 

in Table XV. 

TABLE XV 

PROCEDURES FOR WRITING HOMEWORK ASSIGNMENTS PREFERRED BY 
INTERMEDIATE SHORTHAND STUDENTS, FALL SEMESTER, 1971 

Response 
Experimental 

Group 
Control 
Group Total Response 

Number Percent Number Percent Number Percent 

Conventional 
homework writ-
ten from the 
textbook 14 64 22 100 36 82 

Homework writ-
ten from 
dictation 
tapes in the 
library 8 36 0 0 8 18 

Each of the students in the intermediate control group 

preferred to write homework from the textbook. This group 

had no experience in writing homework from the dictation 

tapes in the library. The majority of the students in the 

intermediate experimental group also preferred to write their 

homework from the textbook. 

Students were asked to evaluate the contribution home-

work made toward the shorthand skill they attained. Three 

alternatives were provided: (1) the manner that you did 

your homework contributed greatly toward your skill, (2) the 
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manner, that you did your homework contributed very little 

toward your skill, and (3) the manner that you did your 

homework made no difference in your skill. Responses of 

the students 1 evaluation of the contribution homework made 

toward the shorthand skill they attained in beginning short-

hand appear in Table XVI. 

TABLE XVI 

BEGINNING STUDENT EVALUATION OF THE CONTRIBUTION OF 
PROCEDURES TO THEIR ACQUISITION OF SHORTHAND 

SKILL 

Response 
Experimental 

Group 
Control 
Group Total 

No. % No. % No. % 
Manner in which you 
did your homework 
contributed greatly 
toward your final 
shorthand skill 9 43 15 75 24 59 

Manner in which you 
did your homework con-
tributed very little 
toward your final 
shorthand skill 11 52 4 20 15 36 

Manner in which you 
did your homework made 
no difference in your 
final shorthand skill 1 5 1 5 2 5 

More than half of the beginning experimental students 

indicated that the manner in which they did their homework 

contributed very little or made no difference in their skill. 

The majority of the students in the control group believed 
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that the manner in which they did their homework contributed 

greatly toward their skill. 

Responses of the students' evaluation of the contribu-

tion homework made toward the shorthand skill they attained 

in intermediate shorthand appear in Table XVII. 

TABLE XVII 

INTERMEDIATE STUDENT EVALUATION OF THE CONTRIBUTION OF 
HOMEWORK PROCEDURES TO THEIR ACQUISITION OF 

SHORTHAND SKILL 

Response 

Experimental 
Group 

Control 
Group Total 

Response 
No. % No. % No. % 

Manner in which you 
did your homework 
contributed greatly 
toward your final 
shorthand skill 17 77 19 86 36 82 

Manner in which you 
did your homework con-
tributed very little 
toward your final 
shorthand skill 4 18 3 14 7 16 

Manner in which you did 
your homework made no 
difference in your 
final shorthand skill 1 5 0 0 1 2 

A large majority of the students in both the experimental 

group and the control group indicated that the manner in which 

they did homework contributed greatly toward the skill they 

attained. Although the groups followed different plans of 
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writing homework, both groups indicated that the manner that 

they did homework contributed greatly toward their skill. 

Students were asked to indicate the manner of doing 

homework through which they thought they would gain the 

greatest amount of shorthand skill. They were informed that 

this question had nothing to do with the manner they were 

required to use or the manner they preferred. The question 

was concerned with an identification of the manner of doing 

homework which they thought would enable them to gain the 

greatest amoung of skill. The alternatives from which the 

students could select were (1) to write homework assign-

ments from the textbook in the conventional manner, or (2) 

to write homework assignments from dictation tapes in the 

library. Responses of beginning students indicating the 

manner of doing homework through which they thought would 

enable them to gain the greatest amount of skill appear in 

Table XVIII. 

TABLE XVIII 

METHOD OF DOING HOMEWORK ASSIGNMENTS WHICH BEGINNING 
SHORTHAND STUDENTS BELIEVED WOULD ENABLE THEM TO 

GAIN THE GREATEST AMOUNT OF SHORTHAND SKILL 

Response 
Experimental 

Group 
Control 
Group Total 

Response 
No. % No. % No. % 

Conventional homework 
written from the 
textbook 1 5 6 30 7 17 

Homework written from 
dictation tapes in 
the library 20 95 14 70 34 83 
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A large majority of the students in the experimental 

group indicated that they thought . sy would gain more skill 

by writing homework assignments froi?. the dictation tapes in 

the library. In this same experimental group, less than half 

of the students liked this manner of doing homework. The 

majority preferred to write homework from the textbook, and 

less than half thought that writing homework from dictation 

tapes contributed greatly toward their shorthand skill. 

This apparent contradiction is clarified somewhat by the 

comments at the bottom of the questionnaire. The majority 

of the students in the experimental group related that while 

they thought that writing homework from the dictation tapes 

in the library would enable them to gain the greatest amount 

of shorthand skill, they did not have the time needed to go 

to the library every day. Some students suggested going to 

the library every other day for a more flexible schedule. 

Even though the beginning control group had no exper-

ience in writing homework from dictation tapes, 70 percent 

of the students thought that this manner of doing homework 

would enable them to gain the greatest amount of shorthand 

skill. Some of the students in the control group commented 

that while they liked the conventional manner of homework 

they used, it was sometimes boring. 

Responses of intermediate students indicating the manner 

of doing homework which they thought would enable them to 
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gain the greatest amount of shorthand skill appear in 

Table XIX. 

