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)X MEETIN'G‘SWQENT NEEDS THROUGH
TYPEWRITING
I. Scope and Objectives T NA 1 2

a—An equivalent of two years of typewrmng mstructlon is O 0O D_
offered - . .o O0O0

b. A written course outline is available specifying course - 0@ O O

_ content and measurable objectives to be achieved by O O O
students. .

¢. Provision is made for advanced placement of qualified 0O 0O 0O
jlinior high school typewriting students in advanced O O O
typewriting. .o

d. The North Dakofa Curriculum Guide for Businessand 0O O 0O

_____Office_Education has_} %een consulted and used as a basis_
r the development of the course outhne

Fal

&~ 0L

Il.  Instruction . E o b ad
[ . ’

L]

a. Vocational students hev_e an opportunity to develop
marketable skills on electric typewriters.

, b. Such non-typing activities as machine maintenance,
ribbon changing, proofreading, and proper work ha\)i;s
are included as part of the courée content for all type-
writing students.

\ 4
'\ ¢. Vocational instruction includes the use of some integrated
\\ pro;ects pracnoe sets, or series of practical problems.
d. Observanonof typewrmng classes inditage  that students

are using proper_ typewriting technique \

e. The teacher has comptsted a methods course related to
typewriting instruction.

. 3

11l.  Standards , o

a. Specific terminal speed and accuracy standards have been
established, and students are fuJ|y aware of them.

b The established standards appfoximate those standgrds

used in business offices. . i

c. If multiple sections of vocation | typewriting are offered,
the same minimum speed and accuracy standards are
apphed to-eqch section.
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. Scope and Objectives

a.

. The North Dakota Curriculum

—
-

. MEETING STUDENT NEEDS THROUGH ,

TYPEWRITING /

i

An eqbivaleqt of two years of typ/ewriting instruction is
offered.

’,

. A written course outline is avaiﬁable specifying course

content and measurable Bbiectives to be achieved by
students.

. Provision is made for advanced placement of qualified

junior high school typevilriting, students in advanced
typewriting. ) y

tide for Business'and
Office Education*has been consulted and used as a basis

for the de\}elogment of the course outline.

¢

NA 1 2 3 &

O000Q0a0
OO0O0O0O0O0
oooaopod
O000O0O0

o0
o
o0
on
oaq
o a

O000O0B
.._4>_‘o_.oﬁo7lg¥X

I.” Instruction —— . "\\ NA 1 2 3 4 5
a. Vocational students have an oppo niﬁ?:io develop O,0 O OO O
~ marketable skills on electric typewrite®s O000O0O0.
. Y .
b. Such non-typing activities a@iﬁ% maintenance, O O O O O O
ribbon changing, proofread}n , and proper work habits O000O0O
. are included as part of the\éy‘je content for all type-
’ writing students. . ’ .
c. Voi:ationalins'tructionincludesmeuse ofsomeintegrat,ea" oo /D O 00
projects, practice sets, or series of practical problems. o) o/ OO0 00
d. _Oi)servati'onof typewriting classes indicates that students [T EEI 0O 00O
" are using propertypewriting techniqu::es. O000O00O0
e.\ The teacher has completed a methods course related to 0O O O. O O -0
' typewriting instructio. O 0000 O
4 ) i}
k. Standards N NA 1 2 3. 4 5
. N
] a;Speciﬁcterminalspeed 2f3d accuracy, standa:a‘have bee 0O000Q0aOo
established, and students are fully aware of them. 0O 000O0O0O0O ¢
b. The established 'stargﬂards’,apprbxima'te thosestandads O O 0 O O O
used in business 6ffices. 0.
_ ¢ If multiple sections of vocational typewriting are offered, 0O 0O 0O O qlD
the same minimum speed and accuracy standargs are O O 0-0_0 0.
applied to each sgction, - _ — '
s ’ e
T
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v, Learninﬁ/laterials and Facilities 9 NA 1T 2 3 4 5
a. The textbooks are in good conditionandareuptodate. O O O O O O
000000 |
b. Supplementary 'reference books such as-dictionaries, 3 O O O O O (
style manuals, or reference manuals are available for 0 O O O O O |
_student use.
c. All typewriters are in good condition and are generally no O OOOOO
more than fwe years old. "0 0 000 O0°
d. Several backup typewriters are available for use 1n the O 0,0 000
event of machine malfunction. 7 O /6 OO0 0O
e. Work stations consist of individual typmg desks that car{ O00O00O0DOo
be easily adjusted. - . OO0 0000
-
f. A copy holder 15 located at8ach student work station. OO0OO0OoOoag
: : ‘ : 000000
. §. A teacher demonstration stand is located ineach type- 0 O O O O O
writing classroom OO0 00QO00O0 1>
h Related equnpment such as stopwatches, mterval nmers, O00O0OD0 Do
staplers, etc.,.are located in the typewriting room. O0O0OO0O0O
i. The/ typewriting classroom is attractive and creates a O O O O D O
climate conducive to learning. , OO0 0000
RATING SCALE FOR TYPEWRITING
0 € 20 .. 40 . 60 . 8 . 100

