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This investigation was designed to determine through a pretestposttest situation the validity and predictability of the qualities built

into the First-Semester Shorthand Aptitude Test, designed as a selection and guidance tool.

An analysis of variance was used to determine the significance

in the group means for data secured from the cover sheets of the aptitude and follow-up tests. These data yielded information about the

relationship of motivation and interest to success in shorthand. These

variances were compared to the first-semester shorthand grade and
the aptitude and follow-up test achievement.

An analysis of variance was used also to determine the differences among group means attained on the aptitude and follow-up tests

and the first-semester shorthand grade. F-ratios were computed and
evaluated to determine whether the differences in means were

significant (P = 0.05). T-values were analyzed if the F-ratios were
significant.

A coefficient of correlation was used to test the hypotheses that

the First-Semester Shorthand Aptitude Test results could be used as a
prediction of success and that those who attained the higher scores on

the aptitude test would also attain the higher follow-up test scores

and first-semester shorthand grades.
Findings

The First-Semester Shorthand Aptitude Test and the Follow-Up

Test, both designed by the researcher, were based upon the skills
encountered during the first semester of Gregg shorthand; hence,
the tests consisted of:
Test A

Phonetic Understanding and Spelling

Test B

Symbol Retention

Test C

Manual Dexterity

Test D

Proofreading and Punctuation

Test E

Sentence Retention and Writing Speed

1.

The results of the aptitude test were correlated with the

follow-up test and the first-semester shorthand grades yielding the
following:

Correlation matrix for aptitude test scores with follow-up test scores and first-semester shorthand
grade. N = 156
Follow-UP Test

First-Semester
Shorthand Grade*

Aptitude Test

Test A

Test B

Test C

Test D

Total

Test A

0.58

0.33

0. 21

0.63

0.44

-0.31

Test B

0. 23

0.20

0. 28

0.19

O. 33

-0.12

Test C

0.13

0.08

0. 48

0.13

0.45

0.12

Test D

0.55

0.25

0. 26

0.69

O. 48

-0. 33

Test E

0.10

0. 23

0.02

0. 28

0.12

-0. 25

Total

O. 34

0. 31

0. 35

0.45

0.47

-0. 27

Correlations are negative because of the coding system used (A = 1.0,

2.

. . . ,

F = 5. 0)

The correlation matrix supports the hypothesis that the

attained scores on the aptitude and follow-up tests were not significantly different (r = 0. 47).
3.

The total follow-up test score and the first-semester short-

hand grade relationship (r = -0. 30) was higher than when comparing

the total aptitude test score and the grade (r = -0.27). These correla-

tions indicate that success in shorthand, measured by the first-semester shorthand grade, is related to success on the aptitude and follow-up

test scores.
4.

Phonetic understanding, spelling, proofreading, and punctua-

tion scores on the aptitude test showed the greatest relationships to the

first-semester shorthand grade.

The phonetic understanding, spelling,

and symbol retention scores on the follow-up showed the greatest

relationship to the first-semester shorthand grade.

5.

The questions on the cover sheets effectively measured the

influence of motivation and interest on the student's success in shorthand.
6.

Those students enrolled in shorthand because they wanted to

take better notes and obtain a job now achieved higher mean scores on

the aptitude and follow-up tests and higher first-semester shorthand
grades. Generally speaking, those with a vocational objective achieved
higher.
7.

Those students enrolled in shorthand because of parental or

a friend's influence did as well as those who formulated their own
decision.
8.

Those who had a strong enough desire still to want to study

shorthand even though shorthand might not be offered in the curriculum

achieved higher first-semester shorthand grades.
9.

Those who continued their study of shorthand a second semes-

ter achieved greater scores on the aptitude and follow-up tests and

first-semester shorthand grades.
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THE DEVELOPMENT AND VALIDATION OF A PREDICTIVE
INSTRUMENT TO MEASURE STUDENT SUCCESS IN THE
FIRST SEMESTER OF GREGG SHORTHAND
I.

INTRODUCTION

This study is concerned with the development and validation of a

"shorthand," not a "stenographic," aptitude test. The latter implies
many skills and abilities not requisite to learning shorthand. Shorthand aptitude implies the ability to learn and use shorthand symbols

in reproducing verbal statements.
Can a high percentage of failures in any subject be justified eco-

nomically, administratively, or socially? Today educators place a
major emphasis on the importance of the student as an individual;
his economic and mental efficiency must be considered. Of what use

is one semester of shorthand to the student who fails? The time spent

during that semester is not the most far-reaching loss sustained. A
greater loss is the failure written on the student's record which will
follow him and might scar his personality and future achievements.
Statement of the Problem

Many students in shorthand classes succeed while too many

others are very low achievers or failures. A predictive instrument is
desirable and necessary to indicate whether a prospective shorthand

2

student is likely to succeed rather than fail during his first semester
of study.

Purposes of the Study

The purposes of the study were manifold:
1.

To determine through a pretest-posttest situatio.n the validity

and predictability of the qualities built into the aptitude test.
2.

To add data to the store of knowledge in shorthand and

busi.ness education and to open new areas for further investigation.
3.

To develop an instrument which would enable busi.ness edu-

cators to better prepare their students by alleviating frustration a.nd
anxiety.
4.

To guide the student into a course in which he could succeed,

allowing an intelligent decisio.n regarding his occupational or career
training.
5.

To diagnose stude.nt difficulties so remedial work could be di-

rected at those deficiencies.
6.

To group shorthand students accordi.ng to their abilities so

their needs could be met better.
7.

To enable shorthand teachers and guidance personnel to pre-

dict better, before the first semester of Gregg shorthand, which students have the abilities to learn the principles of shorthand and the
techniques of taking and transcribing dictation.

3

The purpose of the predictive instrument was to measure pros-

pective shorthand students' abilities to succeed in the first semester
of Gregg shorthand. It was hoped that the data could be used to select

and/or group these students according to their demonstrated abilities.
The following hypotheses were examined:
1.

The First-Semester Shorthand Aptitude Test results can be

used as a prediction of success or failure for students considering
enrollment in a Gregg shorthand class.
2.

The scores achieved on the follow-up test, administered

toward the end of the first semester, will not be significantly different
from the scores received by the same student on the aptitude test.
Need for the Study

The concept of prognostic testing in shorthand is not new.

Tschider (78, p. 11) cited Symonds as reporting the concern expressed
first in 1914 when Kelly constructed the first prognostic shorthand test.
The high percentage of failures in shorthand and increased en-

rollments during recent years necessitate valid prognosis. In 1969,
Moskovis (54) stated that the percentage of students who drop or fail
beginning shorthand is extraordinarily high! Only a small percentage
of students who completed a one-year shorthand course were vocation-

ally competent and less than half of the students completing two-year

programs were able to produce vocationally acceptable transcripts.

4

Louis Leslie said, "It is not possible to say definitely who will

surely succeed; it is possible to say who will surely fail" (50, p. 40).

The needs are fully described in the related-literature review.
Delimitations of the Research
The subjects for this study included all beginning Gregg shorthand classes in the following southern Oregon schools:
Ashland Senior High School
Butte Falls High School
Crater High School
Eagle Point High School
Grants Pass High School
Henley High School
Klamath Union High School
Medford Senior High School
Phoenix High School
Rogue River High School

Ashland

Butte Falls
Central Point
Eagle Point
Grants Pass
Klamath Falls
Klamath Falls
Medford

Phoenix
Rogue River

Due to a poorly dubbed magnetic tape of directions and improper

timing, the tests from Crater High School were not included in the
final selection of the random sample.

No attempt was made to control the teacher-personality variable.
However, an attempt was made to control the classroom situation
during the testing periods as the aptitude and follow-up tests were

administered by means of a prerecorded magnetic tape of directions.

5

It was assumed that all teachers taught the same, with the same

amount of knowledge, skills, abilities, motivation, effectiveness, and
enthusiasm.

No attempt was made to measure the following qualities for success:

desire to succeed, ambition, knowledge, dependability,

self-control, perserverance, accuracy, patience, confidence, initiative, judgment, adaptability, interest in
school activities, loyalty and sincerity (17, p. 201).

Therefore, their influence was unknown. Other personal factors such

as, work habits, drive, enthusiasm, and willingness to learn also affect the student's success. Neither was their influence known.
There was no control on students who dropped out of shorthand

before the end of the semester or on the absenteeism of those who
remained. Because of uncontrollable factors, complete data were

available for 156 of the 200 testees in the random sample.
Motivation was not measured by the aptitude or follow-up test.

It was possible that the student's attitude and interest could have
changed from the time he took the aptitude test until he took the followup test. This attitudinal change might account for a variance in test

scores.
Since the semester shorthand grade received by the student was

used as a criterion, it is likely that:
school grades are notoriously faulty, probably being
composites of scores made on subject-matter tests,

6

the teacher's estimate of the worth of the student's contribution to class discussions, his study habits, punctuality,
appearance, personality, and other factors (8, p. 535).
The aptitude test was developed with the thought that it is the

ability used not necessarily the ability possessed by the individual
which is the important factor in achievement (61, p. 51).
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II. REVIEW OF RELATED LITERATURE

A review of literature on shorthand prognosis revealed that few

studies have treated data the same. A series of studies or reports
relating to the following six aspects of shorthand prognosis will be reviewed in this chapter:
1.

Guidance and counseling of potential shorthand students.

2.

Shorthand failures and dropouts.

3.

Limitations of prognostic testing.

4.

Previous prognostic tests in shorthand.

5.

Standardized tests used to predict shorthand success.

6.

Other criteria relating to shorthand achievement.

Guidance and Counseling of Potential Shorthand Students

Common responsibilities of counselors are to help students make

postsecondary educational and vocational plans and to select appro-

priate courses to better prepare the students for the future (46). All
shorthand students should be counseled and guided into shorthand

classes based on evidence that their efforts will be used.
A large percentage of shorthand failures in the
schools make it imperative that greater care be exercised in guidi.ng students into the shorthand field.
Reports from large, medium, and small schools indicate a high mortality in all shorthand classes, from the
first through the fourth semester's work, and, as a rule,
stenography is the subject in the commercial group with
the lowest passing grade (60, p. 19-20).
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Education precedes vocational placement.

A student's voca-

tional preparation must be in line with his capability to cope successfully with the training program. Specific courses i.n the curriculum
should be chosen in terms of individual ability and occupational op-

portunities. Individuals differ in native ability, and one task of the

school's guidance services is to place students i.n classes where their
abilities can be put to work.
Shorthand Failures and Dropouts

Shorthand presents the greatest problem of prognosis and has a mortality of more than 50 percent; that
is, less than half of the pupils who start first-year
shorthand will complete second-year shorthand (15, p. 13).
In 1938 it was reported by Bell (6) that 30 to 35 percent of the

shorthand enrollees failed, outnumbering other subject failures.
In 1942 Sherman (63) estimated shorthand mortality to be about
50 percent.

In the 42nd Report of the Superintendent of Schools in the City of

New York, Osborne stated that during the school year 1939-1940:

The rate of failure for all terms of stenography is higher
than that for any other commercial subject. On the whole
the failure rate i.n this subject group is only exceeded by
that of the mathematics group (61, p. 11).
In 1947 Louis Leslie stated:

No willing, cooperative, high school pupil, properly taught
can possibly fail to learn shorthand. If a high school pupil
fails to learn shorthand, it is definitely because he is not

9

willing to learn shorthand or because he is not cooperating
by doing the homework assignments or because he is not
properly taught.(49, p. 339).

In spite of Leslie's belief, most researchers feel that not all
students have the aptitude to learn shorthand; hence, the failure rate
is continually high.

Tonne, Popham, and Freeman stated in 1949 that "possibly
400,000 students annually or 50 per cent of those who enroll for the

course never reach vocational competence" (79, p. 195-196). Some
students begin the study of shorthand and do not have the personality
and intelligence for reachi.ng this competency.

Some office positions require a limited knowledge of shorthand

while others require highly skilled shorthand writers. Therefore,
the student who can take shorthand at low rates and transcribe it accurately is useful i.n some offices. "Vocational skill is only one part
of office efficiency. Background, business attitudes and work habits

are of eve.n greater importance" (67, p. 165). Shorthand training is
aimed at producing vocational competency to meet the sta.ndards and
requirements of the employing community.

In 1960 DiBo.na reported basically the same as was reported in

the 1940's, "Shorthand failures and dropouts are among the highest in

the curriculum of the nation's schools."
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By 1963 Wright was stating:

It is well known that too many students take too much time
to attain too little results. On a nationwide average, with
wide variations, it is fair to say that of 100 students who
commence the study of shorthand in high school, 50 will
drop out before completing the course, 40 more will never
make any discoverable vocational use of their shorthand,
a.nd .not more than 10 may perhaps be rated as potential
stenographers. This is an appalling waste of time and
effort and money. The almost total absence of selectivity
and guidance of students with due regard for determinable
factors of shorthand aptitude is perhaps the greatest (89,
p. 2)..

Timothy Rya ls, as recently as 1970, stated:

The number of failures among first-year shorthand students is appalling. If the supply of stenographers was
abundant, perhaps we might .not be so concerned when
students fail to meet our standards. However, when we
consider the great shortage of quality stenographers and
secretaries, we find it difficult to justify having so many
who express an interest in stenography frustrated through
failure in the first year of the course (69, p. 256).
A shorthand survey of dropouts and failures in Virginia revealed
in 1955-1956 that 66 percent of the 4,574 students enrolled in begin-

ning shorthand either failed or dropped out. Only 34 percent of the
initial enrollees continued their study of shorthand a second year (43).
In 1962 Tonne secured business subject enrollment figures from
the public schools in 32 of the 50 States and from D. C. The following

shorthand enrollments were reported (78, p.

3):
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Table 1. National Enrollment Figures in Shorthand--1962.
Subject

National Enrollment

Shorthand I
Shorthand II

490,641
113, 249

Secretarial Practice
Shorthand III

48, 414

Scattered Enrollment

As indicated by these figures, approximately 23.1 percent of the
beginners continued their study of shorthand. The remaining 77 per-

cent were considered to be failures or dropouts. Figures were not
available to indicate the number of students who studied shorthand for
one year then graduated.

In prognostic testing of potential shorthand students, concern
must be shown for those students who would fail or drop out once they

are identified. An effective prognostic test would identify them.
Meyer conducted a study concerning shorthand dropouts in 1957.
The following differences between the dropouts and .nondropouts were

reported (54, p. 393-394):
1.

The shorthand dropout ranked academically lower in the
shorthand class, other business courses, and English
classes than the nondropouts.

2.

The dropout was more likely to have failed one of his other
high school subjects.

3.

The dropout had a lower reading ability.

4.

The dropout usually attained a lower score on IQ tests.
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5.

The dropout was rated lower by his shorthand teacher on
the following traits:
ability to grasp and follow instructions
interest in school
industry and effort exerted
d) possession of good study habits
e) attentiveness in class
f) honesty, reliability, and dependability
g) initiative, self-confidence, persistence, emotional
stability, accuracy, neatness, and speed of work,
promptness, English usage, ability to punctuate and to
spell, and extent of his vocabulary.
a)
b)
c)

The teachers agreed that the dropout showed little or no interest in
shorthand and that he put forth little, if any, effort.

The above traits should be considered for admittance into shorthand if the dropout rate is to be lowered.
The Lunneborgs concisely summarized predictive studies by

stating, "It is as critical to know how an individual will fare in his first
year of study as it is to know whether he succeeds professionally some

years hence" (51, p. 213).
Limitations of Prognostic Testing

To attain skill in Gregg shorthand is a complex process. This
attainment requires a knowledge in shorthand, typing, English con-

struction, phonetics, spelling, and a keen digital and manipulative
skill. The learner must be able to operate instantaneously and continuously at high speeds (45).
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The items in most intelligence and aptitude tests are measurements of developed ability, but too many educators believe these tests
provide direct and dependable measures of the innate capacity to
learn. It is hoped that the results of such tests can be interpreted

more realistically and used constructively.
More effort has been expended in the development of aptitude

tests for shorthand than for any other subject in business education.
However, "our lack of success has come from an incomplete and inadequate view of the scope and complexity of prognosis'? (8, p. 534).

Students can be guided through the use of aptitude tests, but

these tests must be based upon the factors involved in the activity for
which training is given. Each factor must be analyzed and a test

developed to indicate the degree of possession by the testee. It must

be necessary also to establish lower limits below which success in the
course is unlikely.

Before deciding to use a prognostic test, the teacher or counselor
should be aware of its limitations. He must be prudent and consider

what the test is intended to predict, how well it has made such predic-

tions, and the dangers involved in the interpretations of the results.
To be effective, prognostic test scores should show a high degree of

relationship with later success in a school subject or in the vocation
for which training was given.
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A major limitation of shorthand prognostic tests is that they have

been limited to the ability to learn shorthand rules, to take dictation

at a given speed, or to write the correct outlines for several hundred
words. No one, or probably even a composite, of these abilities will
provide an adequate measure of shorthand success. The high

failure rate in shorthand indicates the importance for discovering the

abilities needed to pass the initial stages of shorthand.
The first semester of shorthand is devoted to the abilities of
reading, writing, and transcribing shorthand. Yet, many prognostic

studies include the shorthand grade as a criterion for correlation
rather than these abilities. In 1947 Leslie (49) stated that a fallacy of
prognostic testing resulted from basing correlations on school grades
or on the administration of a purely shorthand test.

A faulty criterion, then, is another limitation. If the criterion
were faulty and the predictive tests were comprehensive and valid,
the comparison would yield a spurious correlation and an incomplete
prediction.

Another defect is that prognostic tests have been administered to
students after they began their study of shorthand. A valid prognostic
test must be administered before any study of shorthand.

It is unlikely that one prognostic test can measure all aspects of
a given subject. The learning process involves many intangible fac

tors. Leslie felt that prognostic tests gave no concern to the
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circumstances regarding the learning process. He stated:
If a prognostic device is to yield figures of any validity,
the device must be designed to measure some factor in
the situation that is not materially affected by the student's will to learn and must be planned to provide a
prediction of the likelihood of passing a predetermined
and valid achievement test (49, p. 339).
Shorthand requires a high degree of concentration, not only in

the learning process, but also in taking and transcribing .notes on the
expert level. Prognostic tests have not yet measured the powers of
concentration.

Prognostic tests should predict the nature and amount of remedial

work required to produce success. Most prognostic tests, however,

are aimed at just predicting success or failure. The student who
scores low on a predictive instrument might succeed if he were given
proper remedial work.
Another limitation could be compared to the limitations of textbooks.

Testifying before a House Subcommittee in June, 1971,

Komoski estimated that "99% of the nation's teaching materials have

never been systematically tried out to see how much students actually

learn from them" (85, p. 33). Generally speaking, the populations
sampled by prognostic tests have been too small to yield valid statis-

tics.
Little has been done with the information gleaned from various

prognostic tests and related research. This neglect might be because
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the extent to which pupil interest, incentive, drive, and application
affect the correlation coefficient is unknown and not yet measurable.

According to Turse correlation coefficients do not take into account the inadequacy of the achievement criterion, nor do they allow
for shrinking variability in the population samplings due to dropouts

and failures.

Turse stated that until criteria for shorthand success

are devised which can be generally accepted as statistically valid and
reliable, and until consistent use is evident i.n prognostic experiments,
no means of determining the comparative predictive power of proposed
prognostic tests will be available (83).

Eyster asserted that prognostic guidance of pupils interested i.n
shorthand has brought about the following results (25, p. 31-34):
1)

reduced enrollment to a figure comparable to the employment opportunity,

2) reduced the number of failures,
3) allowed for much more rapid class and individual progress,

4) promoted a keener interest in shorthand,
5) promoted greater achievement on the parts of pupils, and
6)

increased the vocational proficiency in graduates.

Prognostic tests serve a worthwhile purpose in spite of their
limitations, many of which originate from the inability to measure

traits which affect success.
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Previous Prognostic Tests in Shorthand

Three of the five prognostic tests discussed in this section are
still in print. These three are: Turse Shorthand Aptitude Test, ERC
Stenographic Aptitude Test, and Byers' First-Year Shorthand Aptitude Test. All five tests were included because shorthand teachers

are likely to be familiar with them--at least by name--and studies
have been based upon their use.
Hoke Prognostic Test of Stenographic Ability
The Hoke Prognostic Test of Stenographic Ability was often used
from 1922 to 1943. The publishing firm for the Hoke Test is un-

known, and the test is no longer in print.

The Hoke Test consisted of seven parts (41, p. 1-8):
Testee' s Tasks

Hoke Subtests

Part I- -Motor Reaction

Information was unavailable.

Part II--Speed of Writing

Parts II and III were scored together.
The testee wrote in longhand the poem,
"Mary Had a Little Lamb."

Part III--Quality of Writing
Part IV--Speed of Reading

The testee selected one of two words
to complete the meaning of the sentence.

Part V--Memory

Information was unavailable.

Part VI--Spelling

The testee selected the correct spell-

Part VIISymbols

The testee substituted letters for

ing of words from a choice of two.
numbers.
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Eyster (25) conducted prognostic experiments using the Hoke
Test. He found that prognosis applied to shorthand and other school

subjects with somewhat the same degree of accuracy. This indicated

that the prognostic factors were quite largely indices of a pupil's

general scholastic ability and not necessarily measures of special
aptitude for shorthand.

Jessup, according to Osborne, reported the following correlations between the Hoke Test and corresponding parts of an achieve-

ment test (61, p. 8):
Table 2. Correlation of Hoke Prognostic Test with Achievement Test,
(N = ?).
Hoke Subtests

Achievement Test

Correlation

Speed of Writing

Speed of Writing

.54

Speed of Writing

Speed of Writing

.46

Quality of Writing

Quality of Penmanship

.35

Speed of Reading

Reading Ability

.34

Eyster (34, p. 373) predicted success for 217 students in the
early 1940's by using mental rating scores, average high school

English grades, the grade-point average, scores on the Hoke Test,
and personal-trait ratings completed by teachers. He reported the
following percentages: From those who were predicted to be success-

ful, only 2.4 percent failed. From those given a 50-50 chance to pass,
49.2 percent failed.
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Turse said about the Hoke Test, "There seems to be no generally accepted standard criterion against which the prognostic tests

have been correlated; therefore, no measure of the comparative reliability of the proposed prognostic tests exists" (18, p. 59).
Turse Shorthand Aptitude Test
By 1943 the Turse Shorthand Aptitude Test was one of the most

widely used prognostic tests. The Turse Test was published by the
World Book Company and is still available for use. It was developed
in 1940 and consisted of seven parts (84, p. 1-2):

Testee's Tasks

Turse Subtests

** Part I--Stroking

The testee quickly wrote lines inside boxes to measure manual
dexterity.

*

Part II--Spelling

The testee selected the correct
spelling of words from a choice
of three.

*

Part IIIPhonetic Association

The testee correctly spelled
words which were written phonetically.

** Part IVSymbol Transcription

The testee transcribed six shorthand sentences by using the
alphabetic key which was provided.

*

Part V--Word Discrimination

The testee chose the word which
best completed the meaning of
the sentence.
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The testee wrote, carried matter
in his mind, and listened for new
matter concurrently.

** Part VI- Dictation

*

The testee correctly spelled
words which were contracted,
abbreviated, or incomplete.

Part VII--Word Sense

* Verbal subtests
** Mechanical subtests

The following correlations obtained by Turse encouraged him to

continue his research (84, p.

3):

Table 3. Correlation of Turse Shorthand Aptitude Test (Preliminary
Edition) with Achievement Criteria.
r

N

68
61

.84
.82

49
49
49
49
49
49
49
49

49

44

.54

44

.63

44

Correlation Between
Total Aptitude Score and Rollins on Achievement
II
II
II
Stroking
Spelling
Phonetic Association n
II
Symbol Transcription "

Word Discrimination "
Dictation
Word Sense

n

n

Total Aptitude Score and Blackstone (Form B)
Total Aptitude Score and CorrectionTranscription Test (Form A)
Total Aptitude Score and CorrectionTranscription Test (Form B)

.

.

.72
.78
.

55

.68

.

This was the beginning of the most commonly used shorthand

prognostic test. The Turse, though, was not without its limitations.
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Many felt there were two major disadvantages to using the Turse,
both relating to time. It took 60 minutes to administer the Turse

class periods normally last from 40 to 55 minutes. It took about 15
minutes to hand score each test. Pauk (63) felt the time problem
could be solved by eliminating some of the seven subtests. He specu-

lated that four of the subtests measured verbal ability and could be
combined.

In 1966 Davis (20) continued with Pauk's study. She, too, con-

cluded it was possible to give just half the Turse and better predict
shorthand success.

Both researchers correlated the Turse Test scores with firstyear shorthand grades and found the combination of the four verbal

subtests was a better predictor than the combination of the three
mechanical subtests. Pauk (63) obtained a . 66 vs. a .34 (N = 41);
Davis (20) obtained a .55 vs. a .31 (N = 366).
Pauk (63) obtained a correlation coefficient .63 when he corn-

pared the total Turse scores with shorthand grades; Davis (20) ob-

tained a .51.
Tschider (80) cited that Strickland obtained a correlation of
.616 when comparing the semester shorthand grades with the Turse

scores.
Davis compared the Turse Test scores with English grades and
IQ and reported the following correlations (20, p. 12):

22

Table 4. Correlation of Turse Test Scores with English Grades and
IQ, N = 366.

Turse Test Scores
Total Verbal Subtests
Total Mechanical Subtests
Total Turse Test

English Grades
.40
.18
.37

IQ

.52
.47
.59

Davis concluded that English grades could not be used to predict shorthand success and that the combination of the four verbal subtests had

as much bearing on shorthand success as did

IQ.

Melvin Jack (44) correlated the total Turse scores with the IQ's
of 116 students and obtained r = .50. He obtained r = .41 when using

the same criteria with 54 students. Jack indicated that IQ had no

particular bearing on the total Turse Test scores.
Jack conducted a follow-up study and found the degree of corre-

lation of the Turse Test with the second year of stenography greater

than with the first year. There was a high relationship between the
Turse scores and the .number of mailable letters produced.
Dame stated:

The Hoke and Turse tests have been used in connection with
predicting success in shorthand, but, in general, the relationships between test scores and achievement have been too low
to warra.nt full acceptance of them for this purpose (16, p. 5960).
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ERC Stenographic Aptitude Test

In 1944 Walter Deemer of Educational Research Corporation
developed the ERC Stenographic Aptitude Test. This test was pub-

lished by Science Research Associates and is still available for use.
It consisted of five parts (89, p. 15):
Testee' s Tasks

ERC Subtests

Part I- -Speed of Writing

The testee copied the Gettysburg
Address.

Part IIWord Discrimination

The testee selected the best word
from a choice of two or three.

Part IIIPhonetic Spelling

The testee correctly spelled words
which were spelled phonetically.

Part IVVocabulary

The testee selected from five words
the one which corresponded most
nearly in meaning to the key word.

Part V--Sentence Dictation

The testee wrote dictated sentences
in longhand.

Deemer obtained the following results:

The sub-tests of the E. R. C. Stenographic Aptitude Test
yield a multiple correlation of .68. This multiple correlation is the correlation between the criterion of shorthand
achievement and the score of accuracy of transcription of
material dictated at 80 words per minute or less at the end
The total score correof two years of shorthand study .
lates .70 with accuracy of transcription of material dictated
at more than 80 words per minute at the end of two years of
shorthand study (21, p. 3).
.

Data were not available based on achievement after one year of study.
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Wright cited that Hos ler reported the following coefficients when

comparing the Turse and ERC Tests with similar criteria (89, p. 17):
Table 5. Correlation of Turse and ERC with Similar Criteria.

ERC

Turse
Turse

IQ
IQ

ERC

Turse
ERC

Turse
ERC

Correlation

Criterion

Prognostic Test

5-Minute Gregg Dictation Scores
5-Minute Gregg Dictation Scores
Transcription Test Scores
Transcription Test Scores

.79
.64
.65
.65
.63
.63
.59

The Turse and ERC Tests are comparable in predictability.
Byers' First-Year Shorthand Aptitude Test
The Byers' First-Year Shorthand Aptitude Test was developed
in 1959.

It was published by Allied Publishers Incorporated and is

still available for use. It took 35 minutes to administer each of the
two parts, consisting of five tests (10, p. 4).
Byers' Subtests

Ability Measured

PART I

Test I-- Phonetic Perception

To detect phonetic sounds

Test II--Retention Ability

To remember in sequence and reproduce accurately
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PART II

Test III--Observation Aptitude

To observe symbol distinctions

Test IVPattern from Parts

To visualize complete words from
partial words in context

Test V--Hand Dexterity

To record symbols rapidly

Byers selected factors which he thought related to the mental
or physical process employed by students when they were learning
shorthand theory (10).

Wright obtained the following correlations when comparing

Byers' five subtests with a dictation-transcription achievement test at
the end of one year of shorthand (89, p. 36):
Table 6. Correlation of Byers' First-Year Shorthand Aptitude Test
with a Dictation-Transcription Achievement Test.

Byers' Subtest

Correlation
6822

Phonetic Perception

.

Retention Ability

.1479

Observation Aptitude

.2554

Pattern from Parts

.4168

Manual Dexterity

.1499

The correlations found did not justify using the Byers' as a guidance
tool in Wright's situation. Wright indicated that no correlation ex-

isted between Byers' Test and the dictation-transcription achievement
test.
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Allyn Shorthand Aptitude Test

In 1960 Allyn developed a shorthand aptitude test using recog-

nized shorthand strokes in its construction. When comparing his test

with a first- and second-semester dictation-transcription test on the
high school level, he obtained multiple correlations of .407 and .339
respectively.

This aptitude test consisted of six parts: Phonetic spelling,
reading shorthand, writing phonetics, writing shorthand, writing
speed, and spelling. No other studies have been based on Allyn's
test, nor was information available indicating its publication.
Standardized Tests Used to Predict Shorthand Success

Some researchers have conducted studies to determine the relationship between the scores obtained on standarized tests and the

student's success in shorthand. It seems feasible to use a test which
has been proved and standardized as a predictive measure.
American Council of Educational Psychological Exam--ACE
Sanders (70) found no relationship between the student's high

school experience in learning shorthand and his achievement in college

or between the years of shorthand taken in high school and the
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percentile rank on the ACE. He reported a significant relationship
between the ACE percentile rank and college shorthand grades, however.