TABLE XIX 

METHOD OF DOING HOMEWORK ASSIGNMENTS WHICH INTERMEDIATE 
SHORTHAND STUDENTS BELIEVED WOULD ENABLE THEM TO 

GAIN THE GREATEST AMOUNT OF SHORTHAND SKILL 

Response 

Experimental 
Group 

Control 
Group Total 

Response 
No. % No. % No. 

r -
% 

Conventional home-
work written from 
the textbook 3 14 12 55 15 34 

Homework written 
from dictation 
tapes in the 
library 19 86 ' 10 45 29 66 

A majority of the students in the experimental group 

thought that writing homework from dictation tapes in the 

library would enable them to gain the greatest amount of 

shorthand skill. In this same group, less than half of the 

students liked this method of doing homework, and more than 

half preferred writing homework from the textbook. Most of 

the students thought that the dictation tapes helped them to 

build their speed, but they did not like going to the library 

every day. Some students suggested going to the library only 

two or three days a week. 

The control group was almost equally divided in their 

opinions on the question. Fifty-five percent of the students 
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in this group thought that the conventional method Of doing 

homework would enable them to gain the greatest amount of 

shorthand skill, and 45 percent thought that writing home-

work from dictation tapes in the library would enable them 

to gain the greatest amount of shorthand skill. The beliefs 

of the control group were based entirely on opinions, since 

they had no experience in writing homework from the dicta-

tion tapes. Students in the experimental group had 

experience in both methods of doing homework. The experi-

mental group had used the conventional manner of writing 

homework from the textbook in their beginning shorthand 

classes in high school. 

Summary 

The test scores for one experimental and one control 

class of beginning shorthand were analyzed by analysis of 

variance, and the test scores for one experimental and one 

control class of intermediate shorthand were analyzed by 

analysis of variance and analysis of covariance. Pearson 

product-moment correlation was used to determine if relation-

ships existed between the tests in the beginning groups and 

if relationships existed between the tests in the inter-

mediate groups. 

In the beginning groups, one-way analysis of variance 

showed no significant difference between the groups on word-

list tests. Two-way analysis of variance showed no 
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significant difference between the groups on dictation 

tests. A difference between speeds was significant at the 

.001 level. 

The over-all means for the experimental group were 

higher than for the control group in the beginning short-

hand classes. Since this difference was not statistically 

significant at the .05 level, it could not be attributed 

to the experimental plan of homework. 

In the intermediate groups, two-way analysis of variance 

showed no significant difference at the .05 level between 

the groups on word-list tests and no significant interaction 

between the methods and trials. A difference between trials 

was significant at the .001 level. Three-way analysis of 

variance showed no significant difference at the .05 level 

on dictation tests and no significant interaction between 

methods, trials, and speeds. A difference between speeds 

was significant at the .001 level, and a difference between 

trials was significant at the .001 level. 

While the mean differences between the mean gain scores 

made by experimental and control groups of intermediate 

shorthand were not statistically significant at the .05 level, 

the over-all mean gain scores for the experimental group were 

higher than for the control group. 

In the intermediate groups, analysis of covariance 

showed no significant difference at the .05 level in the 
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adjusted means of the word-list test scores made by the 

experimental and control groups. Analysis of covariance 

also showed no significant difference at the .05 level in 

the adjusted means of the 100 wpm dictation test scores made 

by the intermediate experimental and control groups. Anal-

ysis of covariance showed a significant differenct at the 

.05 level in the adjusted means of the 80 wpm dictation test 

scores made by the intermediate experimental and control 

groups. The significant difference was in favor of the 

experimental group. 

Pearson product-moment correlation showed a significant 

positive relationship between all of the measures in the 

beginning groups. A significant positive relationship was 

also found between all of the measures in the intemediate 

groups. Student dictation achievement was significantly 

related to the student's ability to construct accurate short-

hand outlines. 

A student questionnaire revealed that although a majority 

of the beginning experimental students did not like the manner 

in which they were required to do their homework, they thought 

that this method would enable them to gain the greatest amount 

of skill. While the beginning control group liked the con-

venience of writing homework from the textbook, they thought 

that writing homework from the dictation tapes in the library 

would enable them to gain the greatest amount of skill. 
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In the intermediate groups, a student questionnaire 

revealed that a majority of the students in the experimental 

group did not like the manner in which they were required to 

do their homework; but they thought that this method of doing 

homework would enable them to gain the greatest amount of 

skill. A majority of the students in the control group 

liked the manner in which they were required to do homework, 

but 45 percent of these students thought that writing home-

work from the dictation tapes in the library would enable 

them to gain the greatest amount of skill. 

Comments from both beginning and intermediate experi-

mental groups indicated that the main objection to the 

experimental plan of homework was the inconvenience of going 

to the library rather than the various steps of the assign-

ments themselves. 
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CHAPTER V 

SUMMARY, CONCLUSIONS, IMPLICATIONS, 

AND RECOMMENDATIONS 

Summary 

The inadequacy of homework has been cited as a major 

problem in the methodology of teaching shorthand. A review 

of the pertinent literature revealed that this area has been 

neglected, and very little research has been conducted which 

relates directly to homework in shorthand. 

Homework is generally considered to be an integral part 

of the process of learning shorthand. Although plans of 

homework are varied, the most common plan requires that stu-

dents copy shorthand outlines from the textbook. Since 

copying shorthand from a textbook is not the same task and 

does not require the same kind of response as taking dicta-

tion from a verbal stimulus, there is a need to develop a 

plan of homework which will bridge the gap that now exists 

between homework in shorthand and taking dictation. 

The problem of the study was the relationship between 

shorthand achievement and two plans of homework in shorthand. 