SCHOOL COMMENTS AND RECOMMENDATIONS:
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IV.  Learning Materials and Facilities NA .

a. The textbooks are in goomand are up to date.

-

b.Supplementary reference books such; as dictionaries,
style manuals, or reference manuals/are available‘ for
student use.
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c. All typewriters are in good condition and are generally no
more than five years old.

d. Several backup typewriters are available for use in the
event of machine malfunction.

e. Work statnons consist Tlndmdual typing desks that can
be easily adjusted -

Oooooong

f. Acopy holder is located at each student work station.

/ﬂ( teacher demonstration stand ls located in each type-
wrmng classroom. '

h Related equipment such as stopwatches, interval timers,
staplers, etc., are located in the typewntmg\room
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. The typewriting classroom is attractuve..anq creates a
climate conducive to Iearnmg o
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. .. 7 MEETING STUDENT NEEDS THROUGH
' SHORTHAND _ -

&
~
.

-

. Scope ar{d Objectives

ra
>
(L}

I o —

1

U —~ [ B ;

a An equivalent of two years of shorthand mstructaon is
offered.

on

Q\[:] ot

b. A written course outline is available specifying course
content and measurable objectives‘to be achieved.

c. The North Dak‘ota Curriculum Guide for Business and
" Office Education has been consulted and useg as a basis
for the development of the course outline.
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Il. Instruction ~

QE] .
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a. Typewrlter transcrlptlon is @ major unit of mstructlon in
the program.

{
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b. Word usage, punctuation, and spelling are, an integral
part of the total shorthand program.

c. The terminal dictation achievement of most shorthand
students approximates high vocational standards.

oo oo

d. The teacher has completed 4 methods course™related to
shorthand and transcription.
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HI.  Guidance
a. Students whose academic achievemient and aptitude

indicate they may have difficulty in learning shorthand
receive counseling and guidance prior to enroliment.

(o lm|
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o. At least fifty percent ,L)f the first-year shorthand students
elect to complete a second year of shorthand instruction.
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V. Learning Materials and Facilities .. "

a. The textbooks are in good condition and up to date.
b. leferent textbooks are available for each semester of
. mstructnon : \ . _

c. Tape recorders, record prayers or multlchannel labora-
tories are avallable for dictation practlce

d A substantial llbrary of prepared ductatron tapes or
records is available. . 7
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MEETING STUDENT NEEDS THROUGH ~