Tuckman, as cited by Osborne (60), found many similarities
between intelligence as measured by the ACE and the Turse Shorthand
Aptitude Test.
Differential Aptitude Tests --DAT

The Differential Aptitude Tests were developed for use in vocational and educational guidance of high school students.
Hendrickson (39) found a weak relationship between the DAT

scores and shorthand grades and concluded that the DAT should not be

used for predicting shorthand success.
Nunnally, Kinsey and Smith, and Cheney and Goodish reported

the following correlations when comparing the subtests of the DAT

with grades earned in shorthand (58, p. 18; 46, p. 23; 13, p. 31):
Table 7. Correlation of DAT Scores with Shorthand Grades.
Kinsey gz

DAT Subtest
Verbal Reasoning

Numerical Ability
Combination of Verbal and Numerical
Abstract Reasoning
Spatial Relations
Mechanical Reasoning
Clerical Speed and Accuracy
Language Usage
Grammatical Usage

Nunnally

.44
.27
omitted
.24
.16
.14
.14
.55
.

49

Smith
.35
.43
.39
.32
.19
.08
omitted

.44
.51

Cheney &
Goodish
.381

omitted
omitted
omitted
omitted
omitted
omitted
.525
.

461
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The language and grammatical usage subtests yielded the greatest correlations indicating that verbal aptitude influences shorthand
achievement more than the other listed aptitudes do.
General Aptitude Test Battery--GATB

Very little use has been made of the GATB in predicting short-

hand success. When Sister Baumgardner compared the vocational
shorthand prognostic techniques used by guidance counselors in

Toledo, Ohio, with those suggested by business education leaders,
she found the following:(5, p. 52):
1.

Fifty percent of the public school guidance counselors were

trained to use the GATB scores to predict success in employment and
to recommend students to employers seeking office workers.
2.

None of the cou.nselors interviewed used the GA.TB score

norms for ninth- and tenth -grade students to determine enrollments

for beginning shorthand classes.

3. A "C" average in English was required as a shorthand selection criterion by most of the high schools in the Toledo area. Twenty-

three percent of the schools required a "B" average in English.
4.

Forty-one percent of the respondents considered the English

grade unreliable as a sole criterio.n for selection.
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Iowa Test of Educational DevelopmentITED
Hall (33) tried to determine whether the ITED results were valid
enough to group students in Shorthand I classes. She compared Test

3, Correctness of Expression, and Test 8, Vocabulary, with the
grades earned in Shorthand I. Both tests showed a relationship; how-

ever, Test 8's was higher. She felt the relationship of both was sufficiently high to merit use as a predictor for shorthand success.
As with the GATB, little has been done with the ITED in pre-

dicting shorthand success.
Otis Self-Administering Test of Mental Ability
A correlation of .3765 was found by Osborne (60) when she

compared the Otis Test results with shorthand success. Hutson and
Vincent (42) reported a .433 correlation between shorthand success
and the Otis.

Dame, Brinkman, and Weaver (18) stated that the Otis Tests
showed a strong relationship with filing, bookkeeping, and typewriting

but indicated little relationship with shorthand.
Psychological Tests

Osborne correlated psychological tests with shorthand grades
and obtained the following results (60, p. 19-28):
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Table 8. Correlation of Psychological Tests with Shorthand Grades.

Psychological Test

Correlation

Gates Visual Perception Tests
Revised Minnesota Paper Form Board Test
Iowa Silent Reading Tests
I. E. R. General Clerical Test
Otis Self-Administering Mental Ability Test

.0905

.0754
.3577
.3757
.3765

Osborne concluded that shorthand had few elements in common with

the factors measured by the five psychological tests.
Other Criteria Relating to Shorthand Achievement

Many researchers agree that shorthand success is based on
factors like mental ability, English composition grades, success in
foreign languages, typewriting grades, overall grade-point averages,

spelling ability, and personal traits of drive and interest. Not one of
these factors is infallible in predicting shorthand success.
Auditory Stimulus

Shorthand learning involves auditory and visual senses; yet,
only one study could be located to determine the degree of influence of
listening.

Duncan (23) experimented to determine to what degree listening

ability related to shorthand achievement. He obtained a .36 when he
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correlated a shorthand-dictation achievement test with the total
scores on the Brown-Carlson Listening Comprehension Test. This

correlation indicated a slight relationship.
Foreign-Language Achievement

Since not all shorthand students have studied a foreign language,
success in a foreign language cannot always be used as a criterion.

Tschider (80, p. 19) cited that in 1931 Worley concluded that
ICI was not a good predictor of shorthand success and that foreign

language grades had seven times the weight of the IQ rating and approximately twice that of junior high English grades.

Researchers do not agree with the relationship between shorthand and foreign language success. Studies reported correlations

ranging from .55 to .759 (4).
Hardaway (34, p. 373) stated that a modern foreign language is

the best predictor of shorthand (r = . 76). Moskovis (56), however,

stated that researchers generally agreed that the published shorthand
and foreign language aptitude tests, as well as measures of general

ability, are not reliable predictors of shorthand success.
Dame, Brinkman, and Weaver found that foreign language grades

could be used as predictive measures.

They said:

Usually a grade of 'C' is a minimum for success in shorthand, since there appears to be a definite correlation
between shorthand success and language ability (18, p. 48).
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Lee, as cited by Van Kirk, found that 60 percent of a group of
testees who spoke a foreign language in the home received ''A's" and

"B's" in shorthand; 35.7 percent earned a "C" or "D." He felt "these
findings confirmed the belief of many that shorthand is a type of lan-

guage learning and is similar to mastering a foreign language" (86,
p. 29).

Lang (48) found a positive and, in most cases, a substantial relationship between measures of psychological and linguistics factors
and shorthand achievement. Lang's highest correlation was a .60
between the Iowa Foreign Language Aptitude Examination and shorthand achievement.
Intelligence

IQ, one of the more commonly used criteria for pupil selection

in shorthand, was discussed as a criterion as early as 1923. As cited
by Tschider (80, p. 13), William A. McCall indicated that an IQ of
90 was considered the lower limits of average intelligence. There-

after, many researchers accepted an IQ of 90 as the lower limits for
predicting shorthand success.

Selden, as cited by Cwierz, stated:
A pupil should be informed that his chances for success are
poor unless he has an IQ of at least 95. Studies have indicated that between 80 and 90 percent of the pupils with an
IQ below 100 drop out of shorthand sometime during the twoyear period (15, p. 18).
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Dame, Brinkman, and Weaver (18, p. 46) stated that the usual
practice was to set 90 as the minimum IQ score for people taking
commercial work because it had been found that students possessing
an IQ below 90 seldom achieved success.
Studies conducted to show the relationship between IQ and

progress in office occupations have indicated that an IQ ranging from
110 to 115 is most indicative of eventual success on the job (18,
46).

p.

Most educators are aware that many persons with an IQ below

90 do succeed in office occupations because of their zeal, enthusiasm,
and personal qualities.
Van Kirk reported the following IQ's for successful completion

of a high school shorthand class (86, p. 56):
Table 9. Comparison of IQ and Shorthand I Grades.

Number of Students

Ratio

31 out of 46
24 out of 51
10 out of 51

2 out of 3
1 out of 2
1 out of 5

Shorthand I Grades

IQ

110+
100

109

99 or below

A or B
A or B
A or B

Van Kirk's comparisons indicate that success is greater for those with
an IQ of 100 or above.

Easley, as cited by Osborne (61, p. 11), pointed out that the
majority of correlations between intelligence test scores and scholastic
achievement were between .40 and .60, with the mean not far from
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.50.

This was slightly higher than the correlations between IQ and

shorthand achievement, indicating that IQ was as closely related to
shorthand as to other school subjects.

Several researchers have correlated IQ test scores with shorthand achievement. Some of the findings are listed below (42, p.

30;

60, p. 19; 61, p. 11; 80 p. 73):
Table 10. Correlation of IQ Test Scores and Shorthand Achievement.

Researcher

Range of Correlations

Hutson a.nd Vincent

.34 to .51
-.59 to .50
.22 to .46

Osborne
Sandy

Strickland

Mean Correlation
.36*
.35
.59

Median rather than mean

Most studies indicated a relationship between IQ and success in

shorthand; but most researchers felt that IQ could not be used as a

sole criterion for student selection.
Hutson and Vincent (42) found that the students with a lower IQ

could succeed while students with a higher IQ might not. Motivation

or desire for success was present in some students regardless of IQ.
Hutson and Vincent were the only ones in the readings who considered
motivation and IQ.

35

Motivation and Interest

Most of the preceding studies failed to consider motivation and

interest. It is inevitable that some pupils will have a greater interest
in shorthand than others; some will have a greater economic need;
some will have enrolled in the course because of parental influence;

and some will perform on the prognostic test and in class at top
efficiency while others will put forth a minimum of effort. Pupils

will conduct themselves in a manner relative to their motivation and

interest.
Motivation is necessary to keep progress and enthusiasm alive,

especially in a shorthand class. Knowledge of progress is a primary
factor in the acquisition of such a skill.
The validity and predictability of a prognostic test have not been

as high as researchers would like because of the inability to measure
the influence of motivation and interest on achievement. Researchers

recognize that the best use cannot be made of predictive tests because

motivation, which affects performance, has not yet been measured.

The inability to ascertain or control motivation restricts the success
of a predictive instrument.
Varah defined motivation as "a combination of forces which ini-

tiate, direct, and sustain behavior toward a scholarly goal" (87, p.
27). He found that academic motivation as measured by the Michigan
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M-Scales was a learning factor in first-semester Gregg shorthand but
not in the second semester.
Tschider (80, p. 63) stated that drive, desire, and need de-

termine to a high degree the success a student will have in shorthand.
A low IQ does not always produce low scores; likewise, a high IQ

does not always indicate high achievement. A student's achievement

reveals that his outside interests, habits of study, and the physical
conditions which surround him influence his progress.

"Drive is not an inborn characteristic. It is the result of interaction of the student and his environment," stated Sherman (73,

p.

17-18).

Scholastic Achievement

School grades have been used as a criterion upon which to base
shorthand prognosis. These grades are often influenced by factors

such as class participation, study habits, punctuality, appearance,
and personality. Therefore, they might not be reliable devices for pre-

diction of success. Complete objectivity in determining grades is a

most difficult feat for teachers.
Cumulative Grade-Point Average--GPA. Studies during the past

ten years indicated that grade-point average and English grades were
among the best predictors of shorthand success (38). Cumulative
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GPA showed a substantial relationship to shorthand achievement as

well as to other subjects.

Varah found that the best single predictors for first semester
Gregg shorthand were grade-point average, ninth- or tenth-grade
English grades, and an estimate of mental ability (87, p. 27-29).
Danielson (19) found a substantial relationship between the

student's ability to take dictation and his general scholastic ability.
Hutson and Vincent (42) obtained a correlation of .381 when

comparing all grades with shorthand success. However, Kinsey and
Smith (46) obtained a . 74; and Strickland (76), a .66.
O'Connell and Hosier (59) found that the GPA gave them a higher

correlation with shorthand achievement than did the scores on the
Turse Shorthand Aptitude Test. The correlation coefficient between

the first-semester shorthand grade and overall GPA was .68.

The

correlation was .54 between the shorthand grade and the Turse Test
score.
O'Connell and Hosier concluded that an accurate prediction
could be made stating that students who had GPA's of less than "C"
and those who ranked i.n the lower quartile on the Turse Test would

not attain minimal achievement in a shorthand class.

English Grades. English grades were frequently used as a determinant to possible shorthand success. There was a definite correlation
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reported between English ability and shorthand success, but efficient
tests to reveal this correlation have yet to be developed (18).
Following is a compilation of the findings correlating English

grades with shorthand success (4,

p. 61; 80, p.

p.

19; 34, p. 372; 42, p. 31; 55,

74):

Table 11. Correlation of English Grades with Shorthand Grades.

Researcher

Correlations

Anderson
In five studies
In four other studies

.425 to .64
.53 to .707

Hardaway

in the .70's

Hudson and Vincent

.416

Missling

.73

Strickland

.62

These correlations indicated a direct relationship between English and
shorthand. Those students who did well in English were more likely

to succeed in shorthand.

Palmer and Pancrazio (62), however, found that English grades

and tests generally showed low relationships with success in shorthand.

In 1967 Sharp (72) experimented to see if an improvement in

English resulted from studying shorthand. She found higher pretest
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and posttest scores for the group programmed into both English and

shorthand classes, but the differences were not statistically significant.

Dame and Brinkman (17) reported that many teachers felt that

shorthand failures came not from the inability to learn shorthand
outlines, but from the student's inadequacies in English usage and

spellingboth of which are vital to accurate transcription.
Spelling Ability.

Haggblade (32) found the below-average student

thought shorthand was difficult, had a weak background in spelling and

English grammar, and had a limited vocabulary.
Kolpack (47) conducted an experiment concerning the effect

shorthand had on spelling. He reported that the combined shorthand
groups outgained the nonshorthand groups by 9.64 correct words indi-

cating that shorthand did not affect adversely spelling ability.
Benda (7) conducted a similar study and found that the shorthand

group as a whole did not appear to be affected adversely by shorthand
instruction.
Cheney and Goodish (13) reported that employed stenographers

were above average in all types of ability tests but significantly so in
spelling. Other studies have indicated that spelling was the best pre-

dictor of the ability to learn shorthand (38).
Tschider (80,

p.

74) cited that Strickland reported a .606 corre-

lation when comparing a language spelling test with the semester
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shorthand grade. Hutson and Vincent (42) found a correlation of .319
when comparing spelling with shorthand success.

As evidenced by the review of related literature, researchers
do not agree upon the predictive value of many of the criteria compared with shorthand success. They do agree, though, that one
criterion is not enough to use when predicting success.

Psychologists believe "the best way to predict future behavior

is to study past behavior of a related nature" (9, p. 43). It is possible
that try-out courses would solve the dilemma of student selection for

shorthand classes.
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III. DESIGN OF THE STUDY

The design of the study was directed principally toward these
thoughts:
1)

That the predictive instrument would enable shorthand

teachers to predict better, before enrolling students in shorthand,
which students have the abilities to learn shorthand principles and the
techniques of taking and transcribing dictation.
2)

That the predictive instrument would indicate student weak-

nesses or deficiencies.
3)

That the instrument data could be used to select and/or group

prospective shorthand students according to their potentials to learn
Gregg shorthand.

The aptitude test used in this study was constructed to measure

testable shorthand skills learned during the first semester. Those
skills were selected after an examination of other studies and shorthand aptitude tests.

Turse, as reported by Tschider (80, p. 30), believed that
phonetics and word-sense skills were related to shorthand. Word
sense refers to the ability to decipher a phonetically written word;
i. e.

,

entelgent says intelligent.

Turse, the first to relate these skills to shorthand, administered
and correlated a phonetic-association and a word-sense test at the
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beginning of the study of shorthand with a transcription test at the
end of two years of shorthand instruction. Correlation of the test re-

sults yielded an r = 0.57.
Tschider (80, p. 32) reported that Ethel Wood believed a shorthand prognostic test should test word-carrying ability during the
process of dictation, denoting an audio-memory-motor pattern of
learning.

A shorthand aptitude test should allow the shorthand teacher to

determine the student's ability to follow directions, his grasp of
thought content as shown by punctuation and choice of words, and his

facility in spelling under dictation conditions (6). Generally speaking,

the study of shorthand involves a complex mental and motor process.
Turse (82, p. 18) reported that Hull believed the following about this

process:
1)

The aptitude test should be constructed in accordance with

definite scientific techniques where mental and motor activities of the
skill involved are analyzed.

2) The ability to associate the phonetic shorthand form of words

with correct literal form was an important capacity in shorthand tramscription.
3) A shorthand outline-homonyn test including words having

similar or identical shorthand outlines was needed.
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Likewise, Osborne reported:
An analysis of the shorthand learning activity shows that
shorthand is a process of acquiring meanings from
symbols --shorthand readers have to discriminate between
words having similar or identical outlines; they must

recognize relative size, form, position, and characteristic joinings of symbols (60, p. 25).

Longhand spelling appears to be a barrier! People can spell
according to sound, but they cannot spell according to the rule. In
shorthand, words are spelled phonetically. "The problems in the
writing of shorthand are not so complex as those of writing, longhand"

(73, p. 17).
Popham stated, "Many teachers feel that failures do not come

from the inability to learn shorthand, but from weakness in the elements upon which transcription facility is built: English usage and

spelling" (64, p. 68).
Dame, Brinkman, and Weaver quoted Nichols' statement: "A
good shorthand writer must possess good hearing .

terity

.

.

.; manual dex-

.; word sense, a good vocabulary, and a good mastery of

sentence structure" (18, p. 57).
The preceding comments were considered strongly when the

First-Semester Shorthand Aptitude Test was constructed. Hence,

the Aptitude Test included skills learned during the first semester of
shorthand and was the predictive criterion in this study.
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The criterion instrument used to test shorthand achievement was
a Follow-Up Test to the First-Semester Shorthand Aptitude Test.
The Follow-Up Test was constructed to test those items tested on the
Aptitude Test. The Follow-Up Test was based on shorthand knowl-

edges and abilities, whereas the Aptitude Test did not require these.

It was felt that the students' abilities to follow and grasp directions were tested effectively since all oral directions to both tests
were on a prerecorded magnetic tape. This means of administration

should have caused the students to listen more closely and stressed
the importance of good hearing and concentration. Their concentra-

tion and auditory responses, however, were measured only by their
written reactions and achievements on the tests.
Personal data were obtained from each student through a cover

sheet on each test.

These data included personal data and factors

which might affect achievement i.n shorthand.

The Experimental Design

The design of the study excluded control and experimental
groups. The total population consisted of all students in attendance

on the first day of shorthand in the schools sampled.

Factors of age, academic achievement, intelligence, gradepoint average, and motivation were considered to be factors which
could affect or influence the student's achievement i.n shorthand.
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However, no tangible data were procured in these areas for correlative purposes.
The Evaluation Instruments

First-Semester Shorthand Aptitude Test
The First-Semester Shorthand Aptitude Test (Appendix F) was

constructed to measure the prospective shorthand student's ability to

meet success during his first semester of Gregg shorthand and to
indicate his weaknesses.
The initial Aptitude Test was presented for evaluation and cornme.nt to a graduate class i.n Measurements in Business Education
during the summer of 1968 at Oregon State University (OSU). Re-

visions were made according to the suggestions offered by the pro-

fessor and the business teachers enrolled i.n the course.
Many skills which are learned previously are fused with new

skills in the learning of shorthand; therefore, tra.nscriptio.n is an
important skill i.n shorthand. Transcription involves not only the

ability to read and write shorthand, but also the proper use of previously learned knowledges like grammar, spelling, punctuation, and

sentence structure.
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Consequently, the five parts included i.n the Aptitude Test were:
Test A. Phonetic Understanding a.nd Spelling

Test B. Symbol Retention
Test C. Manual Dexterity
Test D. Proofreading and Punctuation

Test E. Sentence Retention and Writing Speed

These parts were arranged in the sequence in which students encou.nter the related shorthand skill.

In May, 1970, participation of the shorthand teachers in te.n
schools was solicited. They and their principals received personal-

ized letters. (Appendices B and C). Each teacher received, in addition, a memorandum stressing his responsibilities (Appendix B).

The teachers and principals completed, signed, and returned a
form (Appendix D) stating their willingness to participate.

The re-

turns were 100 perce.nt affirmative! The form indicated the number
of test copies needed and the date school started.

See Appendix A for a list of participating schools, teachers,
and principals.

During the spring and early summer of 1970, the redesigned

form of the test and its manual were evaluated by three members of
the Departments of Business Education and Secretarial Science at
OSU.
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In July, 1970, all directions were recorded on a magnetic tape

and the test was administered to its first pilot group, 22 graduate
students enrolled in a Problems and Research Techniques in Business

Education class at OSU. All of these students were business teachers-16 of whom had studied or studied and taught shorthand.

These 22 analyzed the test after they had taken it. Since the

majority of them knew Gregg shorthand, it was felt their suggestions
were meaningful.

Nine other individuals--seven of whom had taught shorthand--

read and examined the test and its manual for clarity and comprehensibility. Their evaluation was from the test administrator's viewpoint.

Another revision was then administered independently to four

others to ascertain if greater clarity had been induced and an improvement in timing made. Further suggestions were adopted where
possible.

This revision was administered to six Corvallis High School

girls who were interested in learning shorthand but had not enrolled

in a class. The names of several girls were secured through the
counselor's office at the High School. They were contacted by tele-

phone and asked about their interest in shorthand and willingness to

participate in the experiment. Six of the girls who responded
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affirmatively were selected--four seniors, one junior, and one
recent graduate. Their cumulative grade-point averages. ranged from
3.8 to 2. O.

This group seemed to enjoy having the directions on a prerecorded magnetic tape, which was specially recorded for this administration. Their reactions toward the tape were that the tape didn't
hamper their achievements but helped them concentrate. More
experimentation was conducted with them concerning timings and

dictation rates for Test B, Symbol Retention, and Test E, Sentence
Retention and Writing Speed.

Comments concerning the construction of the test, its clarity,

format, and overall appeal were solicited. The general reaction was
that because the test was "fun," it would entice them toward greater
learning in shorthand if they were enrolled. They felt it would spur
them on to higher levels of achievement.

Construction of the First-Semester Shorthand Aptitude Test
The Aptitude Test was developed to include skills which were

significant to success in the first semester of Gregg shorthand.

These

skills constitute the titles of the five parts of the test.
Test A. Phonetic Understanding and Spelling. This was a test

of the student's understanding of phonetics and his spelling ability.
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The 60 words listed were typed either phonetically or according to the
way they are spelled i.n Gregg shorthand. The student should have
had few problems i.n deciphering the words if he had a thorough understanding of sound.

Most students should have a complete understanding of those

vocabulary words as uncommon, unusual, or difficult words were .not
selected. All 60 words appeared in the Silverthorn High Frequency

Word List (74), which contained 4,950 words used most frequently
in writte.n business communications. These words represented the

majority of the Gregg shorthand principles and were presumed to be
in the student's vocabulary.
The student was allowed five minutes to spell as many of the
words as he could.
Test B. Symbol Retention. The student's ability to memorize

quickly and transfer knowledge was tested. This was a substitution

test where te.n alphabetic letters were assigned familiar symbols.
The student was given one minute to study the randomly selected and

arranged letters and their respective symbols. After the study time,
he was allowed one-half minute to practice what he had memorized.
He then was given two minutes to substitute the proper symbols

for the letters. He was urged to work quickly a.nd accurately, making
reference to the key lines only if absolutely .necessary.
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Test C. Manual Dexterity. This was a test of the student's

ability to construct and write Gregg outlines fluently and accurately.
The student was urged NOT to draw his outlines. The nine outlines

were taken from the first 500 of the most frequently used words of
the Horn-Peterson List (28) and the Silverthorn High Frequency Word
List (74). These words represented several joinings and characters

used in writing Gregg shorthand. The outlines were of varying diffi-

culty to construct and were arranged from simple to complex.
The student was given a shorthand outline followed by a direc-

tional arrow to which he could refer at any time; i. e.

Al

.

He

also was provided with outlines over which he could trace and was

given an opportunity to see his teacher write the outline on the
chalkboard. It was felt the visual aid should strengthen the impor-

tance of fluency, proportion, and direction.
The student then was given seven seconds to trace and practice

the outline on the practice line. Subsequently, he was instructed to
write the outline as quickly and as accurately as he could for the .next
15 seconds.

Each section of this test was timed independently.
Test D. Proofreading and Punctuation. This was a test of the

student's ability to find and correct such items as misspelled words,
misused words, and punctuation errors. He also studied the context
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of the sentence and determined which of two similar-sounding words

would better complete the sentence.

The student was asked to proofread a letter, which contained 30

errors, and record his corrections on the blanks provided. He was
given three minutes.
Test E. Sentence Retention and Writing. Speed. This was a test

of the student's ability to retain a sentence or a partial sente.nce and
continue to write it in longhand after the dictator finished dictation.
A student i.n shortha.nd is rarely "right with" the dictator; he most

frequently relies on his memory for past dictation while he continues
to liste.n to the new dictation.

It was presumed that not all students would be able to remember

all parts of all sentences as the sentences got progressively longer.
The sentences did NOT get faster in dictation; all sentences were dictated at 80 words a minute. Enough time remained after dictatio.n to
allow the student to complete the lo.ngha.nd recording at approximately

28 words a minute before he was instructed to stop writing. There-

fore, the rate of writing should .not have bee.n a barrier to his retention. To prevent further barriers, the vocabulary was common and

familiar. The test was designed to measure retention a.nd actual
recording of the dictation, not spelling or punctuation.

All administrative directions for the First-Semester Shorthand
Aptitude Test were recorded on a magnetic tape. This master tape
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was then dubbed so all testees heard exactly the same directions and
had exactly the same amount of time to complete the parts. This

means of administration led to greater consistency and ease in administration. Every attempt was made to keep the circumstances

surrounding the administration of the tests as similar as possible for
all schools.
The Manual of Directions prepared for the Aptitude Test con-

tained verbatim directions which the teacher-administrator could
follow and use if necessary.

It took 45 minutes to administer the Aptitude Test.

Distribution and Collection of the First-Semester
Shorthand Aptitude Test Data
In August, 1970, the test and its manual were printed and coded

for distribution. Five hundred tests were numbered for distribution
among the ten schools. The number

001 to 500 -- became a part

of the student's assigned number used for the selection of the random
sample. The schools were alphabetized and assigned a number in

ascending order; thus, a student from Ashland High School had a test
numbered 01-001 while a student from Rogue River High School had a

test numbered 10-500. The first two digits referred to the school;

the last three, to the continuous numbering process. The last three
digits were used in selecting the random sample.
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Ample tests for the projected enrollment figures obtained from
the teachers and principals were coded for each school. The tests
were then packaged with the Manual of Directions (Appendix G), a

letter of directions to the shorthand teacher (Appendix F), and a prerecorded magnetic tape of directions.
Each of the packages was personally delivered during the latter

part of August, 1970. When the researcher delivered the tests and
talked with the shorthand teachers, she emphasized the importance
of administering the test on the first day of shorthand and of following

the directions in the manual. All teachers were very cooperative and
eager.

All tests were administered at the beginning of the school year
before any of the participating stude.nts had any formal instruction in
Gregg shorthand. The tests from Crater High School, however, could

not be included in the random sample because of a poorly dubbed

prerecorded tape and improper timing. These administrative errors
invalidated the results obtained from this school.
Mrs. Madeline S. Stro.ny (77), a renowned Gregg shorthand

authority, analyzed the Aptitude Test a.nd its manual after it was
administered in the high schools. She reacted very favorably to the

cover sheet, the test, and the manual. Mrs. Stro.ny's suggestions
will be considered if the test is revised again.
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The researcher personally collected all sets of data so she
could discuss the students' reactions with the teachers. In two
schools, the testing situation was discussed with the students, too.
The comments most generally heard were:

"The students thought the test was fun," and "The students are
excited about learning shorthand now."

Follow-Up Test to the First-Semester Shorthand Aptitude Test
The Follow-Up Test (Appendices J and K) was constructed to

test in shorthand the skills tested in the Aptitude Test. Three parts

of the Follow-Up Test--Tests A, B, and C--were based directly upon
Tests A and C of the Aptitude Test.
The Follow-Up Test and its manual (Appendix L) were evaluated

by three members of the Departments of Business Education and
Secretarial Science at OSU late in the summer of 1970. The seven
shorthand teachers who analyzed the Aptitude Test also analyzed the

Follow-Up Test for clarity. Suggestions were incorporated before
the test was piloted.
Only one pilot study of this test was conducted. In September,
1970, 34 students in the Adva.nced Stenography class at Southern Oregon

College took the test. Most of these girls had only one year of short-

hand in high school or in college. It was found that those who earned
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the higher grades in their previous shorthand classes also attained
the higher scores on the Follow-Up Test.
The majority of these girls did not remember that they took

new-matter dictation by the end of their first semester of shorthand.
Many of them found Part II extremely difficult; therefore, it was felt

that this part should be eliminated. Part II required transcriptions
of one-minute letters taken from dictation with speeds ranging from
100 to 50 words a minute.

The decision to exclude Part II was finalized after the researcher
talked with the eleven teacher-administrators of the Aptitude Test and
after Mrs. Strony analyzed the Follow-Up Test.

The teacher-admin-

istrators wanted to expose their students to this new learning experience, however, so the dictation section was administered but NOT
scored or included i.n the test results.
Construction of the Follow-Up Test to the
First-Semester Shorthand Aptitude Test

This test was developed to test the same skills which were tested
in the Aptitude Test.

The Follow-Up Test was designed as a performance test measuring accomplishment rather than potential or ability. It was to be

administered two weeks before the end of the first semester. It was
hoped that those students who showed greater achievements on the
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Aptitude Test and in their shorthand classes also would show the
greater achievements on the Follow-Up Test.

The test was administered in two sessions so the students would

not be rushed with their transcriptions on Part II.
PART I--Test A. Phonetic Understanding and Spelling. This

was a test of the student's ability to transcribe and spell correctly
words written in shorthand. The student should have had few problems in deciphering the words if he had a thorough understanding of

Gregg shorthand characters and their sounds.
These 30 words were taken directly from the 60 words on the
Pho.netic Understanding and Spelling section of the Aptitude Test.

They represented Gregg shorthand principles, were in the student's

vocabulary, and appeared frequently in the first-semester shorthand
textbook. The student was given three minutes to transcribe as many

words as he could.
Test B. Symbol Retention. This was a test of the student's

ability to write 30 dictated words in shorthand. This section was de-

signed to measure his ability to remember shorthand characters and
use them correctly in writing words from dictation.
One word was dictated every six seconds and was pronounced
twice.