The purposes of the study were 

1. To design two contrasting plans of shorthand home-

work, Method A plan to be used by control groups and Method 

90 
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B plan to be used by experimental groups. 

2. To implement Method A plan and Method B plan through 

control and experimental groups respectively. 

3. To define criteria by which achievement levels may 

be determined. 

4. To make comparative analysis of achievement levels 

between the control groups and the experimental groups. 

Four shorthand classes at Kilgore Junior College par-

ticipated in the study during the fall semester of 1971. 

One control class of beginning shorthand and one control 

class of intermediate shorthand followed Method A plan of 

homework. Method A plan was a traditional plan recommended 

in the Gregg shorthand textbook manuals. The students in 

the control classes were instructed to read the word lists 

once, copy the word lists once, read the Reading and Writing 

Practice aloud once, and make at least one copy of the Read-

ing and Writing Practice. The students were asked to spend 

a minimum of forty-five minutes per lesson. If time 

permitted, they were instructed to start copying the lesson 

again. 

One experimental class of beginning shorthand and one 

experimental class of intermediate shorthand followed Method 

B plan of homework. Method B plan was selected on the basis 

of implications derived from selected research studies and 

interpretation of certain psychological concepts which were 

examined. The experimental students were instructed to read 
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the word lists as rapidly as possible, cover the shorthand 

outlines and write the word lists rapidly from print, compare 

the shorthand outlines with those in the book, practice words 

missed, write them from print again, time themselves on 

reading the lesson, figure their reading rates in their 

notebooks, record improvements on their reading charts, 

close the book and write the first letter from a dictation 

tape, check their notes with the book, practice words 

missed, and replay tape and write the letter as many times 

as needed before proceeding to the next letter. A minimum 

of forty-five minutes was assigned for each lesson. 

Class activities were held as constant as possible for 

the experimental class and for the control class of beginning 

shorthand. Class activities were held as constant as possible 

for the experimental class and for the control class of 

intermediate shorthand. The writer taught the experimental 

and control classes of beginning shorthand, and another 

instructor taught the experimental and control classes of 

intermediate shorthand. 

The intermediate groups were pretested at the beginning 

of the semester and posttested at the end of the semester. 

The beginning groups were given posttests only. The tests 

consisted of word-lists containing twenty-five words and two 

three-minute dictation tests. The dictation tests for 

beginning groups were given at 60 wpm and 80 wpm. The 
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dictation tests for intermediate groups were given at 80 

wpm and 100 wpm. 

The final mean word-list test scores and the final 

mean dictation test scores at 60 wpm and at 80 wpm for the 

experimental class of beginning shorthand were higher than 

for the control class. Analysis of variance showed that 

this difference was not statistically significant at the 

.05 level; therefore, the null hypotheses of no differences 

between the mean test scores of the groups were accepted. 

Analysis of the pretest and posttest scores showed that 

the intermediate experimental class had higher mean-gain 

scores on the word-list tests and on the dictation tests at 

80 wpm and at 100 wpm than did the intermediate control class. 

Analysis of variance revealed that these differences were not 

statistically significant at the .05 level; therefore, the 

null hypotheses of no differences between the mean test scores 

of the groups were accepted. 

Analysis of covariance revealed that there was no sig-

nificant difference at the .05 level in (a) adjusted means 

of the word-list test scores made by the intermediate experi-

mental and control groups and (b) adjusted means of the 100 

wpm dictation test scores made by the intermediate experi-

mental and control groups. Analysis of covariance revealed 

that there was a significant difference at the .05 level in 

the adjusted means of the 80 wpm dictation test scores made 
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by the intermediate experimental and control groups. This 

significant difference was in favor of the intermediate 

experimental group. 

Pearson product-moment correlation revealed that there 

was a significant positive relationship at better than the 

.05 level (a) between the mean word-list test scores and 

the mean dictation test scores in the beginning experimental 

and control groups and (b) between the mean word-list test 

scores and the mean dictation test scores in the intermediate 

experimental and control groups. 

At the end of the semester, a student questionnaire was 

given to each shorthand student participating in the study 

to obtain his attitudes and opinions on homework in shorthand. 

The questionnaire related to the extent of like or. dislike of 

the homework plan used, the student's preference in doing 

homework, evaluation of the contribution of homework, and 

selection of a procedure through which the greatest amount 

of skill would be gained. Although the majority of the 

students said they preferred to write their homework from 

the textbook, they thought that writing homework from the 

dictation tapes would enable them to gain the greatest amount 

of skill. Most of the students did not object to using the 

dictation tapes for homework but objected to the inconven-

ience of going to the library. Students reacted unfavorably 

toward the daily use of the dictation tapes in the library 
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for homework. Suggestions were made by the students that 

library work be assigned only two or three times a week. 

Conclusions 

Based upon the findings obtained in this study, the 

following conclusions are presented: 

1. The use of a more controlled plan of homework 

requiring the learner to practice each step of the short-

hand learning activity in a manner near the expert level 

of performance (Method B) is feasible and is likely to 

produce better results on word-list tests and on 60, 80, and 

100 wpm dictation tests than a less controlled plan requiring 

only recognition and imitation of shorthand outlines (Method 

A). The experimental groups' higher mean scores on each of 

the six tests and significantly higher mean scores on one 

test support this conclusion. 

2. Achievement in dictation-transcription is signifi-

cantly related to the student's ability to construct accurate 

shorthand outlines. The significant positive relationship 

between the mean word-list test scores and the dictation 

test scores supports this conclusion. 