. /
SHORTHAND e
R Scope and Objectives NA 1 2 3 4 5
~ £ / A .
. a. A equavalent of two years f shorthand 7 instructionis 0 0 0 O O O
o 'offered ‘ | 0. 'O 0000 .
b "A writfen course outline-is available specifying course [ ‘0000 o =
' " content angl measurable objectives to be achieved. - O 0O00OO0O0
c. The North Dakota Curriculum Guide for Bﬁness and 0 OO0 DODODO
Offrce Education has beén consufted and used asa basis oo O.f{ 0'Q 0
for the development of the course outline. | N T
) o B IERAEES ¢
Il.  Instruction . NA 1 2 3 4’5
g a. Typewriter transcrrpt:on is a major unit o/mstructaon m 00 D0OO00 -
. . theprogram. - - - . e o e OO ,@O'O@“ .
b. Word Tsage, punctuatlon and spelling are an ntegral 0-0-0 0O Q
part of the total shorthang program. . / OO0 300D
\ - S .
., G The terminal dictation achievement ofm t/shorthancf 0O0-O00B0
< students dpproximates high vocationgl-s andirds. 0000O0O0O0O
o d. The teacher has completed a me oﬂs\/ur/se r<e!ated to/ 0 e 0 o I R s R )
shorghand and transcnptlon - A ©°0 00 0 0.
s / s . ] \«/ / K T :1_:; . ) . ’
. Guidance % NA 1 2 3 4 5
a Students whose academlc achlevement agd aptltude 000 .,DA M_
mdlcate they may have drffaculty in learning shorthand O00’000O0
receive counsehng and gu:dance prior to enrollment %
b. At least fifty percent of the first-year shorthand students 0 O O !:l 0o
elect to complete a sedond year of shofthand instruction. Q.0 0000 ,
IV. Learning Materials and Facilities . NA 1 2 8 4 5
. " a. _The textbooks are in good condition and up to date. oooooo;
., ' e 0O 00 0,00
‘. b. anferent textbooks are available Yoreach semester of 0 O O O O 1O
N instruction. ) . ", 00 000.0°7
c. Tape recorderg record players, or multichannel labora- O O ao ,fD o ..
. *ories are-availabje fordrctatlon practice, T 000000
N ° ! 5 \\ - .’
d. A ‘substantial library of- prepared’ dictation tapes or 0 O O D O O
records is available. . i N0 0O d\o o -
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e. Supplementary reference. books such as_dictionaries, 0 O [0 O 0O [
. style manuals, or reference manuals are available for O000O0O
’ sstudent use, . -
<
f. Supplementary dictation books are /available forteacher O O O O O O
‘ use. ° 00 0000
g. At least one stopwatch is provided for each shorthand 0 OO0 O 0O ,D 0 -
teacher. . T 000000
. h. Student work ioﬁ?illp\‘;vam;ﬂé spa’cWD 0O 0aQg D.D'f
} ”’M// . 000000
/ i The shorthand classroom s attractive ar/1d lcreates 8w B R w
~ ‘climate conducive to learning. O 0 O. 00 -
P o/ eeeese
/ N ‘
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\\
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‘iATING SCALE FOR SHORTHAND .
. ‘ ;o N ) . .
/ , Qa .., 20 . 40 . ., 60 - 80 .. 100°
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SCHOOL COMMENTS AND RECdMMENDATlONS:
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’ Q/e Supmeme tary reference /bnooks such a; dlcttonanes
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o r style me(nuals or “refererice a s are avallable for
/ , student us o .
. b ~
S < pplementary dig n boeks/aévaliabie forteacher O OO OO O O O
. p
A o L - 000000
“‘/ - g A%—least»en&-s{e a/tchqs provided fo‘? eachshorthand O-3 © O -0 )
Reacher. & 00000 s
"*h. Student work tations allow ample space for com!ltable oooQOooao
writing.. C <° ’ O 00/000 .
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0 0 00O °/
.t \\
e B ’ . - ,,_(
. /’1
/
rd u §
RATING SGALE FOR SHORTHAND B N
4 . PRERYAR |
: = . . ;
-0 20 s 40 60 . «80 100 ' s
: b fecoii *
SCF7 L COMMENTS ANb ,ECO MENDATIONS T ’
] : |
ot . .
[
\/A / . ! / ’ i N
’ y"/ - v L) . i ¢ 'ﬁi h
! . / . ’
! — — . - -
/)// ’ N ’ /'/ pe
— 7 7 7 .
n ’ // ~ / - 4 / .-
- - A // I /
~// - ) v - ~ : :5 P ) A ‘
d 4 4 ),/"’ PR - . ~
Y. 7 i .
. # S/ w /7 4 /.