This is the same timing used for the Gregg Awards. The

student needed to write the word in shorthand only once. He was

allowed to make corrections on his outlines.
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These 30 words included the remaining words on Test A of the
Aptitude Test.

Test C. Manual Dexterity. This was a test of the student's
ability to construct and write Gregg shorthand outlines fluently and

accurately. The student was urged NOT to draw his outlines. The
selected words were identical to those used on Test C of the Aptitude
Test. The student was not given a chance to practice the outlines

before being timed on his writing, however. He should have known

how to construct these outlines by the end of his first semester of
shorthand.

Each section of this test was timed independently. The student
was allowed 15 seconds to write each outline as quickly and as accur-

ately as he could.
Test D. Proofreading and Punctuation. This was a test identical

to Test D of the Aptitude Test. A different letter, still containing

30

errors, was provided for proofreading and correcting. The student
still was allowed only three minutes.

It took 30 minutes to administer Part I of the Follow-Up Test.
PART II--Test E. Sentence Retention and Writing Speed. This

was a test of the student's ability to retain dictation or a portion of it
and continue to write in shorthand at decreasing rates of dictation.
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The student was not given a preview or postview to any of the

letters. A one-half minute letter at 110 words a minute was dictated
as warmup. It was not anticipated that he would get this dictation

verbatim. Following the warm-up letter, one-minute letters at the

rates of 100, 90, 80, 70, 60, and 50 words a minute were dictated.
These letters constituted Test E. A twenty-second pause followed
each letter, allowing the student time to complete his writing.

After the dictation, the student was asked to select the three
highest rates of the letters on which he felt he did his best. He was

asked to transcribe those letters as accurately as possible. He was
allowed to use the dictionary during the 20 minutes which were granted.

It took 40 minutes to administer Part II of the Follow-Up Test.

All administrative directions for the Follow-Up Test were recorded on side two of the tape of directions. The same procedures

used for taping the Aptitude Test directions were used.
The Manual of Directions prepared for the Follow-Up Test con-

tained verbatim directions and dictation.
Distribution and Collection of the Follow-Up Test Data

Both parts of the Follow-Up Test, its manual, a summary letter,
and a prerecorded tape of directions (Appendices

I,

J, K, and L) were

delivered personally to the teacher-administrators in seven of the
high schools before Christmas vacation in December, 1970. The
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materials were mailed to the teacher-administrators in Butte Falls
and the two Klamath Falls schools; inclement weather prohibited personal delivery to these individuals.
A postcard (Appendix M) was mailed to the teachers in January,

1971, as a reminder of the administration dates of the Follow-Up Test.
The teacher received his card approximately one week before his

administration dates.
The test was to be administered two weeks before the e.nd of the

semester. Proper timing was possible for administration in all
schools except Grants Pass High School. Because of a one-week dis-

missal from school caused by inclement weather and one week of

semester examinations, the teacher waited until the first week of the
new semester to administer the test. As a result of this delay, 12 of
her students in the random sample did not take the Follow-Up Test.

Seven of the 12 received the grade of "D" or "F" in their study of

shorthand, however, and transferred to a different class. Four of the
remaining five were absent on the testing days a.nd earned the grade

of "C." The other individual dropped out of shorthand during the
second nine-week period.

All sets of data were personally collected from eight teacher-

administrators in seven schools. As the teachers and students were
concerned about Part II of the Follow-Up Test, they were reassured
that part would not be included in the final results.
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A letter (Appendix N) thanking the teachers for participating and

soliciting the semester grades for each student enrolled in shorthand
was mailed to the teachers about ten days after the semester ended.

Grades were solicited for all students because the teachers were unaware of the random-sample procedures used.
The principal of each school received a carbon copy of the thank-

you letter, along with a personalized, handwritten thank-you note.
In February, 1970, a double postcard (Appendix 0) was mailed
to each teacher asking about his major emphasis i.n shorthand during

the first semester. The areas were: reading, theory, or writing.
Population Sample

The Aptitude and the Follow-Up Tests were administered to all
students enrolled in beginning Gregg shorthand classes i.n ten high
schools in southern Oregon (Appendix A).

These schools were se-

lected because of their locality. Since the towns vary in population

from 350 to 30,000, it was felt that the sample would represent the
typical high school student population.

To obtain a representative sample, the random-sampling method
used conformed to two criteria. Every individual in the population
had an equal chance of being chosen and the selection of any one sub-

ject did not affect or relate to the selection of any other.
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A total of 411 students was tested on the first day of shorthand.
Excluding the students from Crater High School, 367 were eligible

to be considered for the random sample.
The sample population was chosen through the use of the stu-

dent's assigned code number on the Aptitude Test and a table of random numbers, which was randomly entered. If the code was one
assigned to a student at Crater High School or a_ student who dropped

out of shorthand before the end of the first nine weeks, that particular
subject was not eligible for inclusion.
Two hundred testees were selected. Guilford (29) points out
that an adequate sample should contain 100 subjects; any less would

be considered small. The precision of the conclusions is determined

by the size of the sample; therefore, 54.5 percent of the population
parameter was selected.
Follow-Up Tests were scored for those in the random sample;
however, all students in attendance on the days of administration took

the test. Complete data were available for 156 of the original 200
because of absenteeism, dropouts during the second .nine weeks, and

transference to other schools.
Following is a compilation of the random-sample data:

Table 12. Summary of Random-Sample Data.
No.
Sets of
Missing
Complete
Data
Tests Administered Random Sample
n = 44
n = 156**
n = 200*
N = 367

Tests Selected

High Schools
N=9

Teachers

Ashland Senior High School
Butte Falls High School
Eagle Point High School
Grants Pass High School
Henley High School
Klamath Union High School
Medford Senior High School
Phoenix High School
Rogue River High School

2

52

18

15

3

1

3

3

3

0

1

26

16

14

2

1

82

45

33

12

1

31

19

14

5

1

50

26

20

6

1

85

52

43

9

1

30

16

10

6

1

8

5

4

1

N = 10

54.5 percent of the total population
78 percent of the random sample
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Procedures Used in Scoring.

Each Aptitude and Follow-Up Test was personally hand scored

as another attempt to obtain consistent and objective results. It took
approximately seven minutes to score each Aptitude Test and 5 1/2

minutes for each Follow-Up Test, Part I.
Scoring of the First-Semester Shorthand Aptitude Test
Test A. Phonetic Understanding and Spelling. If the student's

response was incorrectly spelled, the answer was counted wrong as
studies showed that the better shorthand students were the better

spellers, generally speaking. There were a possible 60 points.
Test B. Symbol Retention. One point was given for each sym-

bol correctly substituted for one of the ten alphabetic letters. There
were 108 points possible.
Test C. Manual Dexterity. One point was allowed for each

shorthand outline which resembled the key outline. Because the student was not knowledgeable about Gregg shorthand and was being

pushed for speed, credit was given if the word was written basically
correctly. Thirty points were possible on each of the first six sections
and 25 on each of the last three.
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Test D. Proofreading and Punctuation. A possible 30 points

could be earned. Each corrected proofreading and/or punctuation

error and each correctly chosen similar word was valued at one point.
Test E. Sentence Retention and Writing Speed. A total of 196

points was possible; one point was allowed for each dictated word

written in longhand. A deduction of points was made only for omitted

dictated words, not for inserted or misspelled words, or punctuation

errors. The dictated words had to appear in the dictated sequence
to warrant credit.
Scoring of the Follow-Up Test to the First-Semester
Shorthand Aptitude Test--Part I
Test A. Phonetic Understanding and Spelling. Thirty points

were possible. This part was scored identically to Test A of the
Aptitude Test.
Test B. Symbol Retention. Thirty poi.nts were possible. To

earn a point, the shorthand outline had to be written correctly according to the Diamond Jubilee Series of Gregg shorthand. If the
proportio.n was poor, the response was cou.nted wrong.
Test C. Manual Dexterity. One point was given for each short-

hand outline which "closely" resembled the original outline. Proportion had to be good, and the outli.ne had to be legible. Thirty points

were possible on each of the first six sections and 25 o.n each of the

last three.
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Test D. Proofreading and Punctuation. Thirty points were

possible. This part was scored identically to Test D of the Aptitude
Test.

Processi.ng of the Data

Data from the Aptitude and Follow-Up Tests were coded and

tabulated on data sheets then transferred to punch cards. Subsequently
the data were analyzed by computer. All computations for obtaining

the mean, standard deviation, coefficient of correlation, and analysis
of variance were done at the Computer Center at Oregon State
University.

Two Oregon State University staff members assisted with the
analyses. The statistical consultant for the design of this study was

Dr. Norbert Hartmann, Assistant Professor of Statistics. The computer programmer was Mr. David Niess, a member of the Computer
Center. Members of the Business Division and the Computer Science
Department at Southern Oregon College also aided in processing the
data.
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IV. PRESENTATION AND ANALYSIS OF THE FINDINGS

Data for this study were obtained from the cover sheet of the
Aptitude and Follow-Up Tests, the Aptitude and Follow-Up Test

scores, and the first-semester shorthand grades earned by the testees.
(These grades were obtained from the shorthand teachers.)
The collected data were used in one of two kinds of statistical
analyses: (1) analysis of variance or (2) coefficient of correlation.

An analysis of variance was used to determine the significance i.n

group means for the data secured from the cover sheets. These

variances were compared to three criteria: first-semester shorthand
grade and Aptitude and Follow-Up Test achievement. The variances

in scores indicated the relationship of motivation and interest to success i.n shorthand.

An analysis of varia.nce was used also to determine the differences among the group means attained on the Aptitude and Follow-Up

Tests and the first-semester shorthand grades.
The hypothesis stating that the First-Semester Shorthand Apti-

tude Test results could be used as a prediction of success or failure
for stude.nts about to enroll in the first semester of Gregg shorthand
was tested through the coefficient of correlation.
The hypothesis that those who attained high scores on the Apti-

tude Test also would attain high scores on the Follow-Up Test and
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higher first-semester shorthand grades was tested through the coefficient of correlation. Correlation coefficients were computed
among the scores attained on the Aptitude and Follow-Up Tests and the

first-semester shorthand grades.
The statistical formulas used i.n this study are shown in Appendix P.

Analysis of Variance

The analysis of variance was used to determine the significance
i.n the differences among the group means. The F-Ratio computed for

the analysis of variance furnishes a comprehensive test of the signifi-

cance of these differences. A significant F does not indicate which
means differ significantly, but it indicates that at least one mean is
reliably different from the others.

Statistics indicate that if F is not significant, there is no reason for further testing as none of the mean differences will be significant. Therefore, if F was significant in the analyses computed for

this study, a t test was conducted to test the differences and indicate
which group contained the significantly different mean.

In all the analyses, the relationships between the predictor and
criterion variables were not considered significant when the probability of obtaining the results by chance was greater than five percent
(P > 0 . 05).
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Table 13, the summary table of the analysis of variance, illustrates:
1)

The comparisons which were made among the three criteria:
first-semester shorthand grade and Aptitude and Follow-Up
Test achievement,

2)

The degrees of freedom assigned to each comparison,

3)

The obtained value for F, and

4)

The level of significance for the obtained F-Ratio.

F-Ratios were computed for the following questions asked on the
cover sheet of the Aptitude or the Follow-Up Tests:
Why Are You Studying Shorthand?

An F-Ratio of 3.67 (P = 0.01) was obtained when comparing the

reasons why the students were studying shorthand with their Follow-Up
Test achievement.. With 5 degrees of freedom in the numerator and

150 degrees of freedom in the denominator (hereafter expressed as

5,150 df), an F-Ratio = 3.11 is necessary. There was a significant
difference in the variability of the means earned somewhere within the
following groups when comparing the means of the Follow-Up Test

scores:

1) wants to be a secretary,
2) wants to attend business school,
3) wants to use shorthand in college,
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Table 13. Summary Table of Analysis of Variance for Information on the Cover Sheet of the Aptitude
and Follow-Up Tests Compared with the First-Semester Shorthand Grade and Achievement
on the Aptitude and Follow-Up Tests. +
Compared With
a)

N "0

0)
.1,
cu

Why are you studying
shorthand?

.k.'

is.

bi)

0)

1

Asked after one semester
of shorthand- -Would
you still want to study
shorthand even if it
were not offered?
Why would you still want
to study shorthand?

a)

cn

.1-.

a.)

a.

E
a)

V

F -Patio

5,194
5,194
5,150

0.45
2.02
3.67

*

2,197
2,197
2,153

0.14
1.25
0.35

*

1,198
1,198
1,154

8.72
0.01
0.19

*

5,194
4,151

5.38
4.51

*
*

1,198
1,198
1,154

243.25
8.63
5.07

*

1,154
1,154
1,154

8.84

*

-0'
W

*

*

*
*

*

*

*
*

*

5.02

*

5,150
5,150
5,150

2,197
2,197
2,153

1.15
1.00
3.45

*

Refer to Appendix Q for complete computer data.

P = 0.01

*

*

0.06

2.34

*

P = 0.05

1.06

7,148
7,148
7,148

*

*

+

Level of Significance

Degrees of
Freedom

*

Why would you not still
want to study shorthand?

Teacher emphasis

4..J

71

0

x0 <46-. -8a/

First-semester shorthand
grade
Continued study of
shorthand second
semester

cn

0

Who suggested the
study of shorthand?

Asked before the study of
shorthand--Would you
still want to study
shorthand even if it were
not offered?

U2

4-,

T.

col

Characteristic

4-,

al

1.85
0.42

0.57
1.39

*
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4)

thinks shorthand will be interesting,

5)

wants to take better notes and obtain a job now, and

6)

other.

The "other" group included such reasons as: wants to learn to

write differently, faster, or neater; parents insisted; and thinks it is
important to know shorthand.

No significant difference in the means occurred when the rea-

sons were compared with the first-semester shorthand grade or
Aptitude Test achievement.
Who Suggested the Study of Shorthand?

There was no statistically significant difference in the achievement of the students who enrolled in shorthand through their own
choice (n = 178), because of parental influence (n = 21), or because of
a friend's influence (n = 1). This was the only question analyzed which

did not indicate a significant difference in means.
Table 14 illustrates the relationships of the mean Aptitude and

Follow-Up Test scores and the first-semester shorthand grades in
absolute values.
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Table 14. Relationship of Who Suggested the Study of Shorthand with

Aptitude and Follow-Up Test Scores and First-Semester
Shorthand Grade. (Expressed in Absolute Values)

Aptitude Test Follow-Up Test
First-Semester
Scores
Scores
Who Suggested the
X = 334
X = 159
Shorthand Grade*
Study of Shorthand?
Student's own
decision

Parental influence
Friend' s influence

159

2.75

(n = 139)

(n = 178)

310

163

2.86

(n = 21)

(n = 16)

330

(n = 178)

311

(n = 1)

A = 1.0
B = 2.0
C = 3.0
D = 4.0
F = 5.0

177

(n = 1)

(n = 21)

2.00
(n = 1)

T-values not significant at P = 0.05

Asked Before the Study of Shorthand--Would You Still Want to Study
Shorthand Even if Shorthand Were Not Offered?

A significant difference in the variability among the groups was

indicated when comparing the student's interest in learning shorthand
even though shorthand might not be offered in the curriculum, with the

first-semester shorthand grade--F = 8.72 (P = 0.01). To be significant with 1,198 df, an F = 6.76 must be obtained. Those who had a
strong interest in learning shorthand achieved significantly different

first-semester shorthand grades compared to those who did not.
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A significant difference in mean scores was not apparent when

student interest was compared with the Aptitude or Follow-Up Test
achievement.

First-Semester Shorthand Grade
Some students did significantly differently from others when com-

paring the first-semester shorthand grade with the scores attained
on the Aptitude and Follow-Up Tests. The F -Ratio revealed a signifi-

cant difference (P = 0.01) among the first-semester shorthand grade,
the Aptitude Test achievement, and the Follow-Up Test achievement.

To be significant with 5,194 df, an F = 3.11 must be obtained. The F
obtained between the first-semester shorthand grade and the Aptitude
Test achievement was 5.38. For significance (P = 0.01) with 5,151

df, an F = 3.14 must be obtained. An F of 4.51 was obtained between

the first-semester shorthand grade and the Follow-Up Test achievement.
Continued Study of Shorthand Second Semester

When comparing the continued study of shorthand during the

second semester with the first-semester shorthand grade, 1,198 df,
an F of 243.25 was obtained. When comparing the continued study

with the Aptitude Test achievement, an F of 8.63 was obtained. An
obtained F = 6.76 indicates a significant difference (P = 0.01).
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When comparing the continued study with the Follow-Up Test

achievement, an F of 5.07 (P

0.05), 1,154 df, was obtained. An

F = 3.91 is necessary for. P = 0.05.

These obtained F-Ratios are

indices that the students who continued their study of shorthand did
significantly differently on the Aptitude and Follow-Up Tests compared
to those who dropped out.
After One Semester of Shorthand Study--Would You Still Want
to Study Shorthand Even if Shorthand Were Not Offered?

When comparing the student's desire still to study shorthand

with the first-semester shorthand grade, an F of 8.84 (P = 0.01),
1,154 df, was found. An F = 6.81 indicates a significant difference.
No significant difference in the variability among the group means of

the Aptitude or Follow-Up Test achievement was indicated. Those

students who still had a great desire to learn shorthand continued to

achieve a significantly different first-semester shorthand grade compared to those whose interest was not as deep.
Why Would You Still Want to Study Shorthand?

The student was asked to respond to why he had the desire to
study shorthand even though shorthand might not be offered in the

curriculum. There was a significant difference among the means of the

first-semester shorthand grades and the reasons for having the desire
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to study shorthand. An F of 2.34 (P = 0.05), 7,148 df, was obtained. An F = 2.07 indicates a significant difference.
There was no significant difference i.n the variability among the

mean scores for the reasons and the Aptitude and Follow-Up Test
achievement.

The reasons stated for the desire to study shorthand were:
1)

enjoys shorthand

2)

finds shorthand fun, fascinating, or interesting

3)

wants to take better notes and obtain a job now

4)

wants to be a secretary

5)

wants to attend business school

6)

finds shorthand challenging and

7)

other.

Reasons such as: feels shorthand will help i.n the future or in

college, feels shorthand is important, feels shorthand is beneficial,
and wants to know about shorthand were categorized as "other."
Why Would You Not Still Want to Study Shorthand?

When comparing the reasons for not wanting to study shorthand

and the first-semester shorthand grade, an F of 5.02 (P = 0.01) was
found. An F = 3.14 indicates a significant difference when there are
5,150 df. No significant difference was found in the variability among
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the group means when comparing the reasons with the Aptitude and
Follow-Up Test achievement.

Teacher Emphasis

The shorthand teacher was asked to state his emphasis during

the first-semester of Gregg shorthand; i. e. , did he emphasize reading, theory, or writing? An F of 3.45 (P = 0.05) was obtained when
comparing the Follow-Up Test means for the three groups. With

2,153 df, an F = 2.27 must be obtained. No significant difference was
found when comparing the first-semester shorthand grade or the Apti-

tude Test means for the three groups.
Analysis of Significant F-Ratios Obtained
on Aptitude and Follow-Up Test Data

Table 15 indicates there was a significant difference in achievement on the Follow-Up Test (P = 0.05) between the group of students
who were studying shorthand to take better notes and obtain a job now
and those who wanted to attend a business school.

There was a signifi-

cant difference between the group interested in taking better notes and
those who thought shorthand would be interesting.

All significant differences occurred between the group studying

shorthand to take better notes and obtain a job and the other groups.
The differences in mean scores were significant (P = 0.01) when

Table 15, T-values for Comparison of Variances on Reason Why Student Wants to Study Shorthand and Achievement on Follow-Up Test. N = 156.
"0

0

0
4-4

Reason

Wants to be a secretary

df

df
91

1.63

37

1.06

3

0, 18

124

df

df

1.64

df

90

1.12

102

-2,87**

36

0.65

48

- 3.65 **

14

2.15*

11

0. 56

23

-2. 96**

Wants to use shorthand

in college
Thinks shorthand will
be interesting

Wants to take better
notes and obtain a
job now

Other
* P = 0. 05

**F

0.01

15

2.80*

12

0. 91

45

-0. 13

99

4.

0

1.15
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comparing this group with those who wanted to be secretaries, those
who wanted to use shorthand in college, and those twelve who had

various other reasons for studying shorthand. These data are expressed in absolute values in Table 16.
Strickland (76) and Tschider (80) found that students who en-

rolled in shorthand with a vocational objective had a lower failure rate
than others.
Table 17 indicates there was a significant difference (P = 0.01)

among the means of the first-semester shorthand grade earned and
the Aptitude Test achievement.

These differences were significant

when comparing the Aptitude Test achievement for those who earned

an "A" with those who earned a "B," "D," or "F," and those whose

grades were not available. Those who earned an "A" obtained a
significantly different (P = 0. C5) mean Aptitude Test achievement

score when compared with those who earned a "C."

There was a significant difference in the mean scores for all

students whose letter grades for the first semester were not available
and those who earned an "A," "B," "C," or "D. " Since no significant
difference was revealed between the "F" group and those whose grades

were not available, these grades and mean scores must have been

similar.

Table 16. Relationship of Why Student is Studying Shorthand with Aptitude and Follow-Up Test Scores
and First-Semester Shorthand Grade. (Expressed in Absolute Values)

Aptitude Test Scores
X= 334

Reason for Studying
Shorthand

Wants to be a secretary
Wants to attend business

N

Follow-Up Test Scores First-Semester
Shorthand Grade
X = 159

117

322

161

2.71

6

305

134

3.17

43

335

152

2.70

Wants to take better notes
and obtain a job now
Thinks it will be interesting

16

364

184

7

329

139

Other

11

327

151

2.75
3.57
2.82

school
Wants to use shorthand
in college

A = 1.0
B = 2.0
C = 3.0
D = 4.0
F = 5.0

T-values P = 0.01 (with Follow-Up only)
Wants to take better notes and obtain a job now vs. wants to be a

secretary
Wants to take better notes and obtain a job now vs. other
Wants to take better notes and obtain a job now vs. wants to
use shorthand in college
T-values P = 0.05 (with Follow-Up only)
Wants to take better notes and obtain a job now vs. thinks it will
be interesting
Wants to take better notes and obtain a job now vs. wants to attend
business school

co
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Table 17. T-Values for Comparison of Variances on First-Semester Shorthand Grades and Achievement
on Aptitude Test. N = 200.

Grade Earned

df

B

di

A

100

3.02 **

94
86

B

Grade Not
Available

C

df

D

df

F

di

2.62*

80

2.69 **

72

3.43 **

64

4.23 **

72

0.13

64

1.15

56

2.38*

66

0.37

58

1.35

50

2.53 **

44

0.94

36

2.14*

28

1.28

-0.28

C
D
F

P = 0.05
**P = 0.01

Table 18 illustrates the comparison of mean scores on the
Follow-Up Test with the first-semester shorthand grade. A significant difference (P = 0.01) in the means obtained by those who earned
an "A" was found compared to those who earned a "C" or "D." This

table also indicates a significant difference (P = 0.01) between the
mean scores for those who earned a "B" or "C."
Table 18.

T-Values for Comparison of Variances on First-Semester
Shorthand Grades and Achievement on Follow-Up Test.
N = 156.

Grade Earned

df

A

97

B
C

D

P = 0.05
P = 0.01

B

0.95

df

C

df

D

df

82

3.61**

70

2.67**

55

1.81

77

2.70**

45

1.91

50

1.39

50

-0.38

35

0.07

23

0.29

Table 19. Relationship of First-Semester Shorthand Grade with Aptitude and Follow-Up Test Means. (Expressed inAbsolute Values)
Grade Earned
Grade Not
A

B

C

D

F

Available

(n = 55)

(n = 47)

(n = 41)

(n = 27)

(n = 19)

(n-= 11)

354

323

326

321

306

280

Follow-Up Test Mean N = 156

(n = 52)

(n = 47)

(n = 32)

(n = 20)

Mean of Y = 159
Maximum Y = 270

169

164

146

149

Test Data

Aptitude Test Mean N = 200

= 334
Maximum X = 467
Minimum X = 203
Range of X = 264
Mean of X

Minimum Y = 87
Range of Y

= 183

Aptitude Test

T-values P = 0.01
A vs. B
A vs. D
A vs. F
A vs. NA
C vs. NA

T-values P = 0.05
A vs. C
B vs. NA
D vs. NA

Follow-Up Test

T-values P = 0.01
A vs. C
A vs. D
B vs. C

(n

5)
145

81

Absolute values for the mean scores earned on the Aptitude
and Follow-Up Test by those students who received a first-semester

shorthand grade are illustrated in Table

19.

Table 20 reveals there was a significant difference in the means
of those who continued their study of shorthand the second semester
compared to those who did not. This difference was evident in

analyzing the Aptitude Test achievement (P = 0.01), Follow-Up Test

achievement (P = 0.05), and first-semester shorthand grades
(P = 0.01).
Table 20. T-Values for Comparison of Variance Relating to Those Who Continued Their Study of
Shorthand with the Aptitude and Follow-Up Test Achievement and First-Semester Shorthand Grades.

Aptitude Test
Achievement

Continued Study
of Shorthand

df

Yes vs. No

198

N = 200

2.94**

Yes N = 148

No N = 52

df
154

Follow-Up Test
Achievement
N = 156

2.25*

Yes N = 139

No N = 17

df

First-Semester
Shorthand Grade
N = 200

198

Yes N = 148

No N = 52

41" = 0.05
**

P = 0.01

Absolute values for the data expressed above are reported i.n
Table 21.
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Table 21. Relationship of Aptitude and Follow-Up Test Scores and First-Semester Shorthand Grade
in Relation to Continued Study of Shorthand. (Expressed in Absolute Values)
Aptitude Test Scores
Continued Study
of Shorthand

=334
(N = 200)

No

2.04

(N = 148)

(N = 139)

(N = 148)

309

144

(N = 52)
1.0
= 2.0
= 3.0
= 4.0
= 5.0

First-Semester
Shorthand Grade*
(N = 200)

161

335

Yes

Follow-Up Test Scores
X = 159
(N = 156 )

(N = 17)

4.81

(N = 52)

A =
B

C
D
F

T-values P = 0.01
Yes vs. No with Aptitude Test
Yes vs. No with first-semester shorthand grade
T-values P = 0.05
Yes vs. No with Follow-Up Test

The t-value obtained when comparing the first-semester shorthand grades for those who still would have the desire to study shorthand even if shorthand were not offered in the curriculum and those

who lacked this desire was significant (P = 0.01). The obtained
t-values for the grades were significant when the question was asked
on the cover sheet of the Aptitude and Follow-Up Tests.

This indicates

those who had the desire to continue to learn shorthand had greater
self-motivation which contributed to their success (a better shorthand
grade). No statistically significant difference was found in the mean

Aptitude or Follow-Up Test Achievements for these same groups.
Table 22 illustrates the t-values obtained when the question concerning the continued desire to study shorthand was asked on the Aptitude Test.
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Table 22. T-Values for Comparison of Variance of the Continued Desire to Study Shorthand Even if
Shorthand Might Not Be Offered in the Curriculum with the Aptitude and Follow-Up Test
Achievement and the First-Semester Shorthand Grade. (Question Asked on Cover Sheet of
Aptitude Test)
Continued Desire to
Study Shorthand
Yes vs. No

**

df

Aptitude Test
Achievement

-0.11

198

df

Follow-Up Test
Achievement

df

First-Semester
Shorthand Grade

154

-0.43

198

- 2.95 **

Yes N = 167

Yes N = 137

Yes N = 167

No N =

No N =

No N =

33

19

33

P = 0.01

Table 23 relates these values in absolute scores.
Table 23. Relationship of Aptitude and Follow-Up Test Scores and First-Semester Shorthand Grade
Relative to the Desire to Study Shorthand Even if Shorthand Were Not Offered in the
Curriculum. (Expressed in Absolute ValuesQuestion Asked on Cover Sheet of Aptitude
Test)
First-Semester
Follow-Up Test Scores
Aptitude Test Scores
Shorthand
Grade*
X
=
159
5C = 334
Continued Desire to
Study Shorthand
Yes

(N = 200)

159

328

(N = 167)
(N =

(N = 137)
162

329

No

(N = 156)

33)

(N = 19)

(N = 200)
2.61

(N = 167)
3.52

(N = 33)

*

A = 1.0
B = 2.0
C = 3.0
D = 4.0

T-values P = 0.01
Yes vs. No with first-semester shorthand grade

F = 5.0

Table 24 illustrates the t-values obtained when the question concerning the desire to study shorthand was asked on the Follow-Up
Test.
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Table 24. T-Values for Comparison of Variance of the Continued Desire to Study Shorthand Even if
Shorthand Might Not Be Offered in the Curriculum with the Aptitude and Follow-Up
Test Achievement and the First-Semester Shorthand Grade. (Question Asked on Cover
Sheet of Follow-Up Test) N = 156.
Continued Desire to
Study Shorthand

df
154

Yes vs. No

Aptitude Test
Achievement

Follow-Up Test
Achievement

1.03

0.25

First-Semester
Shorthand Grade
-2. 97 **

Yes N = 126

No N =

30

**

P = 0.01

Table 25 expresses these values in absolute scores.
Table 25. Relationship of Aptitude and Follow-Up Test Scores and First-Semester Shorthand Grade
Related to the Desire to Study Shorthand Even if Shorthand Were Not Offered in the
Curriculum. (Expressed in Absolute Values--Question Asked on Cover Sheet of Follow-Up

Test) N = 156.