Implications 

From the findings presented in this study, the following 

implications seem justified: 

1. It is reasonable to assume that student attitude 

toward any plan of homework will influence achievement. The 
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inconvenience of a homework assignment may negatively 

influence attitude and, therefore, negatively influence 

achievement. A majority of students in this study expressed 

a negative attitude toward one part of the experimental treat-

ment—going to the library—although they thought that writing 

homework from dictation tapes would enable them to gain the 

greatest amount of shorthand skill. 

2. The difference in achievement related to the two 

plans of homework used in this study implies that various 

combinations of procedures requiring the learner to practice 

each step of the shorthand learning activity in a manner 

near the expert level of performance might bring about results 

as good as the results achieved when traditional procedures 

are used. 

3. Shorthand teachers may not be adequately analyzing 

the following factors which may affect shorthand results: 

a. the main purpose of all shorthand learning 

activities is to produce a fast mental and 

written image for each shorthand outline, 

thereby increasing shorthand speed through 

hesitancy reduction 

b. research studies may suggest implications 

applicable to shorthand instruction. 

4. Students achievement might be greater if shorthand 

teachers would give more consideration to homework plans 
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that require the learner to practice each main part of the 

shorthand expert's task: fluent reading, formulation of 

correct outlines, rapid writing, and rapid typed transcrip-

tion. 

5. Students' achievement might be greater if teachers 

examine each step of a traditional classroom procedure, as 

well as homework procedure, to see if class learning activity 

is adequately supported by research and psychological 

principles. 

6. Both homework and class activity might be more 

closely related to the task performed on the expert level 

if class activity involved fast formation of mental and 

written images, rather than the imitation required by such 

practices as traditional board drills and open books for 

dictation. 

7. Since there is such a close relationship between 

accurate outlines and shorthand dictation competency, the 

practice of repeating the same letter or parts of it several 

times in class dictation drills without checking the accuracy 

of the outlines and making corrections before repeating the 

letter might be questioned. 

8. The apparent difference in test results between 

experimental and control groups, as shown in the ordered 

arrangement of test scores presented in Appendix E, suggests 

that the small sample size and the wide range of scores on 
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each of the tests might have caused a Type II error showing 

no significant difference where a significant difference 

may actually exist. This implication arises from the fact 

that each of the six mean test scores was higher for the 

experimental groups. 

Recommendations 

From the findings and conclusions of this study, these 

recommendations for further research might be considered: 

1. A replication of the study might be conducted to 

determine the validity of one plan of homework over the 

other with the following variables included in the study: 

(a) continue the study for two or more semesters, (b) use 

the advanced level shorthand classes, (c) use beginning, 

intermediate, and advanced shorthand classes at the secondary 

level, (d) add other plans of homework, (e) use larger samples, 

and (f) use more classes. 

2. Since this study was an exploratory study combining 

several factors in an experimental approach as defined on 

page seventeen, a study might be conducted using one or more 

of the separate factors in isolation to determine the effect 

of the isolated factors on shorthand achievement. 

3. A study might be conducted which would provide 

dictation for homework through means other than the library. 

Students having tape recorders might tape the lessons at 

school for use at home. Students might be given access to 



99 

the tapes in the library via telephone connections if the 

library can provide this service. Shorthand laboratories 

might be made available for homework following a plan 

similar to that used in this study. Students could be 

taught to dictate the homework lessons to each other or 

have friends or family to dictate to them. 

4. A study might be conducted which provides dicta-

tion tapes for homework dictated at progressive speeds 

ranging from low to high in each lesson instead of using a 

constant rate of speed. 
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Appendix A 

SCRIPT FOR DICTATION TAPES 

Gregg Transcription, Lesson 1, 60 wpm 

Be sure you have written the word list without looking, 
circled errors, practiced words missed, and tried 
those words again. 

Be sure you have read all the letters and figured your 
reading rate beneath your word list. 

Write letter number in notebook, close book, and write 
only the first letter from dictation as relaxed 
and fluently as possible. 

Letter 3 (dictate at 60 wpm) 

Open book and circle any incorrect outlines. 
Leave a blank line and write words missed. 
Leave a blank line, replay tape, and write same 

letter again until you feel you have done 
your best on that letter. 

Letter 4 (dictate at 60 wpm) 

Open book and circle any incorrect outlines. 
Leave a blank line and write words missed. 
Leave a blank line, replay tape, and write same 

letter again until you feel you have done 
your best on that letter. 

Letter 5 (dictate at 60 wpm) 

Open book and circle any incorrect outlines. 
Leave a blank line and write words missed. 
Leave a blank line, replay tape, and write same 

letter again until you feel you have done 
your best on that letter. 

Letter 6 (dictate at 60 wpm) 

Open book and circle any incorrect outlines. 
Leave a blank line and write words missed. 
Leave a blank line, replay tape, and write same 

letter again until you feel you have done 
your best on that letter. 

This is the end of Lesson 1. 
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Appendix B 

HOMEWORK IN SHORTHAND 

(Method A) 

1. Read the word lists once; then make one complete copy 
of them. Do not copy the longhand, just the shorthand. 
Arrange the words in the word list one after the other 
along the line of your shorthand notebook, writing only 
to the center line. 

2. Read the Reading and Writing Practice in shorthand aloud 
once. 

3. Make one complete copy of the Reading and Writing 
Practice after having read it. As you write each word, 
say it aloud. 