*

Follow-Up Test Scores

N

X = 334

X = 159

Yes

126

336

160

2.10

No

30

326

158

2.77

A = 1.0

B

T.--

First-Semester
Shorthand Grade*

Aptitude Test Scores

Continued Desire to
Study Shorthand

2.0

C = 3.0
D = 4.0
F = 5.0

T-value P = 0.01
Yes vs. No with first-semester shorthand grade

Table 26, on the following page, indicates there were significant

differences in the first-semester shorthand grades and the reasons
the students still had the desire to study shorthand. A significant difference (P = 0.01) appeared in the comparison of the mean grades
earned by those who wanted to take better notes and obtain a job now

Table 26. T-values for Comparison of Variances After One Semester of Study for Reason Why Student Still Desires to Study Shorthand Even if
Shorthand Were Not Offered in the Curriculum and First-Semester Shorthand Grade.*** N = 126.
"0

trj
0

W d0

W

2

4,
IND
`")

Reason for Wanting
to Study Shorthand
Enjoys shorthand

a

(1)

N

df

8

23

o`"

0.03

df

no

df

y

df

t3

o

74

df

df

0

df

30

0. 74

145

0. 52

8

-1. 43

7

-1. 49

21

O. 38

36

39

0. 91

74

0.66

17

-1. 53

16

-1. 55

30

0. 43

45

81

-0.44

24

-1.94

23

-1. 85

37

-0.41

52

-2. 81**

59

-1. 84

58

-1. 76

72

-0. 10

87

-2. 95**

1

-0. 37

15

1. 72

30

0.91

14

1. 69

29

1. 10

43

-2.00

Finds shorthand fun,

fascinating, or
interesting

17

Wants to take better
notes and obtain a
job now

Wants to be a secretary

24
59

Wants to attend business
school

2

Finds shorthand
challenging

1

Other

15

P = 0. 05

P = 0.01
Variances not significant when compared with achievement on aptitude or follow-up test.
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and those who lacked the desire. A significant difference (P = 0.01)

also appeared between those who wanted to be secretaries and those
who lacked the desire.

Table 27 expresses in absolute values that those students who

still had the desire to study shorthand because they wanted to take
better notes and obtain a job now earned a 1.92 first-semester shorthand grade. Those who lacked the desire earned a 2.77. (A = 1.0,
Those who wanted to be secretaries earned a 2.03.
, F = 5.0)
.
.

with
Table 27. Relationship of Why the Student Would Still Have a Desire to Study Shorthand
(Expressed
in
Aptitude and Follow-Up Test Scores and First-Semester Shorthand Grade.

Absolute Values)

Aptitude Test Scores

X = 334

Follow-Up Test Scores

X = 159

First-Semester
Shorthand Grade*

Reason for Desire to Study

N

Enjoys shorthand

8

351

165

2.25

fascinating, or interesting

17

344

152

2.24

Wants to take better notes
and obtain a job now

24

361

162

1.92

Wants to be a secretary

59

326

161

2.03

2

348

138

3.50

1

362

163

4.00

Other

15

317

158

2.07

Lacks the desire

30

326

158

2.77

Finds shorthand fun,

Wants to attend business
school

Finds shorthand challenging

A =

=
C =
D =
F =
B

1.0
2.0
3.0
4.0
5.0

T-values P = 0.01 (with first-semester shorthand grade only)
Wants to take better notes and obtain a job now vs. lacks
desire.

Wants to be a secretary vs. lacks the desire.
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Table 28 indicates the differences when comparing the reasons

why the students lacked the desire to study shorthand and their first-

semester shorthand grades. A significant difference (P = 0.05) appears among the mean grades for those who disliked, had no need for,
and did not understand shorthand.
Table 28. T-Values for Comparison of Variances After One Semester of Study for Reason Why Student
Would Not Desire to Study Shorthand Even if Shorthand Were Not Offered in the Curriculum
and First-Semester Shorthand Grade.*** N = 30.

',I t

-o ..So

g
0

Reason for Not Wanting
N
to Study Shorthand
Dislikes shorthand

7

Has no need for
shorthand

8

df X
13

cd

cd

0

2.61*

df

df

3

Doesn't want to be a
secretary now

3

Other

9

df

0
2.09

- 7,,>.
df

0 44
3.55 **

8

1.03

8

2.12

14

9

-3. 04*

9

0.17

15

-0.61 132

4

2.67

10

2.64* 127

10

-0.62 127

-0.15

133

0.94

Doesn't understand
shorthand

..

,...

131

0.08
3.57 **

* P = 0.05
** P = O. 01
*** Variances not significant when compared with achievement on aptitude or follow-up test.

Those who did not understand shorthand obtained a significantly

different (P = 0.05) first-semester shorthand grade when compared
with the nine students who had other reasons for not wanting to study
shorthand. These "other" reasons included too much homework and

not interested in shorthand.
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Table 29 expresses in absolute values the relationships among

the reasons why the student lacked the desire to study shorthand, the
mean Aptitude and Follow-Up Test scores and the first-semester
shorthand grade.
Table 29. Relationship of Reason Why Student Lacks the Desire to Study Shorthand with Aptitude and
Follow-Up Test Scores and First-Semester Shorthand Grade. (Expressed in Absolute Values)
First-Semester
Shorthand Grade*

Aptitude Test Scores

Follow-Up Test Scores

N

X = 334

X = 159

Dislikes shorthand

7

327

151

3.57

Has no need for shorthand

8

324

178

2.13

Doesn't understand shorthand

3

295

148

4.33

Doesn't want to be a
secretary now

3

316

132

2.00

Other

9

339

158

2.44

126

336

160

2.10

Reason for Lack of Desire

Still desires to study
shorthand
A =

=
C =
D =
F =
B

1.0
2.0
3.0
4.0
5.0

T-values P = 0.01 (with first-semester shorthand grade only)
Dislikes shorthand vs. still desires
Doesn't understand shorthand vs. still desires
T-values P = 0.05 (with first-semester shorthand grade only)
Dislikes shorthand vs. has no need for shorthand
Has no need for shorthand vs. doesn't understand shorthand
Doesn't understand shorthand vs. other

Table 30 expresses a significant difference (P = 0.05) in the
mean Follow-Up Test achievement scores was attained by those who

had reading emphasized in comparison to those who were in classes
where writing was emphasized. No significant difference was indi-

cated in the mean Aptitude Test scores or first-semester shorthand
grades for the groups.
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Table 30.

T-Values for Comparison of Variance Between Teacher
Emphasis and Achievement on Follow-Up Test. N = 156.
N

df

Theory

df

Writing

Reading

96

121

1.70

127

2.35*

Theory

27

Writing

33

Teacher Emphasis

0.40

58

P = 0.05
Table 31 indicates in absolute values that the significantly differ-

ent mean Follow-Up Test scores were: Reading, 164 points; Writing,
150.
Table 31. Relationship of Teacher Emphasis with Aptitude and Follow-Up Test Scores and FirstSemester Shorthand Grade. (Expressed in Absolute Values)
First-Semester
Follow-Up Test Scores
Aptitude Test Scores
Teacher Emphasis

X = 334

X = 159

332

164

(n = 120)

(n = 96)

Reading

(n =

153

2.94

35)

(n = 35)

150

2.44

45)

(n = 33)

(n = 45)

319

Writing

(n =

2.83

(n = 120)

(n = 27)

324

Theory

Shorthand Grade*

*

A = 1.0
B = 2.0
C = 3.0
D = 4.0

T-values P = 0.05 (with Follow-Up Test only)
Reading vs. writing

F = 5.0

Appendix Q contains complete computer data concerning the F-

Ratios and t-values.
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Analysis of Correlation Coefficients Obtained from Aptitude Test,
Follow-Up Test, and First-Semester Shorthand Grade Data

Correlation coefficients were computed to determine whether

there was any relationship, over and above chance (P = 0.05), between two variables. All possible correlation coefficients were

determined using the following variables:
1)

Each part of the Aptitude Test with every part of the Apti-

tude test,
2)

Each part of the Aptitude Test with the first-semester
shorthand grade,

3)

Each part of the Follow-Up Test with every part of the
Follow-Up Test,

4)

Each part of the Follow-Up Test with the first-semester
shorthand grade, and

5)

Each part of the Aptitude Test with each part of the FollowUp Test.

The means, standard deviations, and number of observations for
all parts of the Aptitude and Follow-Up Tests and the first-semester
shorthand grades are found in Appendix R.

In determining how closely related the obtained correlations

were to their critical values, a correlation coefficient table at the 5
and 1 percent levels of significance was used. Portions of this table
appear in Table 32.(26, p. 201).
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Table 32. Correlation Coefficients at the 5% and 1% Levels of
Significance.

Degrees of
Freedom
(N -

2)

Levels of Significance
5%

1%

200

.205
.195
.174
.159
.138

300

.113

.267
.254
.228
.208
.181
.148
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100

125
150

A correlatio.n which is higher tha.n that shown in the 1 percent

colum.n between the two criteria being measured indicates that the
relationship was highly significant. This significant correlation, how-

ever, cannot be accepted as a highly accurate predictor of the degree
of success that a person will achieve in a shorthand class. Other

factors, which affect success, such as interest, motivation, drive,
and desire must be considered.

-R tests convey indices of linear relationships betwee.n two variablest' therefore, r is merely an estimate of the degree of close.ness
in the relationship.

In the field of vocational testing, the r's between test
batteries and measures of aptitude represented by various
criteria rarely rise above .50. Correlations above this
figure would be considered exceptionally promising, and
smaller r's are often serviceable. The r to be used for
predicting the standing of individuals must be a great deal
higher than the r to be used in forecasting the likely achievement of groups (26, p. 176).
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Garrett and Woodworth assigned the following interpretations to

r-(26, p. 176):
Interpretation

Correlation
+.70 to +1.00

High to very high relationship

+. 40 to + .70

Substantial or marked relationship

+. 20 to +

Low relationship; present but

.

40

s light

Indifferent or negligible relation-

.00 to + .20

ship

Guilford, whose interpretation of r is almost identical to the
one shown above, stated:
. . . the question regarding size of r cannot be fully
answered without making reference to particular uses
of r. One common use is to indicate the agreement of
scores on an aptitude test with measures of academic or
of vocational success. Such a correlation is known as a
. Common experience shows that
validity Coefficie.nt
the validity coefficient for a single test may be expected
to range from .00 to . 60, with most indices in the lower
part of that range (30, p. 10 3-10 4).
.

Whether the coefficients reported in this study can be classified

as "high," "medium," or "low" is a matter of conjecture at this point.
Such classifications make way for further research with instruments
and populations with similar interests.
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R's for Aptitude Test with Aptitude Test and
First-Semester Shorthand Grade

All parts of the Aptitude Test (see page 46) were correlated

with the first-semester shorthand grade and every part of the Aptitude

Test. The correlation matrix is shown in Table 33.
Phonetic Understanding and S ellin --Test A--had a stronger
relationship (r = 0. 75) with Test D than it did with any other part of

the same test. This was the highest relationship shown between any
of the parts of the Aptitude Test. Test A also had a greater relationship ( -0. 31) with the first-semester shorthand grade than did the other

parts of the Aptitude Test except for Test D (-0.33).
Table 32 indicated a significant correlation (P = 0.01) if the

correlation obtained were greater than 0.181. Test A correlated with
all other parts except with Test C higher than 0.181. The correlation
of 0.15 obtained between Tests A and C was not significant and indi-

cates little relationship between manual dexterity, word discrimination,
and phonetic ability, phonetic aptitude, and. spelling.

Symbol RetentionTest B--had its best relationship (0.46) with
the total score of the Aptitude Test and its weakest relationship (0.05)
with Test E. Test B, a substitution test, might have produced dif-

ferent results if the ten randomly chosen symbols were more closely

Table 33. Correlation Matrix for Aptitude Test Scores and First-Semester Shorthand Grade. N = 200.

Aptitude Test

Test A
Test B

Test C

Test B

0.24

Aptitude Test*
Test C
Test D
Test E

First-Semester
Total

Shorthand Grade

0.15

0.75

0.32

0.60

-0.31

0.24

0.20

0.05

0.46

-0.12

0.08

-0.05

0.49

0.12

0.32

0.54

-0.33

0.74

-0.25

Test D

Test E
Total
*Aptitude Test
Test A - Phonetic Understanding and Spelling
Test B - Symbol Retention
Test C - Manual Dexterity
Test D - Proofreading and Punctuation
Test E - Sentence Retention and Writing Speed

-0.27
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related to actual shorthand symbols rather than to known geometric
symbols. This test yielded a -0.12 with the first-semester shorthand

grade.

Manual Dexterity--Test C--had its strongest relationship (0. 49)
with the total of the Aptitude Test and its next highest relationship
with Test B (0.20). Manual dexterity related its lowest relationship

with Test E (-0.05). The correlations obtained with manual dexterity

as a criterion produced the lowest correlations with the other parts
of the Aptitude Test and the first-semester shorthand grade.

Proofreading and PunctuationTest D--showed its highest relationship with the other parts of the Aptitude Test when correlated with
Test A (0.75). This r could be considered a fairly good predictive

measurement of the understanding of phonetics and grammar. Test D

yielded the highest relationship when compared to the first-semester
shorthand grade (-0.33). It yielded its lowest r with manual dexterity
(0.08).

Sentence Retention and Writing Speed--Test E-- showed its high-

est relationship (0. 74) with the total of the Aptitude Test. The rela-

tionships obtained between Tests E and A were the same as those
obtained between Tests E and D (0.32).

In comparing the total Aptitude Test score to the first-semester
shorthand grade, an r of -0.27 was obtained. In analyzing the first-

semester shorthand grade correlations, Tests A and D yielded a
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correlation of similar values; -0.31 and -0.33 respectively. These
two parts had a stronger relationship to success in shorthand than
did the other three parts of the Aptitude Test or the total. Success
would be qualified as a passing grade of "C's or better, attained at the
e.nd of the first semester of shorthand study. Because of the numeri-

cal assignment in coding semester grades (A = 1.0,

F = 5.0),

most of the correlations are negative when comparing the grade with

a criterion.
R's for Follow-Up Test with Follow-Up Test
and First-Semester Shorthand Grade

All parts of the Follow-Up Test were correlated with the firstsemester shorthand grade and every part of the Follow-Up Test.
These parts are identified the same as the Aptitude Test parts (s ee
page 46). The correlation coefficients are illustrated in Table 34.

Phonetic Understandin. --Test A--yielded its greatest relationship with Test B (0.60). This was the highest relationship
reported within the parts of the Follow-Up Test. Test A yielded the

highest relationship with the first-semester shorthand grade (0.41).
In analyzing Table 34, Test A revealed a substantial or marked relationship with all the Follow-Up Test parts except with Test C. This

relationship was strong also with the total score and first-semester
shorthand grade.

Table 34. Correlation Matrix for Follow-Up Test Scores and First-Semester Shorthand Grade.

N = 156.

Follow-Up Test*

First-Semester

Follow-Up Test*

Test B

Test C

Test D

Total

Test A

0.60

0. 26

0.55

0. 60

-0.41

0.11

0.26

0.41

-0. 40

0.30

0.91

-0.10

0.56

-0.33

Test B
Test C
Test D

Total
ry

Follow-Up Test
Test A--Phonetic Understanding and Spelling
Test B--Symbol Retention
Test C--Manual Dexterity
Test D--Proofreading and Punctuation

Shorthand Grade

-0.30
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Symbol Retention--Test B--had r's ranging from 0.11 with
Test C to 0.60 with Test A. Test B correlated second highest with

the first-semester shorthand grade (0.40).
Manual Dexterity--Test C--had its strongest relationship with
the total score of the Follow-Up Test (0.91). Test C disclosed a low

or slight correlation with all parts of the Follow-Up Test. It yielded

its lowest relationship, however, when compared to the first-semester
shorthand grade (0. 10).

Proofreading and Punctuation--Test D--yielded the same rela-

tionship, its highest, with Test A and the total score (r

0.56). It

revealed a correlation of -0.33 when compared with the first-semester
shorthand grade. Generally speaking, Tests D and A showed the

highest overall correlations with the other parts of the Follow-Up
Test.

All correlations with the total score indicated a marked or substantial relationship except for manual dexterity, which displayed a
very high relationship (r = 0.91).
A correlation of -0.30 was obtained when comparing the total

Follow-Up Test score and the first-semester shorthand grade. According to statisticians (26), anything less than 0.208 with 150+

degrees of freedom is considered significant (P = 0.01).
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R's for Aptitude Test with Follow-Up Test
In analyzing the relationships between the Aptitude and Follow-

Up Test parts and their totals, the highest relationship occurred between the two Proofreading and Punctuation Tests (r = 0.69), All

relationships between the Aptitude and Follow-Up Tests are reported
in the following table.
Table 35. Correlation Matrix for Aptitude Test Scores with Follow-Up Test Scores and First-Semester
156.
Shorthand Grade. N
Follow-Up Test

Total

First-Semester
Shorthand Grade

Aptitude Test

Test A

Test B

Test C

Test D

Test A

0.58

0.33

0.21

0.63

0.44

-0.31

Test B

0.23

0.20

0.28

0.19

0.33

-0,12

Test C

0.13

0.08

0.48

0.13

0.45

0.12

Test D

0.55

0.25

0.26

0.69

0.48

-0.33

Test E

0.10

0.23

0.02

0.28

0.12

-0.25

Total

0.34

0.31

0.35

0.45

0.47

-0.27

A substantial relationship of 0.63 occurred when comparing the
Aptitude Test A with the Follow-Up Test D.

Substantial relationships of +0.50 were reported when comparing
Test A of the Aptitude Test to its like test on the Follow -Up (r = 0.58)
and when comparing Test D of the Aptitude Test with Test A of the

Follow-Up (r = 0.55). A definite relationship between these tests was
indicated.

100

Three of the five lowest relationships occurred when Test E of

the Aptitude Test was used as a criterion. Achievement on this test
did not have much influence on the achievement on any part or the total
of the Follow-Up Test.

The highest relationship obtained when comparing the five parts

and the total of the Aptitude Test with the total score of the Follow-Up
was fou.nd with Test D as the criterion (0.48). Four of the six relation-

ships with the total score were similar in that they yielded an r = ±0. 40.

These four were Tests A, B, D, and the Aptitude Test total.
A correlation of 0.48 was obtained when comparing the two man-

ual dexterity tests. A definite relationship appeared between these
two like parts.

Of the remaining correlations, one was substantial. The total of
the Aptitude Test yielded an r = 0.45 when compared with Test D of the
Follow-Up Test.

Of the 30 r's obtained in Table 35, excluding the first-semester

shorthand grade correlations, ten of the correlations indicated a substantial or marked relationship, occurring within the range of +0.40
to +0.69. These correlations made up 33.33 percent of the total r's.

Twelve r's fell within the range of a +0.21 to +0.35, indicating

a low correlation, for a total of 40 percent of the r's.
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The remaining eight r's fell within the range of +0.08 to +0.20

to indicate an indifferent or negligible relationship. These eight r's

constituted 26.67 percent of the total r's in the matrix.
The predictive validity of the Aptitude Test could be considered

substantial or marked when comparing the two criteria--the total test
scores of the Aptitude and Follow-Up Tests (r = 0.47), The predictive
validity could be considered slight but present when comparing the

Aptitude Test total score with the first-semester shorthand grade
(r = - 0.27).

The correlations obtained indicate that the Aptitude Test does
have empirical validity even though the coefficients ranged from

-0.27, when compared to the first-semester shorthand grade, to
0.47, when compared to the total Follow-Up Test score.
First-Semester Shorthand Aptitude Test Findings
Relative to Other Aptitude Test Findings

The five parts of the First-Semester Shorthand Aptitude Test

are compared with similar parts of the Turse, ERC, and Allyn
Shorthand Aptitude Tests in Table 36.
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Table 36. Related Parts of Four Shorthand Aptitude Tests.
First-Semester
Shorthand Aptitude

Turse
Shorthand Aptitude

Phonetic Understanding and
Spelling

Spelling
Phonetic Association

Symbol Retention

Symbol Transcription

Manual Dexterity

Stroking

Proofreading and Punctuation

Word Discrimination

Stenographic Aptitude

Allyn
Shorthand Aptitude

Phonetic Spelling

Phonetic Spelling

ERC

Writing Shorthand

Word Discrimination

Spelling

Speed of Writing
Sentence Dictation

Writing Speed

Word Sense

Sentence Retention and
Writing Speed

Dictation

In analyzing Table 35 for the First-Semester Shorthand Aptitude

Test, Table 37 for the Turse, Table 38 for the ERC, and Table 39
for the Allyn, similarities can be found among the obtained correlations. Table 35 illustrates correlations of the First-Semester Short-

hand Aptitude Test with the Follow-Up Test and first-semester shorthand grades. The Turse and ERC tables illustrate correlations of the

aptitude tests with first-year shorthand grades. The Allyn table

illustrates correlations of the aptitude test with first- and secondsemester achievement tests.
Following is a compilation of correlations obtained by Turse,

Cwierz, Davis, Jack, and Pauk when they correlated the Turse sub-

tests with first-year shorthand grades (84, p. 3; 15, p. 28; 20,

44, p. 213; 63, p. 8):

.

12;
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Table 37. Correlation of Turse Subtest Scores with Shorthand Grades.

Turse

Cw ierz

Davis

Jack

Pauk

N=268

N=80

N=366

N=54

N=41

Stroking
Spelling
Phonetic Association

.30

.21
.41

.0057

.04
.56

.54

Symbol Transcription
Word Discrimination
Dictation

.38
.50
.33

.34
.27
.30

.10
.21
.21

.39
.58

Word Sense

.57
.67

.37
.62
.18
.63
.63

Turse Subtests

Total Turse

.34
.57

.21

.31

.

36

.37
.37
.29
.40
.51

.58

.14
.21

The correlations obtained for the five corresponding parts of the
First-Semester Shorthand Aptitude Test were not much lower than
those shown above for the Turse Test.
Hutson and Vincent reported the following correlations when

comparing the ERC Stenographic Aptitude Test to shorthand success
(42, p. 31):
Table 38. Correlation of ERC Stenographic Aptitude Test Scores with
Shorthand Grades.
Correlation
ERC Subtests
Speed of Writing
Word Discrimination
Phonetic Spelling
Vocabulary
Sentence Dictation
ERC Total Scores

.218
.353
.

416

.246
.332
.391
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The correlations obtained for the First-Semester Shorthand
Aptitude Test were slightly lower than those obtained for the ERC.

When Allyn compared the six parts of his test with a first- and

second-semester dictation-transcription test on the high school level,
he obtained the following correlations (1, p. 3309-3310):
Table 39. Correlation of Allyn's Shorthand Aptitude Test with Firstand Second-Semester Achievement Tests.

Allyn's Subtests

Achievement Test

First-Semester

Second-Semester
Achievement Test

Phonetic Spelling
Reading Shorthand
Writing Phonetics
Writing Shorthand
Writing Speed
Spelling
Total Score

.341

.388
.246

.305
.010

.283
.248
.329
.407

-.0008
.182
.222
.367
.339

Most subtests showed a slight to negligible relationship with the

achievement criteria. The predictability was slightly better at the
end of the first semester compared to the end of the second semester
of study. All correlations for the First-Semester Shorthand Aptitude

Test with its follow-up test were higher than those reported by Allyn

for his test.
As different criteria were correlated with the First-Semester
Shorthand Aptitude Test and the Byers' First-Year Shorthand Aptitude
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Test, valid comparisons of studies and their results could not be
made. The First-Semester Test used a first-semester follow-up

test and first-semester shorthand grades as criteria. The study using
the Byers' Test correlated test scores with a dictation-transcription
achievement test administered at the end of one year of shorthand
study.

As indicated by the comparisons of the studies, the First-Semester Shorthand Aptitude Test yielded similar correlations to the Turse
and ERC. It appears that this aptitude test could be used for making

comparable predictions.
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V. SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS

This chapter is designed to present a brief summary of the experime.ntal study, conclusions drawn based on the statistical analyses
of the data collected, and recommendations.
Summary

This was an experimental design to determine the validity of the

First-Semester Shorthand Aptitude Test.

Two hypotheses were

examined:
1)

The First-Semester Shorthand Aptitude Test results can be

used as a prediction of success or failure for students about to enroll
in the first semester of Gregg shorthand.
2)

The score achieved on the Follow-Up Test to the First-

Semester Shorthand Aptitude Test will .not be significantly different

from the score achieved by the same student on the First-Semester
Shorthand Aptitude Test. If a student scores high on the predictive

instrument, he should score high on the follow-up instrument.
Experimental Design

A sample population of 200 testees was selected randomly from
411 beginning shorthand students from ten high schools in the southern
part of the State of Oregon. Only 367 students were eligible for
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consideration as part of the sample population. Only 156 of the 200

had complete sets of data which consisted of First-Semester Short-

hand Aptitude Test data, Follow-Up Test to the First-Semester Shorthand Aptitude Test data, and the first-semester shorthand grade.
The Aptitude Test was administered to the 411 students at the

beginning of the fall, 1970, school semester before the students had
any formal instruction in Gregg shorthand. The Follow-Up Test was
administered to all beginning shorthand students in attendance approxi-

mately two weeks before the end of the first semester. Both tests
were administered via a prerecorded magnetic tape of directions to

insure exactness of all directions and timings.
Both tests, which were equivalent in content, were scored for
the 200 students randomly selected as the sample population. The

cover sheet to each test yielded information concerning personal
interests of the student toward his study of shorthand. The perfor-

ma.nce levels for the personal interests and their stre.ngths were

measured in terms of the student's progress o.n all parts of and the
total of the Aptitude Test a.nd the Follow-Up Test. Likewise, the

first-semester shorthand grade was used as a criterion. The significance of the differences between the means was determined through

an analysis of variance and F tests at the 1 and 5 percent levels.
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T-values were analyzed to determine which group showed the signifi-

cant difference in means only if the F-ratios were indicative of

significance (P = 0.05).
Correlation coefficients were computed to determine the relationship between the following:
1)

Each part of the Aptitude Test with every part of the Apti-

tude Test,
2)

Each part of the Aptitude Test with the first-semester shorthand grade earned,

3)

Each part of the Follow-Up Test with every part of the
Follow-Up Test,

4)

Each part of the Follow-Up Test with the first-semester
shorthand grade earned, and

5)

Each part of the Aptitude Test with every part of the FollowUp Test.

Findings
1.

Those students who enrolled in shorthand because they wanted

to take better notes and obtain a job now achieved higher mean scores
on the Follow-Up Test than did all other groups of students. The

other groups included reasons such as:
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a) those who wanted to be secretaries,
b) those who wanted to use shorthand in college, and
c) those who had other reasons for enrolling i.n shortha.nd.

Those other reasons included: wanted to learn to write

faster, neater, or differently; parents insisted; and
thought it was important to know shorthand.

Those students who were enrolled in shorthand because they:

d) thought it would be interesting, or
e) wanted to attend business school
attained the lowest means on the Follow-Up Test. There was not

much difference in the means in the first-semester shorthand grades
or the Aptitude Test achievements for each of these six groups.
2.

Those students who enrolled in shorthand because of parental

or a friend's influence did as well as those students who formulated
their own decision to study shorthand. The differences attained were

slight and not statistically significant.
3.

Those students who had a strong enough desire still to want

to study shorthand even if shorthand were not offered in the curriculum

achieved higher first-semester shorthand grades (2. 61) when compared with those who did not have such a strong desire to learn
shorthand (3.52). (1.0 = A,

.

.

. ,

5.0 = F). This response was ob-

tained before the students had studied any shorthand. Those with the
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stronger desire, however, did not achieve much differently from
the others on the Aptitude or Follow-Up Tests.
4.

After the students had studied shorthand for nearly one

semester, they responded to a similar question concerning their desire still to study shorthand even if shorthand were not offered in the
curriculum. Again, those whose answers were positive achieved the

higher first-semester shorthand grades (2. 10), while those whose
answers were negative earned a 2.77. Repeatedly, only slight differences were found in the means of the Aptitude or Follow-Up Test

scores.
5.

The first-semester shorthand grades earned by the students

compared positively with the Aptitude and the Follow-Up Test scores.
Those students who earned a grade of "A" (354 points) obtained a

mean score on the Aptitude Test which differed statistically from those
who earned a "B" (323 points), "C" (326 points), "D" (321 points),
and "F" (306 points).

Those who earned a "B," "C," or 'D," achieved

significantly differe.nt scores compared to those who dropped out of

shorthand and those whose scores were not available (280 points).
Those students who earned an "A" (169 points) or "B" (164

points) for the first-semester shorthand grade achieved a significantly
higher score on the Follow-Up Test compared to those who earned a
"C" (146 points) or "D" (149 points).
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The findings relating to the first-semester shorthand grade lend
support to the hypothesis that the Aptitude Test can be used as a pre-

diction of success or failure (if success is measured in terms of the

first-semester shorthand grades).
6.

Those students who continued their study of shorthand during

the second semester of the school year achieved greater scores on
the Aptitude and Follow-Up Tests than did those who did not continue

their study. Those who continued also attained the higher first-

semester shorthand grades.
7.

In analyzing why students, after they had an opportunity to

study shorthand for nearly one semester, still would have the desire to
study shorthand even if shorthand were not offered in the curriculum,
it was found that those who were enrolled in shorthand because they

wanted to take better notes and obtain a job now earned a first-semester shorthand grade of 1.92 compared to those who lacked the desire

and earned a 2.77.

The other major difference in the first-semester shorthand grade
means was found between the group who wanted to be secretaries

(2.03) and those who lacked the desire (2.77). Only a slight difference

was found when comparing their reasons for having a desire with their
Aptitude and Follow-Up Test scores.
8.

It was found there was a great difference when comparing

their reasons for not wanting to take shorthand, even if shorthand were
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not offered in the curriculum, with their first-semester shorthand
grades. Those who disliked shortha.nd earned a grade of 3.57, while
those who still desired to study shortha.nd earned a 2.10.
Those who didn't understand shorthand earned a 4.33 compared
to those who still had the desire (2. 10).
Those who disliked shorthand (3.57) did worse than those who
had no need for shorthand (2.13). However, those who had no need

(2. 13) achieved a higher shorthand grade than those who didn't understand shorthand (4. 33).

Those who didn't understand shorthand (4. 33) did worse than any
other group who would not want to take shorthand again. Even the

group "other," which included reasons such as too much homework

and not interested in shorthand, earned a mean first-semester shorthand grade of 2.44.
9.

Those students who were in shorthand classes where the

teacher emphasized reading did better on the Follow-Up Test (164
points) when compared to those who were in classes where writing was
the main emphasis (150 points). No great variation was found when

comparing the Aptitude Test scores or the first-semester shorthand
grades; nor was a great difference found in the means earned by those

who were in classes where theory was stressed.
The nine findings listed above were derived from the analyses of

variances and F and T tests.
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Correlation coefficients analyzed for the experiment showed
the following:
1.

Phonetic understanding and spelling on the Aptitude Test

showed its greatest relationship with proofreading and punctuation

on the Aptitude Test. When all parts of the Aptitude Test were com-

pared to the first-semester shorthand grade, phonetic understanding
and spelling had the second greatest relationship. Proofreading and

punctuation showed the greatest relationship with the first-semester
shorthand grade. This prediction was stated by Charles Zoubek in

July, 1971, when he examined the Aptitude Test.
2.

The lowest relationship among the parts of the Aptitude Test

was with Test B, Symbol Retention, and Test E, Sentence Retention
and Writing Speed.
3.

Sentence retention a.nd writing speed had a greater influence

on the total score of the Aptitude Test than did any of `the other parts
of the Aptitude Test.
4.

The totalAptitude Test score yielded a -0.27 correlation

when compared to the first-semester shorthand grade indicating there
was a relationship between success i.n shorthand a.nd the achievement
on the Aptitude Test. This correlation, however, was low even though

it was significant at the .01 level.
5.

The highest relationship among the parts of the Follow-Up

Test was obtained when comparing phonetic understanding a.nd spelling
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with symbol retention. Phonetic understanding and spelling related

moderately well with each part of the Follow-Up Test except for with

manual dexterity, where a low relationship was indicated. When com-

paring all parts of the Follow-Up Test to the first-semester shorthand
grade, phonetic understanding and spelling related the best, with
symbol retention not far behind.
6.

The total Follow-Up Test score a.nd the first-semester grade

relationship ( -0. 30) was higher tha.n whe.n comparing the total Apti-

tude Test score with the first-semester shorthand grade (-0.27).
This was indicative of success in shorthand, measured by the first-

semester shorthand grade, being related to success on the Follow-Up
Test.
7.

Those students who scored high on the proofreading and

punctuation part of the Aptitude Test also scored high on the proofreading and punctuation part of the Follow-Up Test. These two parts

appeared to be more closely related than a.ny other two parts of the

two different tests. Those students who scored high on the proofreading and punctuation part of the Aptitude Test also scored high on
the phonetic understanding and spelling part of the Follow-Up Test.
8. Similarly, indications were that those students who did well o.n

the phonetic understanding and spelling part of the Aptitude Test also

did well o.n the same part of the Follow-Up Test. These students did
well, too, on theproofreading and punctuationpart of the Follow-Up Test.
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9.

The total score of the Aptitude Test was more closely related

to success on the proofreading and punctuation part-of the Follow

Up Test than it was to any other part of the Follow-Up Test. However,
the relationship shown when comparing the total scores of the Aptitude
and Follow-Up Tests indicated that those who achieved high scores on
the Aptitude Test also achieved high scores on the Follow-Up Test
(r = 0.47).

This finding supports the hypothesis that the score achieved

on the Follow-Up Test will not be significantly different from the

score achieved by the same student on the First-Semester Shorthand
Aptitude Test.

True validity of any aptitude measure is practically always
superior to that indicated by the raw correlation coefficient. There-

fore, authors seem to agree that an aptitude battery correlating as
much as .50 with criterion measures can be used where considerable
numbers of individuals are included in the sample population (78).
Conclusions

The following conclusions were drawn based on and supported by

the data presented in this investigation:
1.

The Aptitude Test used in this study has empirical and pre-

dictive validity and can be used to predict the success or failure of
students about to enroll in the first semester of Gregg shorthand.
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2.

Those students who demonstrated shorthand proficiency on

the Follow-Up Test attained the higher first-semester shorthand
grades and showed potential shorthand ability on the Aptitude Test;

therefore, the Follow-Up Test was a valid criterion against which to
measure the Aptitude Test scores.
3.

There was a definite relationship between success in short-

hand as measured by the first-semester shorthand grade and the
achievement on the Aptitude Test. There was a greater relationship

between success in shorthand as measured by the first-semester
shorthand grade and the achievement on the Follow-Up Test, however.

Those students who earned a shorthand grade of "A," "B,

or

"C" achieved the higher scores on the Aptitude Test and on the FollowUp Test. The discrepancies were obvious.
4.

The students who attained the lower scores on the Aptitude

and Follow-Up Tests also earned the lower first-semester shorthand
grades. Many of these students did not continue their study of shorthand.

The supposition is that the Aptitude Test could be used as a

screening device.
5.

Through the use of the Aptitude Test, the teachers would be

able to group better their potential shorthand students according to
ability or weaknesses. Therefore, better teaching can be done at the

student's level; and, hopefully, the failure and/or drop-out rate would
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be decreased. This grouping procedure would not necessarily preclude entrance for anyone into a shorthand class.
6.

Those students who had a definite and immediate, rather

than a nebulous and futuristic, goal for taking shorthand achieved the

greater scores on the Follow-Up Test.
7.

Those students who expressed an extremely strong desire to

learn shorthand were the ones who achieved the higher first-semester
shorthand grades. The inference is that the interests of the individual

play an important part in his success. It is the ability used by the
student not necessarily the ability possessed by him which leads to-

ward his success.
8.

Phonetic Understanding and Spelling (Test A) and Proof-

reading and Punctuation (Test D) were the strongest predictors from
the Aptitude Test. It might be that greater predictability could be

built into the remaining parts of the Aptitude Test if these remaining
parts were modified. However, it is felt that the test is usable and

feasible as it is presently constructed. On the basis of this study, it
might be that shorthand teachers should, counsel carefully those in-

dividuals scoring below 300 points on the First-Semester Shorthand
Aptitude Test.
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Recommendations

The subject of aptitude testing has not been thoroughly explored

as far as shorthand is concerned. Additional information is needed
to increase our knowledge about the variables which influence success

or failure in shorthand. The following recommendations are made
o.n the basis of this study:
1.

Data analyzed from the cover sheet of the Aptitude and

Follow-Up Tests suggest that student interest, drive, and desire are
closely related to success in shorthand. Further research needs to
be conducted to determine to what extent student interest and emotional
involvement affect success in shorthand.
2.

Since phonetic understa.nding, spelling, proofreading, and

punctuation were the strongest predictors from the Aptitude Test,
it is recommended that more emphasis be placed on these segments of
teaching shorthand especially if the students enrolled are weak in
these .areas.
3.

It is recommended that an aptitude test be administered to

all potential shorthand students before they are allowed to enroll in
shorthand.

The aptitude test score should be one of several criteria

used to predict success or failure. Other items such as student in-

terest, purpose, and sincerity in learning shorthand, the student's
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accumulative grade-point average, and the stude.ntt s English grades

should also be considered as criteria.
4.

It is recommended that the aptitude test scores be used to

group students according to their similar strengths or weaknesses
so teaching can be more effective. It is possible that student weak-

nesses can be predetermined before the student enrolls in shorthand.
The diagnoses of weaknesses can increase success in shortha.nd if the
student is aware of his weaknesses and is willing to strengthen them.
It is foolish to compound weaknesses when they can be eliminated or

at least alleviated.
5.

It is evident from the listed test scores, ranks, and semes-

ter shorthand grades in Appendix S that the drop-out and failure rates

among the 200 randomly selected testees were as high as has been

reported in past studies. Therefore, business teachers must gain
an awareness of this situation and do more to reduce the problem.
The use of an aptitude test is strongly recommended as one means of
alleviating the problem.

Recommendations for Further Research
1.

Research should be conducted to determine the effect of

remedial spelling, phonetics, and English composition instruction on
shorthand achievement.
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2.

More studies concerned with the auditory and visual func-

tions as they relate to success in shorthand and the learning of shorthand should be conducted.

3. A study should be conducted concerning traits such as per-

sistence, desire to excel, interest, emotional stability, and
involvement and how they relate to and affect shorthand achievement.
4.

Shorthand requires a high degree of concentration; there-

fore, a study dealing with measures of concentration might yield im-

portant results.
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APPENDICES

APPENDIX A. Participating Schools, Principals, and Shorthand Teachers.

Participating School

Principal

Shorthand Teacher

Ashland Senior High School
Ashland, Oregon
Butte Falls High School

Mr. Gaylord Smith

Mr. Carl Elliott

Mrs. Jean Fowler and
Mrs. Flora MacCracken
Mrs. June Olsen

Crater High School
Central Point, Oregon
Eagle Point High School
Eagle Point, Oregon
Grants Pass High School

Mr. Arthur L. Straus

Miss Martha Boshears

Mr. Leonard. Warren

Mrs. Vivian Wiegand

Mr. Frank W. Thomas

Miss Judith A. Krohn

Henley High School

Mr. Howard Bingham

Mrs. Virginia Blohm

Mr. Francis W. Scapple

Mrs. Marjorie Redkey

Mr. Robert Williams

Mrs. Carla Mundt

Mr. Eldon Durham

Mr. Al Zon

Mr. Robert Modde

Mrs. Shirley Dick

Butte Falls, Oregon

Grants Pass, Oregon

Klamath Falls, Oregon
Klamath Union High School

Klamath Falls, Oregon
Medford Senior High School
Medford, Oregon
Phoenix High School
Phoenix, Oregon
Rogue River High School
Rogue River, Oregon
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APPENDIX B
Initial Letter and Memo to Shorthand Teachers--May, 1970

SOUTHERN OREGON COLLEGE
ASHLAND, OREGON 97520

May 13, 1970

Dear

Oh how I wish I were back in the southern part of the State where it
doesn't rain as much! Presently I am on leave from Southern Oregon
I am
College, and I am completing my doctoral course work at OSU.
principal
to
soliciting your cooperation and the permission of your
help me conduct my study this fall.
The title of my thesis is: THE DEVELOPMENT AND VALIDATION OF A PREDICTIVE INSTRUMENT TO MEASURE STUDENT SUCCESS IN THE FIRST SEMESTER OF
GREGG SHORTHAND. Hopefully the predictive instrument will predict success or failure in the ability of the students to learn Gregg Shorthand.
It is hoped that the results of the instrument can be used to select
students for the study of shorthand and/or to group the new shorthand
students according to their potentials to learn a symbol shorthand
system. Another major purpose is to help the students succeed in their
The instrument also has possibilities of
chosen work and occupation.
predetermining student weaknesses in the study of Gregg Shorthand.
your principal, will grant permission
It is hoped that
for you to help. It is hoped even more that you will be willing and
wanting to help: The predictive instrument will have to be administered
and proctored at the first full class meeting in the beginning shorthand
classes this September. A follow-up test will have to be administered
and proctored approximately two weeks before the end of the first
semester.
,

I will see to it that you have enough copies of the test booklets for
the students involved. These booklets will be accompanied by a preThe tape is to be played during the
recorded tape of directions.
administration of the tests. The directions will be given as the
Greater consistency
different parts of the test are precisely timed.
in the administration of the instruments is hoped to be attained' by
using the magnetic tapes.

I need your assistance in proctoring the tests and in writing some
simple shorthand outlines on the board so the students can observe
the direction of writing and the manner of joining. You will have
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Page 2
May 13, 1970

in your possession a complete administrator's manual with written directions corresponding to the taped ones. This manual will also contain
the outlines which you will need to write on the board.
Sincerely yours,

Lorrine B. Skaff
Assistant Professor of Business
On leave from Southern Oregon College

Oregon State University
Secretarial Science Department
Bexell Hall 115C
97331
Corvallis, OR
klb

Enclosure
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MEMO
May 13, 1970

TO:

FROM:

Lorrine B. Skaff

SUBJECT:

Administration of Testing Instruments

I would like to emphasize some particulars about the instruments
which I am asking you to administer for me.
Neither the predictive nor the follow-up instrument will take more than
50 minutes of the students' or your class time. Oh, yes! I might add
that you will NOT have to score or grade these tests! I will be asking
you for the final grades of the participating students at the end of the
semester, however. These grades will be correlated with the results
of the two tests.

If you are willing to administer and proctor these tests, please discuss
the matter with your principal. He, has a form which should be, signed
by both of you and returned to me by May 25, 1970.
Thank you for your cooperation. It is my hope that you will participate.
Needless to say, I am looking forward to returning to Southern Oregon
College this fall and to working with you.
L. B. S.

klb
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Initial Letter to Principals--May, 1970
SOUTHERN OREGON COLLEGE
ASHLAND, OREGON 97520

May 13, 1970

Dear Mr.

Oh how I wish I were back in the southern part of our State where it doesn't
rain as much! Presently I am on leave from Southern Oregon College, and I
I am soliciting your permisam completing my doctoral course work at OSU.
sion and the cooperation of the shorthand teacher of the beginning Gregg
Shorthand classes in your school to help me conduct my study this fall.
The title of my thesis is: THE DEVELOPMENT AND VALIDATION OF A PREDICTIVE
INSTRUMENT TO MEASURE STUDENT SUCCESS IN THE FIRST SEMESTER OF GREGG SHORTHAND. Hopefully the predictive instrument will predict success or failure
in the ability of the students to learn Gregg Shorthand. It is hoped that
the results of the instrument can be used to select students for the study
of shorthand and/or to group the new shorthand students according to their
potentials to learn a symbol shorthand system. Another major purpose is
to help the students succeed in their chosen course work and occupation.
The instrument also has possibilities of predetermining student weaknesses
in the study of Gregg Shorthand.

It is hoped that you will grant permission for your shorthand teacher,
to administer and proctor the predictive instrument at the first full class meeting in the beginning shorthand classes
this September. A follow-up test will have to be administered and proctored approximately two weeks before the end of the first semester. I
will see to it that your teacher has enough copies of the test booklets
for the students involved. These booklets will be accompanied by a prerecorded tape of directions. The tape is to be played during the administration of the tests. The directions will be given as the different parts
are precisely timed. Greater consistency in the administration of the
instruments is hoped to be attained by using the tapes.
,

The shorthand teacher will be involved only to the extent that she is a
proctor and that she will be called upon to write some simple Gregg
Shorthand outlines on the board for the students taking the tests. The
teacher will have in her possession a complete administrator's manual
with written directions corresponding to the taped ones. This manual
also will contain the outlines which will need to be written on the board.
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Mr.

,

Principal

Page 2
May 13, 1970

Neither the predictive instrument nor the follow-up test will take more
than 50 minutes of the students' or the teacher's class time. Oh, yes!
I might add that the teacher will NOT have to score or grade these
exams!

If you are willing to be a participative school and if your shorthand
teacher is willing to proctor the tests, please return the enclosed form.
A postage-paid, self-addressed envelope is enclosed for your convenience.
Thank you for your cooperation. It is my hope that you will participate.
I'm looking forward to working with your teachers.
Sincerely yours,

Lorrine B. Skaff
Assistant Professor of Business
On leave from Southern Oregon College

Oregon State University
Secretarial Science Department
Bexell Hall 115C
97331
Corvallis, OR
klb

Enclosure
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Approval and Information Form--May, 1970
SOUTHERN OREGON COLLEGE
ASHLAND, OREGON 97520

THE DEVELOPMENT AND VALIDATION OF A PREDICTIVE INSTRUMENT TO
MEASURE STUDENT SUCCESS IN THE FIRST SEMESTER OF GREGG SHORTHAND

Please fill in the appropriate blanks and return the completed form in the
postage-paid envelope by May 25, 1970.

Yes, we will help by administering the predictive instrument and the follow-up instrument to all of our beginning
shorthand students during this coming fall semester- September, 1970.
We are not interested in being a participative school.
SIGNED APPROVAL

SIGNED APPROVAL

Principal

Shorthand Teacher(s)
of beginning shorthand classes

If your answer to the above was YES (and I hope it was), please complete
the rest of the page.
Number of shorthand teachers for the beginning shorthand
classes for the school year 1970-71.
Number of beginning shorthand classes scheduled to be
taught this fall.
Number of students expected to be enrolled in all
beginning shorthand classes this fall.
Two or more beginning shorthand classes will be scheduled
for the same class period of the day this fall semester.
Therefore, we will need more than one prerecorded tape of
(Please indicate the number of tapes needed.)
directions.
We will need only one prerecorded tape of directions as
only one beginning shorthand class is scheduled for a
particular hour this fall.
September

,

1970 -- Date when school resumes in the fall.

January , 1971 -- Date when the fall semester ends.

Thank you for your cooperation.

I'm looking forward to working with you.

APPENDIX E
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Letter Accompanying First-Semester Shorthand Aptitude
Test, Its Manual of Directions, and Prerecorded
Tape of Directions--August, 1970

SOUTHERN OREGON COLLEGE
ASHLAND, OREGON 97520

August 24, 1970

Dear

Here it is the beginning of a new school year, and I am meeting my deadline
of delivering to you the First-Semester Shorthand Aptitude Test which you
agreed to administer for me. Deadlines, deadlines!
Enclosed are the First-Semester Shorthand Aptitude Tests, its Manual of
This test is to be
Directions, and its prerecorded tape of directions.
administered BEFORE the students have had any formal shorthand instruction.
The required administration time is about 47 minutes. Therefore, NO
interruptions should be allowed.
I want to get these to you before school starts so you will have a chance
to examine closely a copy of the test and to read carefully the Manual of
Directions. Please be sure you follow the Manual explicitly so you are
"in tune" with the tape of directions. Please feel free to write any notes
to yourself (or to me) in the Manual and in its accompanying test. These
notes should help you administer the test with greater ease. I might add
that I will be picking up the Manual and its test when I pick up the other
The tape was recorded at
tests and the prerecorded tape of directions.
speed 3 3/4.
Here are some special factors about the test and its directions which I
feel you should know:
A) The test takes almost all 50 minutes of the class period. You have some
lines to read from the Manual (page 3) before the test is passed out;
the tape itself takes about 45 minutes. Maybe you should tell the class
on the preceding day they will be taking such a test--not for a grade-and that it takes nearly all period. Also tell them to be sure and bring
(You should have some extra
two pens or pencils; pens are preferable.
pens in case of an emergency.)
B) You might stress to the students that the results of the test will have
no bearing on the grades they will receive from you.
C) The examination date should be written on the chalkboard.
D) Be prepared to write the shorthand outlines from Test C--Manual Dexterity
on the chalkboard. Test C is found on page 4 of the test booklet and also
on page 4 of the Manual. You should write each shorthand outline on the
board at least twice. You are writing them so the students will have a
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August 24, 1970

You will
better understanding of direction, proportion, and fluency.
The outlines
be allotted five seconds to put each outline on the board.
are to be erased while the students are writing their outlines on lines
b, c, d, etc.
I appreciate your
E) Please do not grade any of the examinations for me.
willingness to help and your enthusiasm, but I must score each of these
(Hopefully it will be valid!)
myself to prove the validity of the test.

I will be by to pick up the tests, the Manual of Directions, and the prerecorded tape sometime after September 15. Don't give up on me--I'll be
there sometime :!

I welcome any suggestions, comments, criticisms, etc. concerning the test
and its manual. I'm also interested in your students' reactions to the
test.

About three weeks before the end of the semester, I will deliver to you
the Follow-Up Test and its Manual of Directions. It, too, will have a
prerecorded tape of directions. The Follow-Up Test will take from 25 to
35 minutes of two class periods to administer.
I hope that you had a most enjoyable summer,
this coming school year is better than any you have had.

, and that

Thanks again for your cooperation and your assistance.
Sincerely yours

Lorrine B. Skaff
Assistant Professor of Business

Enclosures
Manual of Directions and its test (1 set)
Prerecorded tape of directions (1)
First-Semester Shorthand Aptitude Tests (No.)
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APPENDIX F
FIRST-SEMESTER SHORTHAND APTITUDE TEST
Skaff---Southern Oregon College
Prepared by Lorrine
=============== ===== 25== ================== ===.111...=======7==========.....
PLEASE PRINT
Name

Grade

Date of Birth

Exam Date

Sex
(14 or F)

Month

Day

Year
City, State

School

Why are you studying shorthand?

Was this your decision or did someone in your family suggest it to you?

IF shorthand were not offered in the curriculum, would you still have the desire to study
shorthand?
If yes, for how long?

Have you ever studied shorthand before?

Are you a business major?

What is your cumulative GPA?

If yes, which one(s)?

Have you ever studied a foreign language?
What grades did you earn in those language courses?

PEN DOWN.

PLEASE WRITE NO MORE ON THIS PAGE--DO NOT TURN THE PAGE!
=

=

sasaaaaaaa

Pretest Score

a.

Posttest Score

A) Phonetic Understanding and Spelling
B) Symbol Retention
C) Manual Dexterity
D) Proofreading and Punctuation
E) Sentence Retention and Writing Speed
TOTAL SCORE
Percentile

m

First-Semester Shorthand Grade
a

Assigned Student Number

m

A.

GENERAL DIRECTIONS

Time will be given at the beginning of each section for
There are five sections to this test.
reading the directions. Listen carefully to the extra directions which are presented through
the use of a prerecorded tape. Be sure you follow all directions closely.
Each of you should have a pen or at least two sharpened pencils on your desk. If your pencil
point should break during this test, hold up your hand and your teacher will provide you with
another pencil.

You are not expected to complete all of each section of the test, but do your best work!
DO NOT TURN THE PAGE UNTIL INSTRUCTED TO DO SO.

GOOD LUCK!
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A) PHONETIC UNDERSTANDING AND SPELLING

Each word listed below is written as it sounds phonetically or as it would be spelled in
Gregg Shorthand. You are to write each word in longhand, spelling it correctly. Do NOT
use names of persons or places.
Do not spend too much time on any one word. If you are uncertain about a word, proceed to
If you finish before the time limit, you may wish to concentrate on spelling
the next one.
those "uncertain" words.

Complete the following examples, then complete no more until instructed to do so.
EXAMPLES:

naro

ntoo L

korekt

leglle

mnshund

ajnse

knsmd
PEN DOWN.

Work down the three columns as rapidly and as accurately as you can WHEN instructed to do so:
====MMUMOi ====== HIM.= ===== MIMMIUMMIIMMIBMIDOMMIMMW

aaanfl

Column 3

Column 2

Column 1

=mat

nabrs

adekwat

retrn

rold

ndvidl

idel

swing

nfortnat

promtle

xtnt

raiwa

bangkrs

ashurd

pren1

seknd

morgj

loll

reveoo

kampan

hwil

mneatr

materl

ekwal

ntnshun

ofishal

kownte

portbl

efktv

kntnts

lojkl

seprat

rekmnd

ntrpretashun

thetr

idntfid

ntrd

nolej

knnekshun

nkresingle

awltho

redmshun

mposbl

erler

awditr

submishun

orejnl

dfnet

majrite

sekshuns

dvelpt

kwalifikashuns

fenanshal

ishud

stmulat

garante

scans

post]

sorses

apresheat

akwir
PEN DOWN.

DO NOT TURN THE PAGE UNTIL INSTRUCTED TO DO SO.
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B) SYMBOL RETENTION

Page 3

Look at the key lines below and notice that ten letters of the alphabet have been assigned
symbols. You are to study carefully the key lines.
Following the study, you will be asked,
to practice substituting the symbols for the letters in the practice lines--lines 2a and 2b.
Do NOT proceed to lines 3a and 3b until instructed to do so.
CONCENTRATE AS YOU STUDY DILIGENTLY!

PRACTICE
LINES

KEY

la

LINES

lb

2a

A

D

T

S

0 +

Y

M

<

A

H

B

T

D

H

0

S

B

21

:
Y

H

I

R

B

0

2b

PEN DOWN.

DO NOT PROCEED TO THE FOLLOWING LINES UNTIL INSTRUCTED TO DO SO.

3a

H

0

Y

S

D

A

R

B

M

T

D

A

M

S

Y

0

D

T

A

H

R

S

B

H

0

A

M

D

S

H

T

D

Y

R

T

B

D

Y

S

A

M

T

R

H

D

S

0

Y

M

A

0

D

R

H

T

B

Y

A

M

S

H

T

R

A

R

S

M

B

T

0

A

Y

H

V

B

D

yr

M

0

S

A

H

R

T

0

A

D

T

M

0

H

R

B

S

V

H

R

B

H

0

M

Y

D

T

S

A

D

R

3b
4a

4b
5a

5b
6a
6b

7b
8a

-

.

8b
9a

9b

10a
10b
lla
llb

PEN
DO NOT TURN THE PAGE UNTIL INSTRUCTED TO DO SO.

.
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C) MANUAL DEXTERITY

Each outline is followed by
The following sections each contain a Gregg Shorthand outline.
Study the outline and its direcan arrow which leads you in the proper writing direction.
tional arrow. Watch your teacher as she writes the outline on the board, then practice the
You may trace over the outlines
outline on the PRACTICE LINE ONLY when directed to do so.
in the third and fourth boxes if you feel this will help you with the practice.line. The
longhand transcription for each Gregg Shorthand outline is typed directly above its section.
When the signal, "ready? Begin," is given, you are to write the outline as quickly and as
accurately as you cal in the boxes starting on the "b" line and continuing through that
section until told to stop.
Do NOT draw your outlines. Watch the proportion of your strokes; that is, if a circle is
large in the example, yours should be large; if it is small, yours should be small; if a
stroke is straight, yours should be straight; if it's curved, yours should be curved; etc.
Your outlines should approximate the size of those illustrated for you.

If you complete one section before time is called, do NOT go back to previous outlines. Each
section is timed individually.
========== ====== ======================
=====
=====
SECTION 1
g entlemen

PRACTICE
LINE

trace outlines

la
lb
lc
Id

DO NOT PROCEED TO THE NEXT SECTION UNTIL INSTRUCTED TO DO SO.

SECTION 2
trace outlines

date

PRACTICE
LINE

2a

.71

2b
2c

2d

DO NOT PROCEED TO THE NEXT SECTION UNTIL INSTRUCTED TO DO SO.

DO NOT TURN THE PAGE UNTIL INSTRUCTED TO DO SO.
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C) MANUAL DEXTERITY, Cont.
SECTION 3

trace outlines

interested

PRACTICE
LINE

-7
3a
3b
3c

3d

DO NOT PROCEED TO THE NEXT SECTION UNTIL INSTRUCTED TO DO SO.

SECTION 4

trace outlines

arnent

PRACTICE
LINE

4a
4b
4c
4d

DO NOT PROCEED TO THE NEXT SECTION UNTIL INSTRUCTED TO DO SO.

SECTION 5

trace outlines

receive

PRACTICE
LINE

5a
5b
Sc

5d

DO NOT PROCEED TO THE NEXT SECTION UNTIL INSTRUCTED TO DO SO.

SECTION 6

trace outlines

rice

PRACTICE
LINE

6a

(A,

4

(4,

6b
6c
6d

DO NOT PROCEED TO THE NEXT SECTION UNTIL INSTRUCTED TO DO SO.
DO NOT TURN THE PAGE UNTIL INSTRUCTED TO DO SO.
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C) MANUAL DEXTERITY, Cont.
SECTION 7

committee

PRACTICE
LINE

trace outline

7a

7b
7c
7d

7e
7f

DO NOT PROCEED TO THE NEXT SECTION UNTIL INSTRUCTED TO DO SO.

SECTION 8
regarding

PRACTICE
LINE

trace outline
,e'e4

8a
8b
8c
8d

8e
8f

DO. NOT PROCEED TO THE NEXT SECTION UNTIL INSTRUCTED TO DO SO.

SECTION 9

material
PRACTICE
LINE

trace outline

9a

9b
9c

9d
9e
9f

PEN DOWN.

DO NOT TURN THE PAGE UNTIL INSTRUCTED TO DO SO.
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D) PROOFREADING AND PUNCTUATION

The following letter contains several errors. Some errors are misspelled words, some are
misused words, some are punctuation errors, some words are incomplete, and in some cases
you must make a choice of which word to use.
Carefully proofread the letter. Write your corrections on the appropriate blanks AS YOU
PROOFREAD. Several lines of the letter contain more than one error: Other lines contain
no errors: Record your corrections on the line directly opposite their occurrences. When
a comma is to be inserted, you are to record the comma WITH its preceding word. Notice the
example.
EXAMPLE:

It is my

ope, however that you no what to do.

LAIL')

1-t*''''.4.444.1)

-16-14f(41-

If you finish before time is called, proofread the letter again and make any further corrections
you might find. Do not start until told.

Dear Mr. Jones:

Thank you for writting us about the (to, too, two)
bank statements that were send to you in unsealed
envelops.

If theirs anything on which our bank prides itself
(its, it's) on (its, it's) gallant efforts to take
ever precaution to be sure that the financial affairs
of our customors are kept confidential.

Therfore I

am greatful to you for calling this matter to our
attention and for you (patience, patients) concerning
this sit

ion.

We have found that the glue on the envlopes has
not been holding (quiet, quit, quite) as well as we
expected.

This has been called to the attention of

the manuf

ing company; however; and they are

aware of there responsibilties.

We have taken all possible steps Mr. James to
ensure that this mistake will not recurr.

Your truely

PEN DOWN.

DO NOT TURN THE PAGE UNTIL INSTRUCTED TO DO SO.
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E) SENTENCE RETENTION AND WRITING SPEED

the sentence in
A number of sentences will be read to you. You are to begin legibly writing
longhand AS SOON AS you hear the dictator announce the number of that sentence and AS SOON AS
rather
she starts dictating it. Do NOT abbreviate. However, you may write numbers as figures
than spelling them out as words.

you should still write
You may find that you cannot remember all of some of the sentences, but
you start writing the
as much as possible before being told to stop. Remember, however, that
new sentence when its number is announced even if you didn't finish the last sentence.
The sentences get progressively longer, but they do NOT get faster. Do
with the dictator when writing as the sentences will be dictated faster
Instead, remember what she has dictated and continue writing
to write.
You will have to write quickly in order to complete the sentence within

not try to keep up
than you are expected
until told to stop.
the allotted time.