4. Spend a minimum of 45 minutes per lesson, being sure that 
you write the entire lesson in shorthand at least once. 
If time remains, recopy the Reading and Writing Practice. 
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HOMEWORK IN SHORTHAND 

(Method B) 

1. Read the words in the word lists one time as rapidly 
as possible, tracing or air writing as you read. 

2. Cover the shorthand outlines in the word lists and in 
your notebook write shorthand fluently from the printed 
words, writing horizontally only to the center line. 
Check your shorthand with the book, circle errors, skip 
a line, write fluently any words you missed, and write 
those words again from print. 

3. Time yourself as you read the entire reading lesson as 
rapidly as possible trying to improve your best record. 
In your notebook immediately beneath your word practice, 
figure your reading speed by dividing total words read 
by number of minutes read. Record any improvement in 
your reading rate on your homework chart. 

4. Write your homework practice by the following steps: 

a. Write letter number in notebook. 
b. Close book and write only the first letter as 

relaxed and fluently as possible from the 
dictation tape. 

c. Stop the tape and reverse it. 
d. Open your book and circle any incorrect outlines. 
e. Leave a blank line and write words missed or omitted. 
f. Leave a blank line, replay tape, and write same 

letter again until you feel that you have done your 
best on that letter. 

g. Repeat all steps for each letter. 
h. Spend a minimum of 45 minutes per lesson. If 

time remains, write the letters again. 
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No. 

Appendix C 

SHORTHAND PRETESTS 

No. 2 

find 

bill 

something j 

possibility 

reputation 

installed 

sight 

Q 
C— 

1. that 

secretary 

convenience 

considered 

8. indicates 

9. south 

10. cleaning 

11. providing 

12. painted 

2 -

13. prepaid 

14. airport 

15. risks 

16. pledge 

17. reserved 

18. depends 

19. rapid 

20. favored 

21. fraternally 

22. submission 
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SHORTHAND PRETESTS—Continued 

23. defenses fl 23. handles 

24. neighborhood 

25. sink A. u 24. organize 

25. weights 

No. 1 

SHORTHAND POSTTESTS 

NO. 2 

1. what 

2. customer 

3. retail 

4. certain 

5. charged 

6. council 

7. disabled 

8. says 

9. shortage 

10. expensive 

11. mention 

12. participating (A 

13. layout y 

14. drug 

15. respects 

16. techniques 

17. faces 

18. excessive 

2. given n 3. looking 

4. methods 

5. situation 

6. privilege 

8. keeping 

9. surgical 

7 10. cleaning 

11. west 

12. panel 

13. gold 

14. causes 

15. payee 

. warehousemen 

17. renew 

; 18. enabling 
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SHORTHAND POSTTESTS—Continued 

19. tons 

20. cord 

21. impres s ion 

22. stars 

23. dependent 

24. nonprofit 

25. trace 

19. pipe 

20. anesthetic 

21. motel 

22 . sleep 

23. entries 

24. recommending 

25. universities 

y 
X 
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Pretest No. 1, 80 wpm 
Business Teacher, Sept. 1967 
Uthe's DJ Formula 
Average-Low Category 

Dear Mr. Parker: We are opening a new branch office 
in your area early next year. Will you be/available to 
assist us in finding a suitable location? 

First, we need to make a study of office/space that 
is available now. We shall also consider any space that 
will be available immediately/after the first of the year. 

As we look at each building, we need to consider the 
condition, the (1) location, and the number of rooms. The 
office should be located near the center of the city, but 
parking space/must be available for the employees. 

The building need not be new, but it must be in good 
condition. Five/agents and one secretary will work at the 
new office when it opens, but there ir. - 5t be room to expand/ 
as the business grows. 

The office must include one large room for use as a 
waiting room and must also have a number (2) of smaller 
rooms. We shall consider making improvements if necessary. 

Will it be possible for you/to make an initial study 
of the situation by the middle of next month? If you need 
more information,/please call us. 

After you have located several buildings that might be 
suitable, we shall send someone/to visit them with you. We 
are most eager to make a decision as soon as possible. 
Very sincerely yours, (3) 
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Pretest No. 2, 80 wpm 
Business Teacher, Nov. 1967 
Uthe1s DJ Formula 
Average-Low Category 

Dear Mr. Wilson: Thank you for stopping at our real 
estate office last week. We want very much to help you 
locate/a house in this area. I am sorry that I did not 
have anything available to show you at the/time. 

Just this morning a man placed his house on sale with 
us. He is being transferred to another branch of his/ 
company next month, and his family will join him as soon as 
their house here is sold. Consequently, they are eager (1) 
to sell as soon as possible. 

This house may be the one for which you are looking. 
It has ten large rooms with all modern/conveniences. The 
house is located on a very large lot and has many trees 
around it. There is a/small stream running through the 
back of the lot. 

The house is in good condition. It was painted just 
two years ago. The/present owners have taken good care 
of it during the five years that they have been living there. 
They are asking (2) $30,000 for it. 

I believe that an inspection of the house would be 
worthwhile. You must see it in order/to appreciate its 
charm, for words alone cannot describe the house. 

Will you be free on Friday evening? If so,/l shall 
make arrangements for us to go through the house together. 
We can meet about eight o'clock at my office./Please let 
me know by Thursday if this time is convenient for you. 
I shall wait for your reply. Very truly yours, (3) 
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Pretest No. 1, 100 wpm 
Business Teacher, Oct. 1967 
Uthe's DJ Formula 
Average-Low Category 

Dear Mr. White: Now is the time to plan for a very-
pleasant summer. Join the Green Country Club today. Then 
you and your family will have/the opportunity to use the 
Club throughout the coming summer and enjoy the many special 
events that are being planned. The regular/members of the 
Country Club actually think of it as their second home. 