Practice line I)

Practice line 2)

====== IIIIIMMOMMINIMMIIIMMOMMISMUUMMIIOWWWIMIR MMMMMMUMWOMM.MIOSIMMIMMIO

2)

3)

4)

DO NOT TURN THE PAGE UNTIL INSTRUCTED TO DO SO.

=========
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E) SENTENCE RETENTION AND WRITING SPEED, Cont.

Page 9

5)

6)

7)

8)

PEN DOWN.

THE END
Thank you for your cooperation.

APPENDIX G
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FIRST-SEMESTER SHORTHAND APTITUDE TEST
Prepared by Lorrine B. Skiff---Southern Oregon College

aasaaa

MANUAL OF DIRECTIONS
mum= ======== mimilm.maammomm===milmmammommmaxm =============
I.

Construction of the Test

This test was developed to include five skills which the
bearing on student success in the first semester of Gregg
skills are: Phonetic Understanding and Spelling, Symbol
and Punctuation, Manual Dexterity, and Sentence Retention

author feels have a
These five
Shorthand.
Retention, Proofreading
and Writing Speed.

The test is to be administered before the students have had any formal lessons in
Gregg Shorthand.
This is a test of the student's
Test A. Phonetic Understanding and Spelling.
The 60 words listed in
understanding of phonetics and of his spelling ability.

this part are written either phonetically or according to the way they are spelled
If the student has a thorough understanding of sound, then he
in Gregg Shorthand.
should have few problems in deciphering the words.
Most students should have a complete understandins of these vocabulary words.
Uncommon, unusual, or difficult words were not selected for this part of the test.
All 60 of these words appear in Silverthorn's Hish Frequency Word List, which contains 4,950 words used most frequently in written business communications.

These words were selected because they represent the majority of the Gregg ShortIf the
hand principles and are included in the typical student's vocabulary.
student's response is incorrectly spelled, the answer will be counted wrong as
studies show that the better shorthand students are the better spellers, generally
speaking.
The students will have five minutes to spell as many of these words as they can.
Symbol Retention. This is a test of the student's ability to memorize
Test B.
Ten letters of the alphabet have been
quickly and transfer his knowledges.
The students will have one
assigned symbols which are familiar to the students.

minute to study the ten letters of the alphabet and their respective symbols.
Following the study time, they will have one-half minute to practice what they
have just memorized.
The students will have two minutes to substitute the proper symbols for the
They are urged to work quickly and accurately, making reference to the
letters.
key lines only if absolutely necessary.
Manual Dexterity. This is a test of the student's ability to construct
Test C.
The students are
and write Gregg Shorthand outlines fluently and accurately.
The nine outlines which were selected were taken
urged NOT to draw their outlines.

from the first 500 of the most frequently used words of the Horn-Peterson list and
the Silverthorn High Frequency Word List. These words represent several of the
The outlines are of varyjoinings and characters used in writing Gregg Shorthand.
ing difficulty to construct.
The students have a shorthand outline followed by a directional arrow to which they
They are provided, also, with outlines over which they may
may refer at any time.
The students will have an opportunity to see their teacher
trace if they so desire.
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MANUAL OF DIRECTIONS

This should strengthen in the minds of the
write the outline on the chalkboard.
students the importance of fluency, proportion, and direction.
Each section of this test is timed individually. The students will have an opportunity to study the outline and its directional arrow before observing the shorthand
teacher write the outline on the board. The teacher will have five seconds to write
The students will have seven seconds to trace and practhe outline at least twice.
tice the outline on the practice line. Following the practice time, the students
will be instructed to write the outline as quickly and as accurately as they can for
the next 15 seconds.
Proofreading and Punctuation. This is a test of the student's ability to
find and correct such errors as misspelled words, misused words, and punctuation
errors. He also has an opportunity to determine the proper word to use by studying
the context of the sentence. The student is asked to make a selection of the proper
word to use when similar words tend to be confusing.
Test D.

The student is asked to proofread a letter and to record the corrections on the
The students will
blanks provided. There are a total of 30 errors in the letter.
This tends to be a power
have only three minutes to proofread and make corrections.
test. Those students whose proofreading and grammatical abilities are better would
be expected to get further than those who are weak in these areas.
Test E. Sentence Retention and Writing Speed. This is a test of the student's
ability to retain a sentence or a partial sentence in his mind and continue to
write it in longhand after the dictator has finished the dictation. The students
in shorthand are rarely "right with" the dictator. They most frequently must rely
on their memories for past dictation while they continue to listen to the new
material being dictated.

Not all students will be able to remember all parts of all sentences as the sentences get progressively longer. They, however, do NOT get faster in dictation.
Enough time will remain to allow
All sentences are dictated at 80 words a minute.
the students to complete the longhand recording of the sentence at approximately
Therefore, the rate of
28 words a minute before they are told to stop writing.
To prevent further barriers,
writing should not be a barrier to their retention.
the vocabulary is easy and familiar. Our main interest in this test is retention,
not spelling.
II.

DIRECTIONS FOR ADMINISTERING THIS APTITUDE TEST

General Directions. There are five sections to this test. This test should be
administered in one sitting. The total "testing" time is about 40 minutes.
Therefore, there must be at least 50 minutes available for complete administration
of the test. The prerecorded tape utilizes about 44 minutes of this time.

The shorthand teacher, the administrator, should make every effort to insure that
the conditions of the classroom are as nearly ideal as possible before administerThere should be NO interruptions during this time.
ing the test.
The shorthand teacher should be sure that everyone is equipped with pens or pencils
before starting the testing period. Pens would be preferable. The teacher should
have extra pens or pencils on hand in case of an emergency.
The teacher-administrator will need a tape recorder to play the prerecorded 7" reel
If a tape recorder is not available, the teacherof directions at speed 3 3/4.
administrator will need a stop watch or a watch with a second hand so she can follow
the Manual of Directions for specific directions and specific timing.
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The shorthand teacher should be sure also that the chalkboard is erased and ready
Chalk and eraser should be handy. To insure fluent and accurate writing,
for use.
it might be well for the shorthand teacher to practice on the chalkboard the nine
Fluency, proportion, and direction
words in Test C before administering the test.
are most important.
Specific Directions.

DIRECTIONS TO THE TEACHER-ADMINISTRATOR ARE TYPED TNALL CAPITALS.
The words spoken by the teacher-administrator are underscored.
Directions given on the prerecorded tape are typed in italics.
General information will not be underscored.

If the teacher-administrator has a tape recorder available and if it is working
If no tape recorder
Properly, she should have only a few oral directions to give.
is available, the administrator should read and follow the directions directly
from this manual. The timing must be followed exactly.
A prerecorded tape accompanies each set of tests. The tape was recorded at
speed 3 3/4. The administrator, however, should follow closely the specific
directions in this Manual during the administration of the test to be sure that
the tape was recorded properly, etc. Following these directions also will insure
little wasted time and little effort in putting the shorthand outlines in Test C
on the chalkboard.

Today, Class, you will be taking
THE SHORTHAND TEACHER-ADMINISTRATOR SHOULD SAY:
a first-semester shorthand aptitude test. You do not have to know any shorthand
in order to do well on the test. This test will be used to try to predict your
chances for success in the study of Gregg Shorthand during the first semester of
school.

Before the end of the semester, you will take a follow-up test where you must know
shorthand in order to do well. Therefore, I urge you to listen to your directions
very carefully and do as well as you can.
All of your oral instructions for the test are on a prerecorded tape. Listen
All of you should have
closely to be sure you understand all the requirements.
your pens or pencils on your desk.
Keep your test booklet face down until told to turn it over. Do not open your
test booklet until instructed to do so by the directions on the tape. PLEASE HAND
(Two-minute pause to allow for the distribution of the
OUT THE TEST BOOKLETS.
booklets)
I will now start the taped directions.

PLEASE TURN ON THE TAPE RECORDER
THE STUDENTS TO BE SURE THEY CAN
recorder should have been preset
speed (3 3/4). A short reminder

SO THAT THE DIRECTIONS MAY BE HEARD. CHECK WITH
ALL HEAR THE PRELIMINARY INFORMATION. (The tape
and tested for tone, brilliance, volume, and
to that effect is aiven on the tape.)

TAPED DIRECTIONS
Please check the settings on your tape recorder for tone, brilliance, volume, and
(Fifteen-second pause)
This tape was recorded at speed 3 3/4.
speed.
These are the directions for the First-Semester Shorthand Aptitude Test. I hope
that you prospective shorthand students enjoy taking this "unique" type of test.
You are not expected to complete all sections of the test, but you should do your
best work and get as far into each section as you possibly can.
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Please turn your test booklet over and print plainly the required information on
Fill in all the blanks on the top half of the page, then do not
the first page.
Do not turn the page. Please put your pen down
write anything more on that page.
when you have filled in the blanks. Then carefully read the general directions at
the bottom of page 1.
(Two and one-half minute pause)
Test A.

Phonetic Understanding and Spelling

Carefully
(Pause) Test A--Phonetic Understanding and Spelling.
Turn to page-2.
read your directions, fill in the examples, then put your pen back on the desk.
(One and one-half minute pause)

Spell the words in quotation marks, pronounce them phonetically, then pronounce
"Ntoo" says into; "korekt" says correct; "lealle" says legally;
them normally.
"naro" says narrow; "mnshund" says mentioned; "ajnse" says agency; and "knsmd" says
Did you get those right? Remember, the words which you write must be
consumed.
spelled correctly. Do not start until I say, "Ready? Begin." You are to work
You will have five minutes to
rapidly and accurately until I tell you to stop.
Ready? Begin.
spell correctly as many of these as you can. Pick up your pen.
(Five-minute pause) Stop. Pen down.
Test B.

Symbol Retention

Carefully read the directions.
(Pause) Test B--Symbol Retention.
Turn to page 3.
(Twenty-second pause) Carefully study the key lines--lines la and lb for one min(One-minute pause)
Try to memorize these letters and their respective symbols.
ute.

You will have one-half minute to substitute the symbols for the letters on the practice lineslines 2a and 2b. Since the first letter is "H," you should write a diviReady? Begin.
sion sign below it in the appropriate box. Pen up and on line 2b.
Stop.
(One-half minute pause)
You have two minutes to substitute the symbols for the letters starting with lines
3a and 3b and continuing down the page. Refer to the key lines only if it is abso(Two-minute pause)
Pen up and on line 3b. Ready? Begin.
ZuteZy necessary.
Pen down.
Stop.
Test C.

Manual Dexterity

(One
(Pause) React the directions for Test C-- "Manual Dexterity.
Turn to page 4.
and one-quarter minute pause) You are urged not to draw any of your Cregg ShortWrite them quickly and accurately.
hand outlines when you write them in the boxes.

Look at Zine la. Notice that the outline is constructed with two straight lines.
The first line takes the entire line and is written downward as is indicated by
The joining horizontal Zine is also straight and takes up
your directional arrow.
TEACHER-ADMINISTRATOR, BE PREPARED TO WRITE
nearly the entire width of the box.
the
THE OUTLINE ON THE BOARD. Observe your teacher writing the same outline on
the outline
(The
teacher-administrator
will
have
five-seconds
to
write
chalkboard.
She should write the outline at least twice so the students can obon the board.
serve the direction, the proportion, the joining, and the fluency.)
(Seven-second pause) Stop. At
Practice that outline on line la only.
Begin,
you
are
to
write
that
same
outline as many times as you
the signal, Ready?
Pen
Start on tine lb and continue through that section until told to stop.
can.
THE
PRETEACHER
ADMINISTRATOR,
BE
PREPARED
TO
ERASE
Begin.
on line lh. Ready?
(Fifteen-second pause during which time the teacher
VIOUS OUTLINES FROM THE BOARD.
erases her last outlines from the board) Stop.
Pen up.
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Starting with Section 2, say the following for each of the sections when introducing
them:

Observe practice line (insert proper number). Notice that outline and its direction.
(Five-second pause) Practice that
Observe uour teacher writing the same outline.
(Seven-second pause) Stop.
outline on line (insert proper number).
(Fifteen-second pause during
Fen on line (insert proper number). Ready? Begin.
which time the teacher erases her last outlines from the board) Stop.
After completing Section 2, say:
After completing Section 6, say:
After completing Section 9, say:

Turn to page 5 and Section 3.
Turn to page 6 and Section 7.
Pen down.
Stop.

(Pause)
(Pause)

The nine words in this section are:
Section 1:

gentlemen

Section 4:

payment c/1--

Section 7:

committee

Section 2:

date

Section 5:

receive

Section 8:

regarding

Section 3:

interested

Section 9:

material

Test D.

7411(

7/7 Section

6:

price

c'

Proofreading and Punctuation

(Pause) Read the directions for Test D--Proofreading and PunctuTurn to page 7.
(One-minute pause) You will notice in the example that all three errors
ation.
are corrected on the same Zine because they aZZ occurred on the same line.

"Hope" is an incomplete word which also is followed by a comma. The word "however"
must be followed by a comma, and the word "no" is a misused word. Therefore, you
record hope comma, however comma, and SPELL know.

You wilt have three minutes to proofread and record your corrections on Test D.
Pen down.
(Three-minute pause) Stop.
Pen up. Ready? Begin.
Test E.

Sentence Retention and Writing Speed

(Pause) Test E--Sentence Retention and Writing Speed.
Turn to page 8.
(One-minute pause)
read the directions.

Carefully

These sentences will be dictated faster than you are expected to write. However,
you will have extra time to continue writing before I start a new sentence. Be
sure you start writing as I dictate the first word of the sentence to you. I will
Ready?" You
indicate each sentence by saying, for example, "Pen on Zine one.
remember
before
I say,
should write quickly as much of the sentence as you can
The
sentences
to be
"Stop." You do not have to write the number of the sentence.
Each sentence is marked independently.
dictated are on the following page.
Dictate practice sen .
Let's practice. Pen up. Pen on practice line one. Ready?
After allowing the allotted time to pass, say
tence one at 80 words a minute.
Practice line two. Ready? Follow the same dictation pattern used for
Stop.
practice sentence one. Then say Stop.

Are you ready for your first sentence? Pen on line one. Ready? Dictate the
sentence at 80 words a minute, allow the allotted time to pass, then say Stop.
Follow this same pattern of introduction for the remaining sentences; i.e.,
Line (insert proper number). Ready? Dictate the sentence, then pause until
allotted time has passed. Stop. Sentence four should end with Stop. Turn to
(Short pause before continuing the pattirn with sentence five.) Sentence
page 9.
eight should end with Stop. Pen down.
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words. All sentences
Each sentence is counted out by syllables--28 syllables equal 20 standard
order for the dictation
of
seconds
in
column
2
in
must be dictated within the specified number
column 3 must be granted so the
to be at 80 words a minute. The allotted time indicated in
will be
students can continue writing the sentence in longhand. His longhand writing speed
about 28 words a minute if he completes the sentence within the allotted time allowed.

Each sentence is marked for dictation in
Each sentence is timed and marked independently.
7.5-second intervals at the rate of 80 words a minute.*
Line (insert proper number).
Preface each sentence with
the remaining seconds, then say Stop.

Sentences to Dictate

Ready?

Dictate the sentence, wait

Total Seconds
for Dictation
of Each Sentence
at 80 WAM

Total Dictation & **
Writing Seconds
Allotted for Each
Sentence

Practice Sentences
14

Jim Taylor has a fine writing style.

5

1.

The girl made two typing errors in the last Zine.

6.5

19

2.

1.

When Sally Jones reaches age 65 in June, she will
have / to retire.

9.7

28

2.

I have read the contract you left with me last
evening, but / I cannot accept it as it is.

12

33

3.

If that is still the case, please have the janitor
move the / file cabinet to Room 14 of the library. //

15

40

16.2

44

17.2

47

19.4

53

20.4

55

23.7

64

4.

5.

6.

7.

8.

This is just a note to thank you for the chance you
gave me / yesterday to show you samples of the work
that we did // this year.
Last evening at home I read the series of sales
letters / that Mr. Smith is planning to mail to
your list of car // dealers in the East.
Did you know that Mrs. Baker is going to retire /
as Dean at the close of the semester? She has
plans to // vacation in Prance, Spain, and Germany.

I finally had a chance to read thoroughly the one /
hundred pages of typed copy you submitted for our
cata // log and left on my desk early in July.
Thank you for the help you gave Mrs. Cook and me
yester / day in planning our Christmas vacation.
Because of your // expert help, I am now able to
write a short story /// during my spare hours.

Stop.
Pen down.

and writing speed.
Spelling will not be graded on this part as our main interests are retention
* / = 7.5 seconds; // = 15 seconds: /// = 22.5 seconds

** These seconds include the seconds used for dictation.
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Thank you for
Please close your test booklet and pass it forward to your teacher.
your cooperation. I hope you enjoyed taking this type of test. I hope, too, that
you enjoy your study of Gregg Shorthand.
Thanks again for your cooperation.

TEACHER-ADMINISTRATOR: PLEASE COLLECT ALL THE TEST BOOKLETS AS QUICKLY AS POSSIBLE
AND TURN OFF THE TAPE RECORDER AFTER REWINDING THE TAPE.
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APPENDIX H

Thank-You Letter Soliciting Names of Dropouts

Ashland, Oregon 97520

SOUTHERN OREGON COLLEGE

Business Division
Phone (503) 4$2 -6413

September 26, 1970

Dear
I want to take this opportunity to thank you for taking your time and expending your effort in administering the First-Semester
Shorthand Aptitude Test for me at the beginning of this semester. I sincerely appreciate all you have done to help me with the study. I appreciate
your comments and suggestions and also those from your students.
,

Enclosed is a stamped, self-addressed envelope. Would you please send me
the names of the shorthand students who have dropped the course so I can
pull their aptitude tests from the final results. I appreciate any information you can supply concerning the "dropouts." Did they realize their
lack of interest and/or ability, or did the aptitude test scare them out
of shorthand?
You might be interested to know that arrangements have been made to bring
Mrs. Madeline Strony to Southern Oregon College on October 12. Mrs. Strony
is a renowned shorthand and office practice educator as you know. We are
sponsoring her for a late afternoon and early evening workshop on October 12.
We also will make arrangements for a no-host dinner that evening.
Mrs. Strony will speak on the topics of shorthand and clerical practice.
I'm sure you will find her to be a most enthusiastic and dynamic person.
She has much to offer all of us in Business Education! You might mention
this workshop'to anyone else who might be interested. We will be sending
you the specific details soon.
Thanks again for your full cooperation with the aptitude test.
appreciate your assistance.

I do

Sincerely yours

Lorrine B. Skaff
Assistant Professor of Business
Enclosure
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APPENDIX I
Letter Accompanying Follow-Up Test to the First-Semester
Shorthand Aptitude Test, Its Manual of Directions,
and a Prerecorded Tape of Directions- -

December, 1970

SOUTHERN OREGON COLLEGE

Ashland, Oregon 97520

5

Business Division
Phone (503) 482-6483

December 7, 1970

Dear

It is incredible to think that the first semester is fast approaching an end!
I'm sure that if you are like I am you don't really care to think about it.
The time goes so quickly!

It is almost time for the Follow-Up Test to the First-Semester Shorthand
Aptitude Test to be given. This follow up is to be given two weeks before the end of your semester. As I understand, your semester ends on
Therefore, would you please be kind enough to administer
January
It will take a part of two class
the Follow-Up Test on January
and
periods to administer.
.

.

The Follow-Up Test is composed of two parts which contain five tests
that relate directly to the First-Semester Shorthand Aptitude Test.
The final statistics of the study will compare the pretest and the posttest results to each other and to the grade the students receive from
you.

The prerecorded tape of directions, the Manual of Directions, and the
two parts to the Follow-Up are enclosed. I want to get these to you
before Christmas vacation and before the days of administration so you
will have a chance to examine closely the tests and to read carefully
the Manual of Directions. Again, there are underscored lines in the
Manual of Directions for you to read aloud.
Here are some specifics about which I feel yousbould know:
1)

Each part of the Follow-Up Takes from 30 to 35 minutes to administer;
therefore, it will require a segment from two separate class periods.
Maybe you should tell the class on
and
Please plan on January
the preceding day they will be taking such a test--not for a grade- There
and that it is the Follow-Up Test to the one they took this fall.
is no harm in letting the transfer students or the late starters take
this follow up for the experience.
.

2)

You might stress to the students that the results of the test again
will have no bearing on the grades they will receive from you.
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December 7, 1970

3)

You should be prepared to write the shorthand outlines from Test B -Symbol Retention--on the chalkboard. Test B is found on page 5 of the
Manual of Directions and on page 3 of the test booklet.

4)

I have indicated Part II to the Follow-Up on the prerecorded tape of
directions by inserting a slip of paper. I thought this might save you
some time on January

You might be interested in knowing that Mrs. Madeline Strony had an opportunity to examine carefully the First-Semester Shorthand Aptitude Test.
She reports that she sees great possibilities for its being proved successI have you to thank for
ful. Needless to say, this puts me on Cloud Nine!
I also
being so cooperative in giving it and the Follow-Up,
thank your students for taking the tests.
.

I will be by to pick up the tests, the Manual of Directions, and the prerecorded tape sometime before the end of your semester.
Thanks again for your cooperation and assistance.
Sincerely yours

Lorrine B. Skaff
Assistant Professor of Business
Enclosures
Manual of Directions and its tests (1 set)
Prerecorded tape of directions (1)
Follow-Up Test--Part I and Part II (No.)

On Part II I am asking you to time the students for only 20 minutes
I did not have enough room on the tape for a 20for their transcription.
minute pause. Thanks for timing them for 20 minutes before turning the
tape back on for the final comments.
P. S.
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APPENDIX J
FOLLOW-UP TEST TO THE FIRST - SEMESTER SHORTHAND APTITUDE TEST

Prepared by Lorrine B. Skaff---Southern Oregon College

PART

I

PLEASE PRINT
Sex

Name

Grade

Date of Birth

Exam Date

(M of F)

Month

Day

Year
City, State

School

What part of your study of shorthand are you enjoying the most?

IF shorthand were not offered in the curriculum, would you still have the desire to study
Why or why not?
shorthand?
What grade did you receive in shorthand the first nine weeks?
What grade do you expect to receive this nine weeks?
Are you a business major?

What is your cumulative GPA?
Are you studying a foreign language this year?

If yes, which one?

What grade did you receive in this language course the first nine weeks?
PEN DOWN.

========================================
=_==

=

PLEASE WRITE NO MORE ON THIS PAGE--DO NOT TURN THE PAGE:
===_===_._=_=.=======-.....============.=:=======.=====.=====.......
=
Pretest Score

Posttest Score

A) Phonetic Understanding and Spelling
B) Symbol Retention
C) Manual Dexterity
D) Proofreading and Punctuation

E) Sentence Retention and Writing Speed
TOTAL SCORE

Percentile
First-Semester Shorthand Grade
.......
M .=

Assigned Student Number__,
GENERAL DIRECTIONS--PART I

There are five sections to this test. Time will be given at the beginning of each section
Listen carefully to the extra directions which are presented
for reading the directions.
Be sure you follow all directions closely.
through the use of a prerecorded tape.
If your pen stops working, hold up
Each of you should have a pen or two on your desk.
You are not expected to
your hand and your teacher will provide you with another one.
complete all of each section of the test, but you should do your best work.
Good luck:

DO NOT TURN THE PAGE UNTIL INSTRUCTED TO DO SO.
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A) PHONETIC UNDERSTANDING AND SPELLING
Each outline below is written in Gregg Shorthand, Diamond Jubilee Series.
You are to transcribe each outline in longhand, spelling it correctly.
of persons or places.

Do NOT use names

If you are uncertain about an outline,
Do not spend too much time on any one outline.
proceed to the next one. If you finish before the time limit,'you may wish to concentrate
on transcribing those "uncertain" outlines.
Complete the following examples, then complete no more until instructed to do so,

7

EXAMPLES:

._,- --../

----t,--------#

PEN DOWN.
Transcribe the following words as rapidly and as accurately as you can WHEN instructed.

.=====...====================.========.=.===========
Column 2

Column 1
16.

1.
2.

6-61,

d--,//

17. 6---)1

3.

18.

4.

19.
20.

5'
6.

.,?7,

21,

7.

-7

22.

8.

/7an-

23.

24..0

9.

10.

25.

0)-7

11.

26.

7--

27.

e5--;/'

12.

13.

---4"(r'-"--

14.

29.

15.

30.

ev)

PEN DOWN.

DO NOT TURN THE PAGE UNTIL INSTRUCTED TO DO SO.
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B) SYMBOL RETENTION

A series of 30 words will be dictated to you at an average of nine words every minute.
WATCH YOUR PROPORTIONS:
You are to write the word correctly in Gregg Shorthand.
Each word will be pronounced only twice. You will not have a chance to ask questions about
any of the dictated words; therefore, you should listen very closely as the words are being
If you
dictated. You need write the word only once in shorthand on its appropriate line.
Properly
cross
out
the
incorrect
outline
by
wish to correct an outline, you may do so.
ect°4--writing one big "shorthand period" through it; for example,
64'15*

Write the example words in shorthand, then compare your shorthand outlines with the outlines
Do NOT draw your outlines.
which your teacher will write on the chalkboard.
EXAMPLES:

persuade

into

instant

improper

Write down the two columns as accurately as you can WHEN instructed to do so.
your outline must be written correctly in Gregg Shorthand.

PEN DOWN.
Remember,

=-.--========..===..======.======.====================..s=1=======
Column 2

Column 1
1.

16.

2.

17.

3.

18.

4.

19.

5.

20.

6.

21.

7.

22.

8.

23.

9.

24.

10.

25.

11.

26.

12.

27.

13.

28.

14.

29.

15.

30.

PEN DOWN.

DO NOT TURN THE PAGE UNTIL INSTRUCTED TO DO SO.
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C) MANUAL DEXTERITY
The following sections each contain a Cregg Shorthand outline.
fcr each Cregg Shorthand outline is typed beside it.

The longhand transcription

When the signal, "Ready? Begin," is given, you are to write the outline as quickly and as
accurately as you can in the boxes, starting on line "a" and continuing through that section
until told to stop.
Do NOT draw your outlines. Watch the proportions of your strokes; that is, if a circle is
large in the example, yours should be large; if it is small, yours should be small; if a
stroke is straight, yours should be straight; if it's curved, yours should be curved; etc.
Your outline should approximate the size of those illustrated for you.
If you complete one section before time is called, do NOT go back to previous outlines.
Each section is timed individually.

==

===.=.1...========.x....=====================ms

gentlemen

SECTION 1

la

lb
lc

DO NOT PROCEED TO THE NEXT SECTION UNTIL INSTRUCTED TO DO SO.

date

SECTION 2

2a
2b
2c

DO NOT PROCEED TO THE NEXT SECTION UNTIL INSTRUCTED TO DO SO.

interested

SECTION

3b
3c

DO NOT TURN THE PARE UNTIL INSTRUCTED TO DO SO.
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C) MANUAL DEXTERITY, Cont.

payment

SECTION

4a

4b
4c

DO NOT PROCEED TO THE NEXT SECTION UNTIL INSTRUCTED TO DO SO.

receive

SECTION 5

5a
5b
5c

DO NOT PROCEED TO THE NEXT SECTION UNTIL INSTRUCTED TO DO SO.

SECTION

(4,

price

6b
6c

DO NOT PROCEED TO THE NEXT SECTION UNTIL INSTRUCTED TO DO SO.

committee

SECTION 7

7a

7b
7c

7d

DO NOT TURN THE PAGE UNTIL INSTRUCTED TO DO SO.
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C) MANUAL DEXTERITY, Cont.

SECTION 8

regarding

8a

8b
8c
8d

DO NOT PROCEED TO THE NEXT SECTION UNTIL INSTRUCTED TO DO SO.

SECTION 9

material

9a
9b
9c
9d

PEN DOWN.

DO NOT TURN THE PACE UNTIL INSTRUCTED TO DO SO.

163

Page 7

D) PROOFREADING AND PUNCTUATION

Some errors are misspelled words, some are
The following letter contains several errors.
misused words, some are punctuation errors, some words are incomplete, and in some cases
you must make a choice of which word to use.
Write your corrections on the appropriate blanks AS YOU
Carefully proofread the letter.
Other lines contain
PROOFREAD. Several lines of the letter contain more than one error:
their
occurrences. When
no errors! Write your corrections on the line directly opposite
a comma is to be inserted, you are to record the comma WITH its preceding word.
/.e_zz0,2f,j
~e-rAel-i
EXAMPLE: Don't wait, however untill you suffer a loose.
(Notice the comma is recorded with its preceding word on the blank provided.)
(Notice

If you finish before time is called, proofread the letter again and make any further
corrections you might find.
===== ==== ==========

Dear Mr. Brown
It seldom becomes neccesary for us to transfer a
account to a collection agensy.

occassions however when

On those few

cumstances leave us

know alternative, we consider it in the customers
interest to tell him what we intend to due.

If we do not here from you by Febuary 22 we shall
be compeled to have you account transfered to the
agency.

Please use the inclosed stamped, self-

addressed envelope Mr. Black to let us hear from
you.

If you cannot make payment immediately please
(right, rite, write) us and tell us what is
wrong.

We will (advice, advise) you what we can

do for you and the terms we might be able to
arrange.

Their is no further ob

tion on you

part for requesting (advice, advise).

In fact,

(its, it's) to your benefit to notify us soon.
Sincerely Yours,
PEN DOWN.
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FOLLOW-UP TEST TO THE FIRST-SEMESTER SHORTHAND APTITUDE TEST
Prepared by Lorrine B. Skaff---Southern Oregon College

PART

II

===.===.=========......=====.==========s7====m==a ======192=====.=======.==.===========.=
PLEASE PRINT
Name

Grade

Date of Birth

Exam Date

Sex
(M or F)

Month

Day

Year
City, State

School

PEN DOWN.

.-.........-..=........===========MM==============.1========================.==.

====

PLEASE WRITE NO MORE ON THIS PAGE--DO NOT TURN THE PAGE!
Sm.Q.c......==

=...

=ISI.V.I.t.=SIS SIMIZ.Z3====$231=1.6.111=========S2I=13.10=======t11117MNISCPIRMIS

Shorthand Score

Transcription Score

Letter No. 1 -- 100 wam
Letter No. 2 --

90 wam

Letter No. 3 --

80 wam

Letter No. 4 --

70 wam

Letter No.

5 --

60 wam

Letter No.

6 --

50 wam

..,..

TOTAL SCORES
..-================================.:.........=========...... ==============
a
GENERAL DIRECTIONS--PART II

Six different one-minute letters will be dictated to you. The letters will decrease in
speeds ranging from 100 words a minute to 50 words a minute. You are to write in shorthand each letter as it is dictated to you. Write only to the vertical line on the assigned
dictated even though some
page. Try your best to write something for every word which is
of the letters may be too fast for you to write comfortably or confidently.
Do NOT write any longhand in with your shorthand notes!!

Before the letter at 100 words a minute is dictated to you, a short warm-up letter at 110
This is only
words a minute will be dictated. This letter will be for one-half minute.
Each
letter
a wam-up letter: The rest of the letters will be one minute in length.
should become easier for you "to get" in shorthand as each letter becomes slower in dictaKeep your hand moving
tion rate. Try your best to write something for every word.
throughout the dictation!
After the letters from 100 to 50 words a minute have been dictated to you, you will be
asked to select and transcribe the three highest rates on which you did your best. You
will transcribe these three letters in the right-hand column directly across from your
shorthand notes. You may use a dictionary while transcribing.
Good luck!
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Warm-up letter at 110 words a
minute for one-half minute
LONGHAND

SHORTHAND NOTES

TRANSCRIPTION COLUMN

Do not transcribe this letter
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One-minute letter at 100 words
a minute
SHORTHAND NOTES
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LONGHAND

TRANSCRIPTION COLUMN
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One-minute letter at 90 words a
minute
SHORTHAND NOTES

LONGHAND

TRANSCRIPTION COLUMN
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One-minute letter at 80 words a
minute
LONGHAND

SHORTHAND NOTES

TRANSCRIPTION COLUMN
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One-minute letter at 70 words a
minute
SHORTHAND NOTES

LONGHAND

TRANSCRIPTION COLUMN
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LONGHAND

SHORTHAND NOTES

One-minute letter at 60 words a
minute

One-minute letter at 50 words a
minute

TRANSCRIPTION COLUMN
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APPENDIX L
FOLLOW-UP TEST TO THE FIRST - SEMESTER SHORTHAND APTITUDE TEST

Prepared by Lorrine B. Skaff---Southern Oregon College

MANUAL OF DIRECTIONS
I.

Construction of the Test

This test was developed to test in shorthand the five skills tested in the FirstSemester Shorthand Aptitude Test. The author feels these skills have a bearing on
student success in the first semester of Gregg Shorthand. These five skills are:
Phonetic Understanding and Spelling, Symbol Retention, Manual Dexterity, Proofreading and Punctuation, and Sentence Retention and Writing Speed.
This Follow-Up Test is to be administered two weeks before the end of the first
It is hoped that those students who showed greater achievement on the
semester.
aptitude test and in their shorthand class will show also the greater achievement
on this Follow-Up Test.
The test is intended to be administered in two sessions so the students will not
be rushed with their transcription of Test E--Sentence Retention and Writing Speed.

PART

I

Test A. Phonetic Understanding and Spelling. This is a test of the student's
ability to transcribe and spell correctly words which are written in shorthand.
It is felt that, if the student has a thorough understanding of Gregg Shorthand

characters and their sounds, he should have few problems in deciphering these
words.

Most students should have a complete understanding of these vocabulary words.
Uncommon, unusual, or difficult words were not selected for this part of the test.
All 30 of these words appear in Silverthorn's High Frequency Word List, which contains 4,950 words used most frequently in written business communications. These
words also appeared frequently in the first-semester Gregg Shorthand textbook.
These words were taken directly from the Phonetic Understanding and Spelling
Section of the First-Semester Shorthand Aptitude Test. These words were selected
because they are representative of the Gregg Shorthand principles and are included
in the student's vocabulary. If the student's response is incorrectly spelled,
the answer will be counted wrong as studies show that the better shorthand students
are the better spellers, generally speaking.
The students will have three minutes to transcribe as many of these words as they
can.

This is a test of the student's ability to write theory
Test B. Symbol Retention.
words in shorthand when, the words are dictated to him. If the student has a thorough understanding of his shorthand characters and their sounds, it is hoped that
he will have less difficulty in constructing correctly the 30 words which are dictated to him. One word will be dictated every six seconds. This is the same as
the timing used for the Gregg Awards. Each word will be pronounced twice to enable
the student to assure himself of the dictated word. The student needs to write the
word only once. He may make corrections on his outlines if he feels this is
necessary.
These 30 words were taken directly from the remaining words on the Phonetic Understanding and Spelling Section of the First-Semester Shorthand Aptitude Test. These
words were selected because they, too, represent Gregg Shorthand principles and are
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included in the student's vocabulary. If the student's response is incorrectly
written in shorthand or if his proportions are poor, his response will be counted
wrong. Our interest in this section is the student's ability to remember shorthand characters and use them correctly in constructing theory words.
Test C. Manual Dexterity. This is a test of the student's ability to construct
The students are
and write Gregg Shorthand outlines fluently and accurately.
urged NOT to draw their outlines. The nine outlines which were selected were
taken from the first 500 of the most frequently used words of the Horn-Peterson
list and the Silverthorn High Frequency Word List. These words represent several
The outlines are
of the joinings and characters used in writing Gregg Shorthand.
of varying difficulty to construct. The words selected for this test are identical
to those used on the aptitude test. This was done so an improvement score could be
derived. The students will not have a chance to practice the outline before being
timed on their writing. It is felt that the students should know how to construct

each of these outlines by the end of the first semester.
Each section of this test is timed individually. The students will be instructed
to write the outline as quickly and as accurately as they can for 15 seconds starting on the "a" line and continuing through that section until told to stop.
Test D. Proofreading and Punctuation. This is a test of the student's ability to
find and correct such errors as misspelled words, misused words, and punctuation
word to use by studyerrors. He also has an opportunity to determine the proper
The
student
is
asked
to
make
a selection of the
ing the context of the sentence.
proper word to use when similar words tend to be confusing.

The student is asked to proofread a letter and to record the corrections on the
There are 30 errors in the letter. The number of errors is idenblank provided.
tical to the number of errors which were on the Proofreading and Punctuation Section
and make
of the aptitude test. The students will have three minutes to proofread
abilities are better
Those
students
whose
proofreading
and
grammatical
corrections.
would be expected to get further than those who are weak in these areas.

PART II
Sentence Retention and Writing Speed. This is a test of the student's
ability to retain dictation or a portion of it in his mind and continue to write
in shorthand at rates decreasing from 110 words a minute to 50 words a minute.
The students in shorthand are rarely "right with" the dictator. They most frequently must rely on their memories for past dictation while they continue to
listen to the new material being dictated within the same letter.
Test E.

The students will not be given a preview or a postview to any of the letters die,"
A one-half minute letter at 110 words a minute will be dictated as warmup.
tated.
It is not anticipated that the students will get this dictation verbatim. Following the warm-up letter, one-minute letters at the rates of 100, 90, 80, 70, 60,
letter
and 50 words a minute will be dictated. A twenty-second pause follows each
Theie one-minute letters
in order for the students to complete their writing.
constitute the actual test for Test E.

After the final dictation, the students will be asked to select their best three
highest rates
letters and transcribe them. The students are to select the three
which represent the letters on which they feel they did their best and transcribe
They will be allowed to use the
those three letters as accurately as possible.
dictionary while transcribing.
Their shorthand notes will be checked to see that the students recorded something
outlines. Their
for every word. Their notes will not be checked for correct
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transcripts. will be checked for verbatim wording, correct punctuation, and correct
The students will have 20 minutes to transcribe their best three letters.
spelling.

Not all students will be able to remember or get all of the dictation even though
the dictation becomes slower in rate. The letters used for this dictation were
taken from Shorthand Dictation ABC's by Allien R. Russon. These letters were selected because of their easy vocabulary, high content of brief forms, and syllabic
in Pnsity ranging from 1.30 to 1.41. It is presumed that this is new-matter dictafor all testees.
II.

DIRECTIONS FOR ADMINISTERING THIS FOLLOW-UP TEST

General Directions. There are five sections to this test. This test should be
administered in two sittings. Tests A, B, C, and D are to be administered in one
sitting, and Test E is to be administered the next day.

The shorthand teacher (the teacher-administrator) should make every effort to insure that the conditions of the classroom are as nearly ideal as possible before
administering the test. There should be NO interruptions during these times.
The teacher-administrator should be sure that everyone is equipped with pens before
starting the testing periods. She should have extra pens on hand in case of an
emergency.
The teacher-administrator will need a tape recorder to play the prerecorded 7" reel
of directions at speed 3 3/4. If a tape recorder is not available, the teacheradministrator will need a stop watch or a watch with a second hand so she can follow
the Manual of Directions for specific directions and specific timing.
The teacher-administrator should be sure, also, that the chalkboard is erased and
ready for use. Chalk and eraser should be handy. To insure fluent and accurate
writing, the teacher-administrator might review the four outlines in Test B before
The teacher-administrator is asked to write these outlines
administering the test.
on the chalkboard during the testing period. Fluency, proportion, and direction
are most important.
Specific Directions.

DIRECTIONS TO THE TEACHER-ADMINISTRATOR ARE TYPED IN ALL CAPITALS.
The words spoken by the teacher-administrator are underscored.
Directions given on the prerecorded tape are typed in italics.
General information will not be underscored.

If the teacher-administrator has a tape recorder available and if it is working
If no tape recorder
properly, she should have only a few oral directions to give.
is available, the administrator should read and follow the directions directly
from this Manual. The timing must be followed exactly.
A prerecorded tape accompanies each set of tests. The tape was recorded at
speed 3 3/4. The teacher-administrator, however, should follow closely the specific directions in this Manual during the administration of the test to be sure
Following these
that the tape has no blank spots caused by improper recording.
directions also will insure little wasted time and little effort in putting the
shorthand outlines in Test B on the chalkboard.
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PART

I

Part I of the Follow-Up Test takes approximately 30 minutes to administer.
THE TEACHER-ADMINISTRATOR SHOULD SAY: Today and tomorrow, Class, you will be
taking the Follow-Up Test to the First-Semester Shorthand Aptitude Test which you
took at the beginning of the school year. As you may remember, that aptitude test
will be used to try to predict your chances for success in the study of Gregg
Shorthand during the first semester of school. You did not have to know any shorthand in order to do well on that test.

Today and tomorrow you will take a similar-type test, but you must know and use
do
your shorthand. I urge you to listen to your directions very carefully and to
as well as you can.
Listen
All of your oral instructions for the test are on a prerecorded tape.
All of you should have
closely to be sure you understand all the requirements.
your pens on your desk.
Do not open your
Keep your test booklet face down until told to turn it over.
test booklet until instructed to do so by the directions on the tape. PLEASE
(Two-minute pause to allow for the distribution of
HAND OUT THE TEST BOOKLETS.
the booklets.)
I will now start the taped directions.

TAPED DIRECTIONS
Please check the settings on your tape recorder for tone, brilliance, volume,
trifteen-second pause to
and speed. This tape was recorded at speed 3 3/4.
make the necessary adjustments with the tape recorder)
These are the directions for Part I of the Follow-Up Test to the First-Semester
I hope that you shorthand students have enjoyed your
Shorthand Aptitude Test.
Today and tomorrow you will be tested to determine
first semester of shorthand.
your achievements in shorthand thus far. You are not expected to complete aZZ of
each section of the test, but you should do your best work and get as far into
each section as you possibly can.

Please turn your test booklet over and print plcinly the required information on
Pill in all the blanks on the top half of the page, then do not
the first page.
Do not turn the page. Please put your pen down
write anything more on that page.
when you have filled in the blanks. Then, carefully read the general directions
(Two and one-half minute pause)
at the bottom of page 1.
Test A.

Phonetic Understanding and Spelling

Carefully
(PEuse) Test A--Phonetic Understanding and Spelling.
Turn to page 2.
read your directions, fill in the examples, then put your pen back on the desk.
(One and one-half minute pause)
(Spell in shorthand those words in quotation marks, then pronounce them for the
"Ajnse" says agency; "trbul" says trouble; "legaylle" says legally;
students.)
Remember, the words which
and "korek:" says correct. Did you get those right?
you transcribe must be spelled correctly. Do not start until I say, "Ready?
You
tell you to stop.
Begin." You are to work rapidly and accurately until I
Pick up
will have three minutes to spell correctly as many of these as you can
Pen down.
(Three-minute pause) Stop.
Ready? Begin.
your pen.
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Test B.

Symbol Retention

Carefully read and follow the
Turn to page 3.
(Pause) Test B--Symbol Retention.
TEACHER-ADMINISTRATOR, WRITE THE SHORTHAND OUTLINES FOR THE FOLLOWING
directions.
WORDS ON THE CHALKBOARD:
persuade

into -/'

instant

i/-/

improper

(Ninety-second pause) Are your outlines the same as those your teacher wrote?
Write in shorthand the words which I will dictate to you. I will pronounce each
Listen carefully and write accurately, but do NOT draw your outlines.
word twice.
If you make an error in your writing, cross out the error by using one big "shortReady?
You need write each word only once.
hand period" as is in your example.
(Dictate one word every six seconds, pronouncing each word twice.
Pen on line 1.
Call out only the following numbers so the students can be assured they are writing
the correct word: 1, 6, 10, 16, 20, and 26.) Stop. Pen down.

The words to be dictated for Test B are:
1.
2.
3.

4.
5.
6.

assured
sources
extent
official
material
effective

Test C.

separate
submission
9. knowledge
10. although
11. earlier
12. financial
7.

13.

8.

14.
15.
16.
17.

guarantee
unfortunate
auditor
loyal

personal

18.

connection

19.
20.
21.
22.
23.
24.

redemption
definite
developed
issued
ideal
bankers

25.
26.
27.
28.
29.
30.

review
portable
logical
interpretation
postage
qualifications

Manual Dexterity

(One(Pause) Read the directions for Test C--Manual Dexterity.
Turn to page 4.
minute pause) Do not start writing until told to do so. You are urged NOT to draw
any of your Gregg Shorthand outlines when you write them in the boxes, instead
write them quickly and accurately.

Look at the outline for Section 1. Notice that the outline is "gentlemen." When
told to do so, you are to write the shorthand outline for gentlemen as many times
Work as far into the section as you can.
as you can before being told to stop.
(Fifteen-second pause) Stop.
Ready? Begin.

Notice the outline for "date." Pen on line 2a. Ready? Begin.
Section 2.
(Follow this same pattern all the way through
(Fifteen-second pause) Stop.
Section 9.)
After completing Section 3, say:
After completing Section 7, say:
After completing Section 9, say:

" Stop.

"Stop.
"Stop.

Turn to page 5.
Turn to page 6.
Pen down."

(Pause)
(Pause)

Section 4."
Section 8."

The words for the nine sections are: gentlemen, date, interested, payment,
receive, price, committee, regarding, and material.
Test D.

Proofreading and Punctuation

(Pause) Read the directions for Test D--Proofreading and PunctuTurn to page 7.
(One-minute pause) You will notice in the example that all three errors
ation.
are corrected on the same line because they all occurred on the same line.
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"However" must be followed by a comma, "until" is misspelled, and "loose" is incorThe word should be "loss." Therefore, you should write "however comrectly used.
ma," (spell) "u n t i Z," and (spell) "Z a s s."
You will have three minutes to proofread and write your corrections on Test D.
Pen down.
(Three-minute pause) Stop.
Ready? Begin.
Pen up.

TEACHER-ADMINISTRATOR, PLEASE BE PREPARED TO TURN OFF THE TAPE RECORDER AT THE
CLOSE OF THE FOLLOWING REMARKS.
Tomorrow you
Please close your test booklet and pass it forward to your teacher.
will be taking dictation at rates which decrease from 110 words a minute to 50
Don't be too surprised if you find that you cannot write every
words a minute.
Remember, you are not
word of dictation, especially for the first two letters.
Tomorrow you will
expected to complete all parts to all sections of this test.
You may use a dictionary
be asked, also, to transcribe your best three letters.
while transcribing so be sure you bring yours.
I hope you did well today!
TEACHER-ADMINISTRATOR, PLEASE TURN OFF THE TAPE RECORDER.

Tomorrow's dictation is on the same side of this tape so it is suggested that you
turn off the tape recorder while the students are passing their test booklets
There is a two-minute pause on the tape between the directions for
forward.
Part I and those for Part II.
You might prefer NOT to rewind the tape if you can retain the tape recorder and
if you do not need the recorder for another reason today. If you must rewind the
tape, mark the end of the directions for Part I by inserting a small piece of paThis piece of paper will be readily
per in the left reel at this ending point.
visible tomorrow and will enable you to advance to the proper starting spot without hesitation.
The directions for Part II start on about 345 on your tape recorder counter.

PART II
Part II of the Follow-Up Test takes approximately 40 minutes to administer.
THE TEACHER-ADMINISTRATOR SHOULD SAY: Today, Class, you will be taking the last
This is the dictation that you were told about yesterpart of the Follow-Up Test.
day. You will have a warm-up letter dictated at 110 words a minute for one-half
minute first. Then, you will have a series of one-minute letters dictated to you.
The one-minute letters will be dictated at the rates of 100, 90, 80, 70, 60, and
50 words a minute. Your dictation is again on a prerecorded tape.

Try your best to write something for every word of the dictation even though some
Try your best,
of the dictation may be too rapid for you to write comfortably.
though, as you will be transcribing these shorthand notes later.
PLEASE HAND OUT THE TEST BOOKLETS.
tion of the booklets.)

(Two-minute pause to allow for the distribu-

Now I will start the taped directions and dictation.
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TAPED DIRECTIONS
These are the directions for Part II of the Follow -Up Test to the First-Semester
Shorthand Aptitude Test. Please check the tape recorder for tone, brilliance,
(Fifteen-second
This tape was recorded at speed 3 3/4.
volume, and speed.
pause to make the necessary adjustments with the tape recorder)
Hello, again! I'm sure all of you are anxious to prove that you do know your
shorthand and that you can take dictation and transcribe it. Today you will do
You will take dictation from a series of easy letters which contain
just that.
many brief farms, then you will transcribe them.

Please fill in the required information on page 1 and read your directions for
Turn to page 2.
(Two - minute pause)
Test E--Sentence Retention and Writing Speed.
You will notice that page 2 is marked for a one -half minute letter at 110 words a
You should try to get as much of this letter as you possibly can. This
minute.
letter is a warm-up letter only! Try to write something down for every word.
Write the dictation in shorthand in the Left-hand column. Do not record anything
in the right-hand column until instructed to do so. Do not write longhand with
your shorthand notes.

Here is your dictation at 110 words a minute. Ready? (Dictate Letter No. 1 from
page 9 of this Manual at 110 wan. Follow the dictation with a twenty-second pause.)
Turn to page 3.
Stop.
Here is your first one-minute letter. The dictation will be at 100 words a minute.
Again, keep your hand moving quickly and try to get something down for every word.
then allow a
Ready? (Dictate Letter No. 2 from page 9 of this Manual at 100 warn,
Turn
to
page
4.
Stop.
twenty-second pause.)

Let's slow dawn a bit more and take a letter at 90 words a minute for one minute.
then allow a
Ready? (Dictate Letter No. 3 from page 9 of this Manual at 90 warn,
Turn to page 5.
twenty-second pause.) Stop.
Going still a bit slower, let's write a letter at 80 words a minute. Get something
down for every word, but remember not to draw your outlines. Ready? (Dictate
Letter No. 4 from page 9 of this Manual at 80 words a minute, then allow a twentyTurn to page 6.
second pause.) Stop.

I
Are you getting more and more of the dictation now that it is getting slower?
(Dictate Letter No. 5
Ready?
Here's
a
letter
at
70
words
a
minute.
hope so.
from page 10 of this Manual at 70 wan, then allow a twenty-second pause.) Stop.
Turn to page 7.
Here is a one-minute letter at 60 words a minute. Remember we are still not draw60 wan,
ing outlines. Ready? (Dictate Letter No. 6 from page 10 of this Manual at
then allow a twenty-second pause.) Stop.

Your last Zetter'is at the mild rate of 50 words a minute. Even at this speed
you should write your outlines fluently without drawing them. Ready? (Dictate
Letter No. 7 from page 10 of this Manual at 50 wan, then allow a twenty-second
Pen down.
pause.) Stop.
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Now you are to select the three highest rates of those letters on which you feel
In longhand transcribe these three letters in the space diyou did your best.
rectly across from your shorthand notes. When you have finished your transcription, proofread your letters carefully. You may use your dictionary while
Do not spend too much time on any puzzling outline, instead leave
transcribing.
a space in your transcript for that outline.
By this I mean, you
Your three letters do not have to be in consecutive order.
may feel you did a beautiful job on the letter at 90 but you "messed up" the 80.
Then you feel that you got the 70 and 60. You, then, would transcribe the letters
You would do nothing with the letters at 100, 80, and 50.
at 90, 70, and 60.
TEACHER-ADMINISTRATOR, PLEASE BE PREPARED TO TURN OFF THE TAPE RECORDER WHEN THE
STUDENTS ARE INSTRUCTED TO TRANSCRIBE FOR 20 MINUTES. ALSO BE PREPARED TO SET A
TIMER FOR 20 MINUTES SO THE STUDENTS WILL HAVE ONLY 20 MINUTES TO TRANSCRIBE.
You will have 20 minutes to transcribe your best three letters.
(Twenty-minute pause)

Pen up.

You may

begin.

TEACHER-ADMINISTRATOR, PLEASE TURN OFF THE TAPE RECORDER. ALLOW THE STUDENTS
EXACTLY 20 MINUTES TO TRANSCRIBE THEN SAY, "Stop. Please close ,jour test booklet and pass it forward."

NEXT, PLEASE TURN ON THE TAPE RECORDER AGAIN AND WAIT FOR THE CLOSING REMARKS.
Please close your test booklet and pass it forward to your teacher.
for your cooperation.

Thank you

I hope that you are enjoying your study of Gregg. Shorthand. Good luck with your
continued study of shorthand next semester and next year. I sincerely appreciate
your cooperation in taking the First-Semester Shorthand Aptitude Test early this
semester and this Follow-Up Test. I an grateful because, without cooperative
students like you and cooperative teachers like yours, this study would not have
been possible. 'Thanks again for your help.

TEACHER-ADMINISTRATOR, PLEASE COLLECT ALL THE TEST BOOKLETS AS QUICKLY AS POSSIBLE
AND TURN OFF THE TAPE RECORDER AFTER REWINDING THE TAPE.
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LETTERS FOR DICTATION

These
ABC's
These
brief

letters were taken from or modified from the letters in Shorthand Dictation
by Allien R. Russon, Ed. D., University of Utah, Salt Lake City, 1963.
letters were selected because of their easy vocabulary, high content of
forms, and syllabic intensity ranging from 1.30 to 1.41.

The letters are marked for dictation in 20 standard-word groups.

LETTER NO. 1

One-half minute at 110 words a minute--warm up

S. I.--1.34

Dear Madam: The enclosed order blank will enable you to own a green and white
Several of your friends have
automobile robe for just one- (1) half of its value.
purchased this robe at our new, low price; and one of them suggested (2) your name
to us.

This robe is sold at this low price to a few individuals only.

LETTER NO. 2

One-minute at 100 words a minute.

Sincerely yours,

S. I.--1.41

Your request for information regarding my property on State Street
Dear Mr. Black:
is a difficult (1) one for me to answer.

This property is in a very desirable location because of a recent change (2) in
market,
the highway, which now goes past my store. When I put this property on the
of
automobile
trade
passing
I did not believe there would (3) be such an increase
(4) up to that
the store. As there had been no interest shown in the property
the
Miller
Company.
time, I took the store off the market; and it is rented to
Yours truly,

LETTER NO. 3

One-minute at 90 words a minute

S. I.--1.39

in the
Dear Mr. Jones: As a general rule, our company is moat understanding
reason'
In
fact,
we
try
to
discover
the
matter of slow payments (I) on accounts.
back of such late remittances and often give advice (2) on how to solve the
problem.

There can be no4bubt that we have been very patient in, your case as we (3)
have written eight letters to you and also sent out our\regular statements.
We wonder, Mr. Jones, why you do (4)'not answer these letters and why you do
not let us hear from you. Yours truly,

LETTER NO. 4

One-minute at 80 words a minute

S. I.--1.30

Dear Mr. Brown: Our correspondence with you has been somewhat heavy during
The statements of your account
(1)
June and July and for a good reason.
which we have sent you since April are still unpaid.

Now we have an idea that (2) you do value your credit standing, Mr. Brown.
We have confidence in your character and in your successful (3) running of
to purchase
your business. Otherwise, we would have had to refuse to allow you
Very
truly
yours,
your last order (4) from us.
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LETTER NO. 5

One-minute at 70 words a minute

S. 1,-1.36

Dear Mrs. Billings: As head of the Credit Department, I have gone over your
account carefully and can find (1) no errors. An itemized statement is enclosed with this letter, from which you can see the dates and the articles (2)
purchased.

We have also checked the sales slip in each case and have noted that all of
These slips cover merchandise
(3)
them except three were signed by you.
ordered by you over the telephone. Yours sincerely,

LETTER NO. 6

One-minute at 60 words a minute

S.

--1.34

During the next month, our company will be giving a number
Dear Mrs. Long:
of fashion shows; and we are (1) enclosing two tickets which will admit you
and a friend to any of them. These fashion shows will present the cream of
(2) the new styles, and I am sure you will want to be present.
On September 7 there will be a show featuring (3) the latest college styles.
Sincerely,

LETTER NO. 7

One-minute at 50 words a minute

S. /.-1.33

I have gone over your account carefully, but I am unable
Dear Mr. Thomas:
to find where we could have (1) made an error. All your payments have been
by check, however; and if you will go over your canceled checks, you may (2) find
Sincerely yours,
some case where one of us reversed the figures.
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Postcard Reminding Teachers of Administration
Dates of Follow-Up Test--January, 1971

January

1971

Happy New Year! I do hope that you had a fine Christmas

vacation and that the end of the semester is going well
for you.
This is just a card to remind you that the Follow-Up
Test to the First-Semester Shorthand Aptitude Test is
to be administered to your shorthand students this weekON JANUARY

AND

I sincerely appreciate your cooperation, and I am looking
forward to sharing the results with you as soon as
possible.
Sincerely yours,
Lorrine B. Skaff
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APPENDIX N
Thank-You Letter Soliciting Semester Grades

Ashland, Oregon 97520

SOUTHERN OREGON COLLEGE
Business Division

Phone (503) 482.6489

127 Taylor Hall

February 1, 1971

Dear

I would like to take this opportunity to thank you again for administering
I sinthe First-Semester Shorthand Aptitude Test and its Follow-Up Test.
cerely appreciate all you have done for me; and yet I have one more favor
to ask of you,
Would you pleas6 send me the names of all of the students who were in your
beginning Gregg Shorthand classes last semester and the grades which they
earned for the first semester. I am going to correlate the scores from
the Aptitude Test with the scores from the Follow-Up Test and with the
first-semester grade which they received from you. Would you also indicate
those students who continued with their study of shorthand this semester.
Need I say that I am now busy scoring the Follow-Up Tests so the IBM cards
I'm probably
can be punched and the information fed into the computer?
I'm looking
the most anxious person to see the results of this study!
forward to the time when the results are in such a form that they can be
shared with you.
Enclosed is a stamped, self-addressed envelope for your convenience in
sending me the names and grades of the students who were in your shortThank you again for your fine cooperation.
hand classes last semester.
Sincerely yours

Lorrine B. Skaff
Assistant Professor of Business

ncm
Enclosure
cc Principal
P. S. Since your students and mine objected so to the new-matter dictation,
That should
I am planning on throwing out Part II to the Follow-Up Test.

relieve many minds, including my own!
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The following statement was attached to the carbon copy which
the principal received:

Dear
, for allowing
I owe you a special thanks,
and her students to participate in the study.
Mrs.
Thanks again.

Sincerely,

Lorrine B. Skaff
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APPENDIX 0

Postcard Soliciting Teacher Emphasis
January 29, 1971
Dear
Would you please rank the following shorthand skills
according to the emphasis which you placed on each last
semester. Which skill did you feel most important,

next in importance, etc. ?

Writing
Transcription
Theory
Please rank these on the attached, postage-paid card
and return the card to me. Thanks for your help,
Reading

Sincerely yours,
Lorrine B. Skaff

(Postcard soliciting teacher emphasis during the first
semester of Gregg Shorthand)

February 1, 1971
I emphasized the following shorthand skills in this
order of importance. (Please rank as 1, 2, 3, and/or
4.)
Reading

Theory

Transcription
Writing

Other (please explain)
Signature

(Postcard returned to researcher)
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APPENDIX P1. Statistical Formula for One Factor - Two Factor
Analysis of Variance - ANOVA

Correction Term:
2

1

where
and

= total of observations for the

.th treatment

n. = the number of observations for each treatment.
2

x.

Total Sums of Squares

C. T.

m

Treatment Sums of Squares

=

n.

- C. T.

Y.

Treatment Mean:

n.

Error Sum of Squares = Total Sum of Square - Treatment Sum
of Squares

Total DF =

n. -

1

Treatment DF = M - 1
where M is the number of treatments
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APPENDIX P1 (Continued)

Error DF = Total DF - Treatment DF.
A = Treatment Mean Square

=

Treat SS
Treat DF

Error SS
B = Error Mean Square: EMS = Error D. F.

t..13

=

i

1

EMS 1-1- +
n.j
ni
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APPENDIX PZ. Statistical Formula for Correlation Coefficient BMDO3D

Computational Procedure
.th observation of the j th variable

Let Xij denote the
(i=1 2

. . . ,n),

= 1, 2,

Sample:

jk

Mean:

=N.