The family membership for a full year is only/$100. 
This fee includes the use of all the facilities by your family 
and your guests. 

The Green Country Club has one of the (1) finest golf 
courses in the state. The course receives daily care. Golf 
instruction is available if you wish to learn. 

Dates for playing on the golf/course can be made in 
advance so that no waiting is necessary. One day a week is 
reserved for women only, and two afternoons a/week are 
reserved for children. Friday of each week is reserved for 
men only. 

The Country Club also has a very large swimming area. 
The/pool will hold at least two hundred persons, and swimming 
lessons are available free of charge for the children of the 
members. 

Many chairs are (2) available for sitting in the sun. 
Food and drinks are served near the pool. The pool is one 
of the most popular facilities of the club. 

The/price of the membership for a year is very low— 
just $100. If you wish to join this year, please let us know 
by the first of/February; otherwise, you will have to wait 
another year for the next membership drive. 

We hope that you will plan to join us now so that you/ 
and your family will thoroughly enjoy the summer fun. We 
will be looking for your application and check. Very sincerely 
yours, (3) 
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Pretest No. 2, 100 wpm 
Business Teacher, Nov., 1967 
Uthe1s DJ Formula 
Average-Low Category 

Dear Mrs. Green: Our company prepares marketing reports 
for firms that want information about the use of their products 
Six weeks ago,/we were asked to take part in a national survey 
of products used in the home. 

We contacted the National Employment Commission last/ 
week to obtain the names of persons who are looking for part-
time employment. Your name was suggested to fill the opening 
we have for an/interviewer with our Research Department. 

Interviewers are sent to homes in selected areas of the 
city. At each home, they complete (1) a printed form that 
includes specific questions about products being used in that 
house. 

The most important part of the plan is that the interview 
/take place in the kitchen so that the interviewer can 
actually see the brand name on the product. If the interview 
is held in/the living room instead of the kitchen, the 
woman of the house may not know which brand she has purchased. 
To help the interviewer gain the/cooperation of the women, 
our company provides a present for each person who answers 
the necessary questions. 

Training for this (2) position is simple. You will 
accompany one of our experienced interviewers for one day 
and learn the techniques from her. 

After you/have received your training, you may work 
as many or as few hours a day as you wish. You are expected 
to submit at least ten questionnaires/each week until the 
survey is completed. 

If you are interested in this position, telephone me to 
make arrangements for an early/appointment. I shall be 
happy to go into more detail about the job and the salary at 
that time. Very sincerely yours, (3) 
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Posttest No. 1, 60 wpm 
Business Teacher, Feb., 1968 
Uthe's DJ Formula 
Average-Low Category 

Dear Miss Smith: The article that you recently sent 
us for publication in/American Home magazine is excellent. 
We should like to use it in one of the/fall issues. 

We must ask you, however, to revise it so that it does 
not exceed/three thousand words. Most of the articles in 
the magazine are even shorter than (1) that, but your subject 
is interesting and very important at the present time. We/ 
should also like to use a picture with the article. Do you 
have any that you/could send us? 

We would suggest that you omit page 4, as well as the 
information/on advertising that is given on pages 6 and 8. 
This material could be (2) used in another article that we 
would be happy to publish in a future/issue of the magazine. 

If you will make the necessary changes in this article/ 
by July 1, we shall print it in our October issue of American 
Home. Please let us know your decision as soon as possible. 
Very sincerely yours, (3) 



112. 

Posttest No. 2, 60 wpra 
Business Teacher, Mar., 1968 
Uthe's DJ Formula 
Average-Low Category 

Dear Mr. Wilson: The next meeting of the Business 
Teachers Association will/be held in Jackson on Friday, 
May 3. I have been asked to address the group to explain/ 
the teaching methods that I use in my office practice class. 

Will you release me/from my teaching duties on that 
day so that I may attend this meeting? In the past (1) I 
have gained many valuable teaching ideas from similar 
meetings with/other business teachers. Consequently, I feel 
it is my duty to share my/ideas now. Perhaps my teaching 
suggestions will prove helpful to others. 

If I give/the talk, I shall want to use our school 
services to prepare pictures of our department (2) and its 
equipment. I will also duplicate some samples of the teach-
ing materials/that I use in my office practice class. 

Perhaps I could present my talk to the/business teachers 
of our school before the meeting. Would you be interested 
in hearing/my address? 

The chairman of the meeting would like my answer this 
week. Sincerely yours, (3) 
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Posttest No. 1, 80 wpm 
Business Teacher, Dec., 1967 
Uthe's DJ Formula 
Average-Low Category 

Dear Mr. Jackson: Would you like to make your house 
more attractive? A new coat of paint on the outside of your 
home/will make your house look like new. Perhaps some of 
the rooms inside your house need repainting, too. If so, . 
your painting problems/can be taken care of now with very 
little expense. 

Our annual paint sale will begin September 1 and/ 
continue for the entire month. Every can of paint in the 
store will be sold at greatly reduced prices, and (1) you 
benefit from the substantial savings. 

The best time of the year to paint is in the fall. If 
you paint the outside/of your house at this time, the wood 
will be protected from winter weather. 

If you do not have the cash available/at the present 
time, you may open a charge account with us and make weekly 
or monthly payments. You may select/either one of our two 
basic plans. Under the open charge account plan, you simply 
charge all of your purchases (2) and pay the entire amount 
when.you receive a statement. There is no service charge. 

Under the second plan, monthly statements are sent, but 
you/may take as long as three months to pay the amount. A 
small service charge, however, is included. 

Come in as soon/as possible and select the paint you 
want while a variety of colors is still available. If you 
wish to/charge your purchases, be sure to indicate which 
type of account you prefer to open. Very sincerely yours, (3) 
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Posttest No. 2, 80 wpm 
Business Teacher, Mar., 1968 
lithe ' s DJ Formula 
Average-Low Category 

Dear Miss Jones: The report which you submitted last 
month is being returned to you today by special delivery./ 
I have read it with great interest and find your explanations 
clear and easy to understand. 

The topic of/your report is very important at the 
present time. If fact, the subject is so timely that I 
suggest you/write an article to be considered for publica-
tion . Perhaps you will want to prepare the article before 
(1) you complete the changes I have indicated on your report. 
For example, on page 10 of your report, i/believe that you 
should change two of the sentences so that the reader may 
reach the conclusion that is contained in the/last sentence. 

On page 60, I should like to suggest that you add a 
paragraph to explain the importance of/your conclusion. 
If possible, make reference to the facts that appear in the 
beginning of the report. Remember (2) that some people may 
read only the last chapter, and they will need additional 
information if they are/to reach the correct conclusion. 

After you have made the changes, please return the 
report to me for final approval/before it is retyped. If 
you need assistance with the article, do not hesitate to 
write or telephone/me. I plan to be in my office from 10 a.m. 
to 6 p.m. during the next week. Very truly yours, (3) 
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Posttest No. 1, 100 wpm 
Business Teacher, Jan., 1968 
Utile 1 s DJ Formula 
Average-Low Category 

Dear Mrs. Baker: Furniture buying would be easy if a 
person had all the money and the time necessary to shop. It 
is/interesting to walk through the stores and imagine how 
each piece of furniture would look in your own home. The 
various colors and styles could easily/make your home look 
more attractive. 

However, most people who purchase furniture have a 
limited budget and often/have only a little time for shopping. 
They also have difficulty selecting the new furniture so that 
it will blend with the furniture (1) already in the room. 

The Jones Furniture Store has just received several 
large shipments of new merchandise. We carry a number of/ 
well-known brands and a variety of styles, all of which are 
available in many different colors and materials. We have 
furnishings/for every room in your house. 

When you visit our store, one of our representatives will 
assist you in selecting the furniture you/want. If you can 
describe the item you need and the amount of money you want 
to spend, he will be able to help you. If you do not know (2) 
exactly what you are looking for, our representative can make 
suggestions for your consideration. He is aware of the latest/ 
trends in decorating because of the special courses he attends. 

Visit our furniture store soon. It does not matter 
whether you want one/piece to match the furniture you already 
have or whether you need furniture for the entire home. We 
should like to help you make the right/selections for your 
home. If you desire an unusual piece of furniture, we can 
send a special order for it immediately. Yours truly, (3) 
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Posttest No. 2, 100 wpm 
Business Teacher, Mar., 1968 
Uthe's DJ Formula 
Average-Low Category 

Gentlemen: Are you having trouble getting your mail to 
the post office before the end of the day? Do you find that 
your employees are spending/too much time preparing the 
mail for the post office? If so, we can help you with you;r 
problem. 

The Johnson postage meter is fast and/efficient and 
is available in different sizes. The small model can seal 
more envelopes in ten minutes than one person can seal in 
an/hour. It can handle all sizes of envelopes and can be 
operated by one person without a great deal of training. 

In addition, the (1) postage meter records the number 
of pieces being mailed. As a result, you will be able to 
determine the exact postage costs of your/company. The 
meter is set at the post office; therefore, you will never 
have to worry about missing stamps. A scale is also attached/ 
to the meter, so your mail clerk should have no trouble 
determining the correct amount of postage to be used. 

Instead of waiting for/the end of the day to work on 
outgoing mail, the clerk may stamp the mail several times 
during office hours. In this way most of your mail will 
reach (2) the post office before the afternoon rush begins. 
Remember, too, that one person operating the machine will 
take less time to process/the mail than if three persons 
were working on it all afternoon. The postage meter saves 
you mongy because it cuts the time and trouble/involved in 
handling the mail. 

May I visit your office to demonstrate our new postage 
meter. Just return the enclosed card to indicate your/ 
interest, and I shall call you for an appointment. Enclosed 
is a booklet that provides additional information. Very 
sincerely yours, (3) 
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Appendix D 

QUESTIONNAIRE 

1. Check the statement which most closely describes your 
attitude toward the manner in which you were required 
to do your homework. 

Like extremely well Strong dislike 
Like Indifferent 
Mild dislike 

2. Check the statement which more closely describes the 
manner in which you would prefer to do your homework. 

Conventional manner with homework being written 
from the textbook 

Homework written from dictation tapes in the library 

3. Check the statement which most closely describes your 
evaluation of the contribution your homework made toward 
the shorthand skill you attained. 

Manner that you did your homework contributed greatly 
toward your skill 

Manner that you did your homework contributed very 
little toward your skill 

Manner that you did your homework made no difference 
on your skill 

4. Check the statement which describes the manner of doing 
homework through which you think you would gain the great-
est amount of skill. (This has nothing to do with the 
manner you were required to use nor the one that you 
prefer—only the one through which you think you could 
make the most progress.) 