=

X.
J

P +c1)

n

1

N.

3k

i=1

Correlation:
1

X.,) (X. - X. k)

N.

3k

rik
N.

Njk

(X

i=1
1

Nik

(X.

2
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APPENDIX Q

Analysis of Variance Computer Printout Data
APPENDIX Q1. Analysis of Variance for the Reason for Studying Shorthand and the First-Semester
Shorthand Grade.

F-Ratio

df

Source

SS

MS

Between

6.10659

1.22132

5

Within

5,28373

2.72357

194

Total

5.34480

0.4484

199

Comparison of First-Semester Shorthand Mean Grades (A = 1.0,

117
6

43
7
16
11

,F = 5.0)
X

Reason for Study

N

Level of
Significance

Wants to be a secretary
Wants to attend business school
Wants to use shorthand in college
Thinks it will be interesting
Wants to take better notes & obtain a job now
Other

2.70940
3,16667
2.69767
3.57143
2.75000
2,81818

APPENDIX 92. Analysis of Variance for the Reason for Studying Shorthand and the Total
Aptitude Test Scores.

df

Source

SS

MS

Between

3.06622

6.13244

5

Within

5.88797

3.03504

194

Total

6.19459

F-Ratio

2.0205

199

Comparison of Aptitude Test Mean Scores
N

117
6
43
7
16
11

Reason for Study

Wants to be a secretary
Wants to attend business school
Wants to use shorthand in college
Thinks it will be interesting
Wants to take better notes & obtain a job now
Other

X

321,51282
304.83333
334.55814
329,14286
363.93750
327.45455

Level of
Significance
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APPENDIX Q3. Analysis of Variance for the Reason for Studying Shorthand and the Total Follow-Up
Test Scores.

Source

MS

SS

F-Ratio

df

Between

1.44158

2.88316

5

Within

1.17769

7.85123

150

Total

1.32184

3.6722

Level of
Significance

.01

155

Comparison of Follow-Up Test Mean Scores

Reason for Study

N

90
3

36

4
14
11

Wants to be a secretary
Wants to attend business school
Wants to use shorthand in college
Thinks it will be interesting
Wants to take better notes & obtain a job now
Other

160. 87778
134. 00000
151. 80556
138. 50000
184. 00000
150. 54545

APPENDIX Q4. Analysis of Variance for Who Suggested the Study of Shorthand and the First Semester Shorthand Grade.

F-Ratio

df

Source

SS

MS

Between

7, 84976

3. 92488

2

Within

5. 33695

2. 70911

197

Total

5. 34480

0.1449

199

Comparison of First-Semester Shorthand Mean Grades (A = 1.0,
N
178
21
1

Criterion
Student's own decision
Parental influence
Friend's influence

X

2. 75281
2. 85714

2.00000

F = 5.0)

Level of
Significance
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APPENDIX 95. Analysis of Variance for Who Suggested the Study of Shorthand and the Total
Aptitude Test Scores.

MS

F-Ratio

df

Source

SS

Between

7.75745

3.87872

2

Within

6.11702

3.10509

197

Total

6.19459

Level of
Significance

1.2492

199

Comparison of Aptitude Test Mean Scores
Criterion

N
178
21
1

Student's own decision
Parental influence
Friend's influence

329.99438
310.04762
311.00000

APPENDIX 96. Analysis of Variance for Who Suggested the Study of Shorthand and the Total

Follow-Up Test Scores.
F-Ratio

df

Source

SS

MS

Between

5.96206

2.98103

2

Within

1.31588

8.60053

153

Total

1.32184

0.3466
155

Comparison of Follow-Up Test Mean Scores
N
139
16
1

Criterion
Student's own decision
Parental influence
Friend's influence

X

158.75540
163.18750
177.00000

Level of
Significance
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APPENDIX Q7. Analysis of Variance for Desire to Study Shorthand Even if Shorthand Were Not
Offered in the Curriculum and First-Semester Shorthand Grade. (Question asked
on cover sheet of Aptitude Test)

Source

df

MS

SS

Between

2. 25370

2. 25370

1

Within

5. 11943

2.58557

198

Total

5. 34480

F-Ratio

.01

8, 7164
199
5. 0 )

Comparison of First-Semester Shorthand Mean Grades (A = 1.0,

167
33

Level of
Significance

Criterion

X

Yes
No

2.61078
3. 51515

APPENDIX 98. Analysis of Variance for Desire to Study Shorthand Even if Shorthand Were Not

Offered in the Curriculum and Total Aptitude Test Scores. (Question asked on
cover sheet of Aptitude Test)

df

Source

SS

MS

Between

3.81791

3.81792

1

Within

6. 19421

3. 12839

198

Total

6. 19459

F-Ratio

0. 0122
199

Comparison of Aptitude Test Mean Scores
N

Criterion

X

167
33

Yes
No

327. 61078
328. 78788

Level of
Significance
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APPENDIX Q9. Analysis of Variance for Desire to Study Shorthand Even if Shorthand Were Not
Offered in the Curriculum and Total Follow-Up Test Scores. (Question asked on
cover sheet of Aptitude Test)

df

Source

SS

MS

Between

1.60737

1.60737

1

Within

1.320236

8.57296

154

Total

1.321843

F-Ratio

Level of
Significance

0.1875

155

Comparison of Follow-Up Test Mean Scores
X

Criterion

N

158.94891
162.05263

Yes

137
19

No

APPENDIX Q10. Analysis of Variance for First-Semester Shorthand Grades and Total Aptitude
Test Scores.

df

Source

SS

MS

Between

7.54037

1.50807

5

Within

5.44056

2.80441

194

Total

6.19459

F^Ratio

5.3775

199

Comparison of Aptitude Test Mean Scores
N

First-Semester Shorthand Grade

55
47

A

41

C
D
F

27
19
11

B

not available

X

354.32727
322.51064
325.73171
320,88889
305.94737
280.27273

Level d
Significance
.01
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APPENDIX Q11. Analysis of Variance for First-Semester Shorthand Grades and Total Follow-Up
Test Scores.
F-Ratio

df

Source

SS

MS

Between

1,41071

3. 52677

4

Within

1,18077

7, 81968

151

Total

1. 32184

4.5101

Level of
Significance

01

155

Comparison of Follow-Up Test Mean Scores
N

X

First-Semester Shorthand Grade

20

C
D

168. 86538
163, 51064
146. 18750
149. 25000

5

F

145.20000

A

52
47
32

B

APPENDIX Q12. Analysis of Variance for Continuance of Study of Shorthand Second Semester
and First-Semester Shorthand Grade.

df

Source

SS

MS

Between

2.94646

2. 94646

1

Within

2, 39837

1.21128

198

Total

5, 34480

F-Ratio

243. 2518
199

Comparison of First-Semester Shorthand Mean Grades (A = 1. 0,
N

Criterion

X

148
52

Continued
Discontinued

2. 04054
4. 80769

, F = 5.0)

Level of
Significance

,01

194

APPENDIX 913. Analysis of Variance for Continuance of Study of Shorthand Second Semester
and Total Aptitude Test Scores.

df

Source

SS

MS

Between

2,58764

2,58764

1

Within

5.93583

2.99789

198

Total

6.19459

FRatio
8.6315

Level of
Significance

.01

199

Comparison of Aptitude Test Mean Scores
N

Criterion

X

148

Continued
Discontinued

334.54730
308.61538

52.

APPENDIX Q14, Analysis of Variance for Continuance of Study of Shorthand Second Semester
and Total Follow-Up Test Scores,

Source

SS

MS

Between

4,21097

4,21097

Within

1,27973

8.30996

Total

1,32184

df
1

5.0674
154
155

Comparison of Follow-Up Test Mean Scores
N

139
17

Criterion
Continued
Discontinued

F-Ratio

X

161,14388
144,47059

Level of
Significance

.05
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APPENDIX 915. Analysis of Variance for Desire to Study Shorthand Even if Shorthand Were Not
Offered in the Curriculum and First-Semester Shorthand Grade. (Question asked
on cover sheet of Follow-Up Test)

Source

SS

MS

Between

1.09236

1.09236

1

Within

1.90224

1.23522

154

Total

2.01147

155
F

5.0)

X

Criterion

2.09524
2.76667

Has desire
Lacks desire

30

.01

8.8435

Comparison of First-Semester Shorthand Mean Grades (A =1.0,

126

Level of
Significance

F-Ratio

df

APPENDIX 916. Analysis of Variance for Desire to Study Shorthand Even if Shorthand Were Not
Offered in the Curriculum and Total Aptitude Test Scores. (Question asked on
cover sheet of Follow-Up Test)

cif

Source

SS

MS

Between

2.76431

2.76431

1

Within

4.03287

2.61876

154

Total

4.06053

1,0556
155

Comparison of Aptitude Test Mean Scores
N
126
30

Criterion
Has desire
Lacks desire

F-Ratio

X

336.21429
325.53333

Level of
Significance
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APPENDIX 917. Analysis of Variance for Desire to Study Shorthand Even if Shorthand Were Not
Offered in the Curriculum and Total Follow-Up Test Scores. (Question asked on
cover sheet of Follow-Up Test)

df

Source

SS

MS

Between

5.29158

5,29158

1

Within

1.32131

8.57996

154

Total

1.32184

Level of
Significance

F-Ratio

0,0617
155

Comparison of Follow-Up Test Mean Scores
X

Criterion

N

159.61111
158.13333

Has desire
Lacks desire

126
30

APPENDIX 918. Analysis of Variance for Reason Why Student Has Desire to Study Shorthand Even
if Shorthand Were Not Offered in the Curriculum and First-Semester Shorthand
Grade. (Question asked on cover sheet of Follow-Up Test)

df

Source

SS

MS

Between

2.00230

2.86044

7

Within

1 81124

1.22381

148

Total

2.01147

Reason for Desire

8

17

24
59
2
1

15

30

2.3373

OS

155

Comparison of First-Semester Shorthand Mean Grades (A = 1.0,
N

F-Ratio

Level of
Significance

, F = 5.0)
X

Enjoys shorthand

2.25000

Finds shorthand fun, fascinating, .or
interesting
Wants to take better notes and obtain a job now
Wants to be a secretary
Wants to attend business school
Finds shorthand challenging
Other
Hasn't the desire to study shorthand

2.23529
1.91667
2.03390
3.50000
4.00000
2.06667
2.76667

197
APPENDIX Q19. Analysis of Variance for Reason Why Student Has Desire to Study Shorthand Even
if Shorthand Were Not Offered in the Curriculum and Total Aptitude Test Scores.
(Question asked on cover sheet of Follow-Up Test)

df

SS

MS

Between

3.26742

4,66774

7

Within

3.73379

2.52283

148

Total

4.06053

Source

Level of
Significance

F-Ratio

1.8502

155

Comparison of Aptitude Test Mean Scores

Reason for Desire

N
8

17

24
59
2
1

15
30

Enjoys shorthand

350.50000

Finds shorthand fun, fascinating, or
interesting
Wants to take better notes and obtain a job now
Wants to be a secretary
Wants to attend business school
Finds shorthand challenging
Other
Hasn't the desire to study shorthand

343.70588
361.04167
326.10169
347.50000
362.00000
316.93333
325.53333

APPENDIX Q20. Analysis of Variance for Reason Why Student Has Desire to Study Shorthand Even
if Shorthand Were Not Offered in the Curriculum and Total Follow-Up Test Scores.
(Question asked on cover sheet of Follow-Up Test)

Source

SS

M$

df

Between

2,55771

3.65388

7

Within

1,29627

8.75855

148

Total

1.32184

Level of
Significance

F-Ratio

0.4172

155

Comparison of Follow-Up Test Mean Scores
N
8

17

24
59
2
1

15

30

Reason for Desire

X

Enjoys shorthand

165.25000

Finds shorthand fun, fascinating, or
interesting
Wants to take better notes and obtain a job now
Wants to be a secretary
Wants to attend business school
Finds shorthand challenging
Other
Hasn't the desire to study shorthand

152.23529
162.20833
161.06780
137.50000
163.00000
157.80000
158.13333
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APPENDIX 921. Analysis of Variance for Reason Why Student Does Not Desire to Study Shorthand
Even if Shorthand Were Not Offered in the Curriculum and First-Semester Shorthand
Grade. (Question asked on cover sheet of Follow-Up Test)

df

Source

SS

MS

Between

2.88121

5. 76242

5

Within

1. 72335

1. 1.4890

150

Total

2.01147

.01

5.0156
155
F

Comparison of First-Semester Shorthand Mean Grades (A = 1.0,
N

Reason for Lack of Desire

7

Dislikes shorthand
Has no need for shorthand
Doesn't understand shorthand

3. 57143
2. 12500
4. 33333

Doesn't want to be a secretary now
Other
Still desires to study shorthand

2.00000
2.44444
2.09524

8
3
3
9
126

Level of
Significance

F-Ratio

5.0)

APPENDIX 922. Analysis of Variance for Reason Why Student Does Not Desire to Study Shorthand
Even if Shorthand Were Not Offered in the Curriculum and Total Aptitude Test
Scores. (Question asked on cover sheet of Follow-Up Test)

df

MS

Source

SS

Between

7. 57809

1. 51562

5

Within

3.98475

2. 65650

150

Total

4.06053

F-Ratio

0.5705

155

Comparison of Aptitude Test Mean Scores
N
7
8

3
3
9
126

Reason for Lack of Desire
Dislikes shorthand
Has no need for shorthand
Doesn't understand shorthand
Doesn't want to be a secretary now
Other
Still desires to study shorthand

X

327. 14286
324. 25000
294. 66667
315. 00000
339. 00000
336. 21429

Level of
Significance
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APPENDIX Q23. Analysis of Variance for Reason Why Student Does Not Desire to Study Shorthand
Even if Shorthand Were Not Offered in the Curriculum and Total Follow-Up Test
Scores. (Question asked on cover sheet of Follow-Up Test)

df

Source

SS

MS

Between

5.85457

1.17091

5

Within

1.26330

8.42198

150

Total

1.32184

F-Ratio

Level of
Significance

1.3903
155

Comparison of Follow-Up Test Mean Scores
Reason for Lack of Desire

X

Dislikes shorthand
Has no need for shorthand
Doesn't understand shorthand

150.71429
177.75000
148.33333
132.00000
158.44444
159.61111

N
7
8
3
3

9
126

Doesn't want to be a secretary now
Other
Still desires to stndy shorthand

APPENDIX Q24. Analysis of Variance for Teacher Emphasis and First-Semester Shorthand Grade.

df

Source

SS

MS

Between

6.15817

3.07909

2

Within

5.28321

2.68184

197

Total

5.34480

Criterion

120
35

Reading
Theory
Writing

45

1.1481

199

Comparison of First-Semester Shorthand Mean Grades (A = 1.0,
N

F-Ratio

2.82500
2.94286
2.44444

F = S.0)

Level of
Significance
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APPENDIX 925. Analysis of Variance for Teacher Emphasis and Total Aptitude Test Scores,

df

Source

SS

MS

Between

6.22286

3.11143

2

Within

6.13237

3.11288

197

Total

6,19459

F-Ratio

Level of
Significance

0.9995

199

Comparison of Aptitude Test Mean Scores

120
35

45

Criterion

X

Reading
Theory
Writing

332.19167
323,91429
319.13333

APPENDIX 926. Analysis of Variance for Teacher Emphasis and Total Follow-Up Test Scores,

df

Source

SS

MS

Between

5.70500

2.85250

2

Within

1.26479

8.26662

153

Total

1,32184

3.4506
135

Comparison of Follow-Up Test Mean Scores
N

Criterion

X

96

Reading
Theory
Writing

164,05208
153,40741
150.42424

27
33

F-Ratio

Level of
Significance

.05
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APPENDIX R. The Means, Standard Deviations, and Number of
Observations for All Parts of the Aptitude Test, the
Follow-Up Test, and the First-Semester Shorthand
Grade.
Variable

Mean

Standard
Deviation

Number of
Items

Aptitude Test
Test A
Test B
Test C
Test D
Test E
Total

21.4271
62.2050
94.8550
15.0300
136.5600
329,4523

9.7169
13.4718
22.6413
4.7468
33.6100
50.8247

199
200
200
200
200
199

Follow-Up Test
Test A
Test B
Test C
Test D
Total

11.9156
6.8163
123.8462
17.2821
159.3269

5.8933
4.8158
22.9982
4.4834
29.2028

154
147

2.7600

1.6388

200

First - Semester
Shorthand Grade'

A
B

=
=

C

=

D

=

F

=

1.0
2.0
3.0
4.0
5.0

156
156
156
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APPENDIX S.

Listing of Student Number, Aptitude and Follow-Up Test Scores and Ranks, and
Semester Shorthand Grades .

Aptitude Test

Follow-Up Test
Rank

Semester
Shorthand Grades
Second
First

Student
Number

Score

Rank

Score

01001
01002
01003
01004
01005

336
365
312
341
392

89
48
126
81
23

151

90

B

154
135
142
184

82

A
C
C

A
D

B

A

01006
01007
01008
01009
01010

373
311
310
332
324

39
128
130
94
108

146

D

D
C
C
C
A

01011
01012
01013
01014
01015

409
314
276
353
349

13

123
178
61
66

174
149

01016
01017
01018
02019
02020

240
329

190
100

Dropped

181

F

254
377
350

177
121

129
136

136
130
162

97
39
148
138
123

B

C
C
C

B

48
93
123
136

C

B

B

B

D

63

C

Dropped
Dropped
C

F

D

Dropped
Dropped
C

73
152

C
C

130
166
152
176
146

136
57
88
42

C

97

C

117
102
45
127
90

A

102
45
149
42

B

C

D

Dropped

B

A

C
A

127

B

34
64

158

48
123
78
145
98

112

02021
03022
03023
03024
03025

365
314
343

03026
03027
03028
03029
03030

240
300
376
301
332

190
149
35
145

138
145
175

94

151

03031
03032
03033
03034
03035

310
348
232
359
319

130
69
195
57
116

145
175
119
176
135

301
331

127
107
26

135

B

B
B

C
C
C
C
C
C

A

A
C
A

B

B

B

D

B
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APPENDIX S.

(Continued)

Aptitude Test

Follow-Up Test
Rank
Score

Student
Number

Score

Rank

03036
03037
04038
04039
04040

230
388
326
410
379

196
28
106
12
32

131
187
173

04041
04042
04043
04044
04045

301

285
249
318
366

145
163
185
119
47

04046
04047
04048
04049
04050

276
308
351
355
360

04051
04052
04053
04054
04055

Semester
Shorthand Grades
Second
First
Dropped
C

Dropped

135
20
49

A
A
A

Moved

133
147
127
132
147

132

170
134
62
60
56

309
357
311
266
409

133

04056
04057
04058
04059
04060

368
322
260

239

44
112
178
192

346

74

04061
04062
04063

397
333
392

21

58
138

176
13

95

A
A

141

B

134
95

D
A

118
154
176
160
165

150

A
D
A
C

143
168
156
133
161

82
42

D
D
C
B

D
B

106
55
78
132

A

B

B

C

A
D

B

67

B

227

5

129
87
126
151

138
156
142
90

69
39
79
82
153

434
287

162

04066
04067
04068
04069
04070

322
348
362
421
335

112

142

107

69

234
157

3

74

138
108

117
153

53
7
91

B

A

D
A

04064
04065

3

C

A

69
59

160
177
155
154
108

93
23

C

D
C
C
D

A
C
D

Dropped

B

B

B

D

B

A
A
A
C
A
A
A
A
A

B

A
B

F (Dropped)
B

C

A
A
B
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Student
Number

(Continued)

Aptitude Test
Score

Rank

04071
04072
04073
04074
04075

364
274

52
172

180

199
166
137

04076
04077
04078
04079
04080

345
347
295
329

280
307

Follow -Up Test
Rank
Score

Semester
Shorthand Grades
Second
First
C
D
F
D

Moved
Dropped
Dropped
Dropped

Dropped
F
F

77
71

Dropped
Dropped
Dropped
Dropped
Dropped

C

301

155
100
145

04081
04082
05083
05084
05085

438
237
405
296
351

3

193
17
151
62

F
D

193
138
144

17
117
104

A

Dropped
Dropped
A

C
C

C
D

05086
05087
05088
05089
05090

415
338

9
87
58

180
139
169

31
112
53
142
97

B

A
C
Dropped
C

05091
05092
05093

244

357
389
378

C
C

26
33

126
146

188

128
136
177
146
179

140
123
39

181

141
66

05094
05095

303
349
381
422

05096
05097
05098
05099
05100

375
303
335
293
344

38
141
91
156
78

05101
06102
06103
06104
06105

339
322
230
411
316

86
112
196

30
6

11

122

B

B

A
A

B

D

97

C
A
A
A

35

B

A
A
Dropped

29

A

A

B

Dropped

180
161
146
178

D

Dropped

A
A

Moved

A

A

B

31

D

67
97
37

C
C

D
C
C

B

205
APPENDIX S.

(Continued)

Aptitude Test

Follow-Up Test
Score
Rank

Student
Number

Score

Rank

06106
06107
06108
06109
06110

283
303
296
305
306

164

138

172
175
139

06111
06112
06113
06114
06115

268
248
242
349
237

175
186
189
66
193

199
181
155
270
160

06116
06117
06118
06119
06120

203
263
245
253
278

198
177
187

98
157
122
139
220

06121
06122
06123
06124
06125

255
321
296
281
341

180
115
151

06126
06127
07128
07129
07130

141
151
140

182

167

187
165

144

Semester
Shorthand Grades
First
Second

20

B

B

58
51

A

A

B

B

45
112

B

B

B

C

13

B

B

29
79

B

A

B

B

A

69

A
C

153

D

D

74
147

B

B

C

112

B

C
C

8

B

B

1

104

D

C

C

F

165

F

81

C

Dropped
Dropped
Dropped
Moved

277
332
253
292
362

169

F

Dropped

94
182
158
53

136
180
163

123
31
61

D
D

Dropped

07131
07132
07133
07134
07135

306
406
401

138
15
20
107
45

134

136

186

07136
07137
07138
07139
07140

393
303
365
350
391

325
367

22
141

48
64
25

F

238
187
199
173
125
178
155

224

D

D

C
C

D

Dropped

B

24

B

C

2

A

A

20

B

B

13

A

B

49
146
37
79
6

A

A

B

B

A
C

C

B

C

F
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(Continued)

Aptitude Test

Student
Number

Score

Rank

07141
07142
07143
07144
07145

346
405
324
424
327

74

07146
07147
07148
07149
07150

372
467
323
389
387

07151
07152
07153
07154
07156

442
332
324
341
429

07156
07157
07158
07159
07160

17
108
5

104
42
1

114
26
29

Follow-Up Test
Rank
Score
170
162
138
223
187

154
233
137
159
191

Semester
Shorthand Grades
Second
First

52

D

F

63
117

D
D

Dropped

7

B

B

20

C

F

82

B

A
A
Dropped
C
A

4
121
72
18

A
C
A
D

F

A

9
13
130

A
A
C

D

27

B

B

4

212
199
134
183
182

28

D

C

337
347
376
340
342

88

137

71

191
162
180
152

121
18
63
31
88

C
C

D
C

D
C
A

Dropped

07161
07162
07163
07164
07165

253
402
347
319
415

182
19
71
116
9

114
205

151
11

F

Dropped

157
179
169

74

C
F

Dropped

B

B

A

A

07166
07167
07168
07169
07170

308

134
123
30
104
39

157
162
201
163
164

74
63

D

Dropped

F

F

07171
07172
07173
07174
07175

314
381
327
373

367
290
416
340
270

2

94
108
81

35
84
80

45
160

35
53

B

C

C

12
61

A

B

F

60

B

Dropped
Dropped

C

C

F

Dropped
Dropped
Dropped
Dropped

8

D

84

F
F

173

B
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Student
Number

(Continued)

Aptitude Test
Rank

Score

07176
07177
07178
07179
08180

329

08181
08182
08183

08184
08185

406
288
336
317
346

15
161
89
121

08186
08187
08188
08189
08190

291
328
300
376
308

159
103
149
35
134

08191
08192
08193
08194
08195

256
330
373
361
312

179
99
39
55
126

09196
09197
09198
09199
09200

365
278

48
167
151
174
116

371

310
318
293

296
269
319

100
143
130
119
156

74

Follow-Up Test
Rank

Score

Semester
Shorthand Grades
First

Second.

F

Dropped
Dropped

F
C
F

141

109

C

185
139
141
208
167

25
112
109
10

A
A
A
A

S6

B

149

93
142
82
16

D

126

154
198

C
A
A

D
Dropped
C
A
A

C
A
A

Dropped
Dropped
A
A

Dropped

C
Dropped
Dropped
Dropped
Dropped
153
126
140
139

87
142

A

A

B

B

111
112

B

C

A

A

Dropped
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APPENDIX T. Definition of Terms Used

-- Ability is defined as the qualities present in a person
allowing him to complete any given act or to make adjustments successfully.
Abali

Ability, Phonetic -- Phonetic ability is defined as the skill in
recognizing directly and interpreting accurately words written phonetically, spoken aloud, or written in shorthand according to sound.
Reading ability is defined as the skill in
recognizing directly and interpreting accurately printed or written
units of the shorthand language.
Ability, Reading.

Achievement is defined as the accomplishment
or proficiency of performance in a given skill such as shorthand.
Achievement

Aptitude -- Aptitude is defined as a group of characteristics,
innate or acquired, which indicate an individual's ability to acquire
proficiency in a given area such as in shorthand.
Aptitude, Phonetic -- Good defined phonetic aptitude as "the
ability to recognize blends or combinations of sounds in various words
and the ability to identify and remember component sounds and to
recall words containing such sounds" (26, p. 36).

Dictation -- Dictation refers to words or thoughts spoken by one
person and written in shorthand by another person for the purpose of
being transcribed into printed copy.
Good described auditory discrimiDiscrimination, Auditory
nation as the "act of discerning the differences among sounds,
especially the sounds making up words; the distinguishing of one word
or word part from another" (26, p. 171).
Word discrimination is defined as the
Discrimination, Word
act of differentiating one sound from another as well as recognizing
words and associating meanings with them.
Manual dexterity is defined as the ability to
Manual Dexterity
coordinate sounds, thoughts, and finger movement in writing shorthand quickly but accurately.
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APPENDIX T. (Continued)

Mark or Grade -- A mark or a grade is defined as the rating of
achievement assigned on the basis of some scale such as a percentage

scale or a letter scale like A, B, C, D, or F.
Phonetic Spelling -- Phonetic spelling is defined as the spelling
of a word by using a system of sounds and symbols such as the
shorthand symbols.

Predictive Measure -- A predictive measure is defined as a
score or measure that can be used in the prediction of another score
or measure.
Prognosis -- Good defined prognosis as the "act or process of
predicting the value of a dependent variable by means of known values
of one or more independent variables" (26, p. 416).
Prognosis, Vocational -- Good defined vocational prognosis as
an "estimate of the future vocational success of an individual or group
of individuals based on past performances or scores on suitable
predictive measures" (26, p. 416).

Reliability -- Reliability is defined as the accuracy with which
a measuring device measures something consistently.
Shorthand -- Good defined shorthand as a "method of writing
rapidly by substituting symbols for longhand letters, syllables, or
words" (26, p. 500).

A standard word is defined as a unit of 1.4
Standard Word
syllables. This was devised by Louis A. Leslie and is frequently

used as a basis for measuring shorthand speed.

Stenography -- As commonly used, stenography is the process
of writing in shorthand and transcribing on the typewriter or in. long
hand.

Syllabic Intensity of Dictation Material -- Syllabic intensity is
descriptive of the difficulty of the dictation material. Syllabic intensity of dictation material is determined by dividing the total number
of syllables by the total number of words. Syllabic intensity of 1.4 is
considered to be amrage in difficulty.
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Test, Aptitude -- An aptitude test is defined as a "device or test
designed to indicate a person's potential ability for performance of a
certain type of activity, " according to Good (26, p. 557). An aptitude
test measures the same thing as a predictive or prognostic test.
Test, Performance -- Good broadly defined a performance test
as a "test intended to measure actual accomplishment rather than
potential ability or aptitude" (26, p. 562).

Test, Prognostic -- According to Good a prognostic test is
defined as a "test intended to predict a person's probable success in
or aptitude for a given line of endeavor, as indicated by present
performance" (26, p. 563). A prognostic test measures the same
thing as an aptitude or predictive test.
Test, Shorthand Aptitude -- A shorthand aptitude test is defined
as a measurement of the ability to learn and use shorthand symbols in
reproducing the uttered thoughts of a dictator.

Test, Stenographic Aptitude -- A stenographic aptitude test is
defined as a measurement of the ability to learn and use shorthand
symbols in reproducing the uttered thoughts of a dictator and, in
addition, the measurement of the ability to learn certain related and
applied office skills such as transcription.

Test, Substitution -- Good defined a substitution test as a "test
requiring the subject to substitute one set of symbols or characters
for another according to a key" (26, p. 565).

Test, Timed -- A timed test is defined by Good as a "test on
which the subject may work only for a certain length of time, frequently
having time limits for each part or section" (26, p. 565).

Transcription -- Transcription is defined as the act or process
of reproducing in longhand or on the typewriter material which was
taken in shorthand from dictation.
Validity -- Validity is defined by Good as the "extent to which a
test or other measuring instrument fulfills the purpose for which it is
used. " Good also stated that validity is usually investigated by an
analysis of test content or by a study of relationships between test
scores and other variables (26, p. 593).
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Validity, Empirical -- Empirical validity is defined as the

"quality of a test of having definite and proved value for a given
purpose" (26, p. 593). Empirical validity is usually stated in terms
of correlation coefficient.
Validity, Predictive -- Good defined predictive validity as the
"validity based upon correlation with a criterion variable that is not
available until some time after the test; such as, school grades"
(26, p. 593).