Conventional manner with homework being written from 
the textbook 

Homework written from dictation tapes in the library 

5. Comments on homework: 
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Appendix E 

TEST SCORES FOR THE EXPERIMENTAL CLASS 
OF BEGINNING SHORTHAND 

Student Word List 3 min. at 60 3 min. at 80 

1 .56 .786 .654 

2 .44 .805 .580 

3 .80 .994 .987 

4 .80 .920 .684 

5 .40 .671 .472 

6 • CD
 

.914 .719 

7 .56 .844 .615 

8 .40 .676 .543 

9 .48 .578 .390 

10 .64 1.000 .736 

11 .44 .684 .485 

12 .36 .770 .654 

13 .36 .590 .442 

14 .52 .630 .420 

15 .32 .572 .364 

16 .32 .661 .437 

17 

00
 

o
 •
 .316 .223 

18 .32 .763 .502 

19 .44 .590 .476 

20 .48 .624 .468 

21 .68 .856 .496 



TEST SCORES FOR THE CONTROL CLASS 
OF BEGINNING SHORTHAND 
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Student Word List 3 min. at 60 . 3 min. at 80 

1 .56 .786 .502 

2 .04 .282 .229 

3 .32 .546 .320 

4 

00 • .592 .342 

5 .44 .671 .545 

6 • 00
 

.543 .429 

7 .36 .653 .381 

8 • <1
 

to
 

.891 .623 

9 .56 .770 .567 

10 .52 .902 .668 

11 .36 .514 .381 

12 .52 .682 .446 

13 .56 .983 .784 

14 .52 1.000 .753 

15 .36 .879 .680 

16 .04 .301 .223 

17 .56 .601 .442 

18 .48 .879 .675 

19 .72 .965 .697 

20 .60 .713 .571 
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ORDERED ARRANGEMENT OF TEST SCORES 
FOR BEGINNING SHORTHAND STUDENTS 

Word List 3 min. at 60 3 min. at 80 
Exp. Control Exp. Control Exp. Control 

.80 .72 1.000 1.000 .987 .784 

.80 .72 .994 .983 .736 .753 

.68 .60 .920 .965 .719 .697 

.64 .56 .914 .902 .684 .680 

.56 .56 .856 .891 .654 .675 

.56 .56 .844 .879 .654 .668 

.52 .56 .805 .879 .615 .623 

00 • .52 .786 .786 .580 .571 

•
 00
 

.52 .770 . .770 .543 .567 

00 * .52 .763 .713 .502 .545 

.44 .48 .684 .682 .496 .502 

.44 .48 .676 .671 .485 .446 

.44 .48 .671 .653 .476 .442 

.40 .44 .661 .601 .472 .429 

.40 .36 .630 .592 .468 .381 

.36 .36 ,624 .546 .442 .381 

.36 .36 .590 .543 .437 .342 

.32 .32 .590 .514 .420 .320 

.32 .04 .578 .301 .390 .229 

.32 .04 .572 .282 .364 .223 

.08 .316 .223 
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TEST SCORES FOR THE EXPERIMENTAT 
OF INTERMEDIATE S H O ^ S CLASS 

Word 
3 min. 
Pre 

.740 

at 80 
Post 

965 

3 min 
Pre 

a t 1 0 0 
Post 

1.000 

.440 

.419 

1.000 

.939 

.461 

1.000 

1.00 1.000 1.000 

1.000 .943 

1.000 
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TEST SCORES FOR THE CONTROL CLASq 
OP INTERMEDIATE SHORTISnS 

Word 3 min. at 80 3 min. at 100 

425 

1.000 

1.000 
.982 

1.00 
1.000 

1.000 
1.000 
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ORDERED ARRANGEMENT OF GAIN SCORES 
INTERMEDIATE SHORTHAND STUDENTS 

FOR 

Word L i s t 3 m i n . a t 80 3 m i n . a t 100 
E x p . C o n t r o l E x p . C o n t r o l E x p . C o n t r o l 

. 44 . 44 . 382 . 316 . 4 3 8 . 3 4 8 

. 2 4 . 2 8 . 353 . 2 6 3 . 3 6 0 . 2 7 8 

. 24 . 2 4 . 3 4 3 . 2 4 5 . 277 . 2 6 1 

. 2 4 . 2 4 . 2 7 4 . 2 4 0 . 277 . 2 3 2 

. 20 . 20 . 2 7 1 .222 . 2 6 8 . 2 1 9 

. 2 0 . 16 .256 .207 . 2 5 5 . 2 1 8 

.16 .12 .243 .182 . 2 3 1 .212 

. 16 .12 . 225 . 1 7 4 . 1 8 9 .186 

. 16 .12 . 225 . 1 6 9 .187 . 1 8 1 

.16 .12 . 163 .124 . 1 8 5 . 1 6 0 

. 16 . 0 8 .162 . 1 0 0 .167 .156 

.16 . 0 8 . 0 9 5 . 092 . 1 4 5 . 1 3 9 

.12 .04 . 0 6 4 . 0 8 9 .092 .106 

. 12 . 0 4 . 0 5 8 . 057 . 0 8 9 . 077 

. 12 . 0 4 . 0 5 0 . 0 3 1 .086 . 0 6 1 

. 0 8 . 0 4 . 0 4 8 .027 . 0 8 1 . 0 5 8 

. 0 4 . 0 0 . 0 3 6 . 0 1 3 . 0 7 1 . 0 5 6 

. 00 - . 0 4 . 023 . 0 0 9 . 0 5 4 . 0 5 0 

- . 0 4 - . 0 8 . 015 - . 0 0 4 . 0 4 9 . 0 2 3 

0 * 1 - . 1 2 . 0 0 4 - . 0 0 4 . 0 4 4 . 0 1 9 

- . 0 8 - . 1 2 . 0 0 4 - . 0 0 4 . 017 . 0 1 1 

- . 0 8 - . 1 6 . 0 0 0 - . 1 0 4 .002 - . 1 0 0 
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