< \; v/"ol' )’/// / K] v
A
// ."/ ///
‘// . , 7/ .
a S/ s EET!NG STUDENT NEEDS THROUGH .
. . ; e 4
J/ ‘ e / ‘ OFFICE PRACTICE ’ hd . ]
’ / ;{I » : w- . . 1]
' .f/r I.  Scape and Objectlves o NACT 2 3 4 5/ -
/ L , q
/ . a. A written cotrse outline is available spemfylng course O O ’E] Og ['_7'.{
' content and measurable objectives to be achieved. ®© 00O d
PAPI . 4
b. The North Dakota Curriculum Guide for Businessand O 0O O O O [g
i Office Education has been’ consulted and usedasabasis 0 O O O O O
o for the developmenit of the course outline. K ST
L, "L Orgafiztion . « . , N o 27a 4 s
. a. The course is designed as the capstpne offering for O /D 0O o0oo
vocatnonal office educatlon students 7 "0 Q00 0 0 -,
h. At Ieast one year of ¢ credmn typewntmg is a prerequisite O él 0 000.
. for/offuge/,pracuce o 000 0. 0/6/ .
- . '6 Enrﬂ\ment in o/xe class is Irmuted to 16-20 studentsh_, 3 O O o O “EL..D--WW
T ©co0000O0 ,
{l C ntent ’@/7 , . | ©
P P . ., NA T 2 3 4 5 .
T a. mse coptent, based upon enrollmentand needs of O00D0O0aOo
- upils, cludes: 000O00O
y 1. Referengk books, drrectorles,;,secretarys handbooks, '
c i ) drctlo ries, and other sources of . Business ‘
/ ’ infopmation. ¢ ' /
v 2. Application forms and letters, interviews, and riscel- .
.a laneous job infofmation . .........: P
3. Correct business conduct, dress and grooming, and
, " secretarial business traits L .. ... .. ... .. ... ) |
/4. Telephonirg techniques and procedures .. ... ...
5. Filingprocedures . ... ... .........c..... y - ) '
6. Skil}l development in dictation and transeription” : . .
7. Offace machunes equipment, and supplles P B
8. Slmulatron prolects .................. ve e -
. 9. Basrc electronic data processnng ..............
10.0ffleerecordkeep|ng...................'.. . '
IV. Facilities . "WNA T2 3 4s.
. a Teachmg.supplle‘s dnd facilities are adeqUate formeeting O O O ‘EI“ O Qa
course objectives, course content, and enrollment. .0 o' O 000
b. The classroom is soundproofed and includes a wash basnn, O oo0ooao
. chalkboard, bulletin, board, ﬁhng.cablnets, and built-in o 00000 '
‘/; . storage cabinets. - : Yol . - <
@ / ». _ .R%) ~ "
1 4 ‘ e .

ElC
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' v 5 . . N
- f - OFFICE PRAC'FICE ‘.‘. v ) "‘ o Wk
. N 2 ) :'. . i . - N " ‘e
. t ’ A .o ety
. . Scope and Qbijectives T Né weo F 03 %5t
) 1 . - . Lt L]
1 ] - T §, -
a. A wriften course outline is avallable specnf\cng cc\}rse- D;,E’J a q I;] g% .
content and measurable objectives to be achie ed. ~ o' g W00 O -
b. Ahe North Dakota Currlculum Guide for Busmesﬁ-and 0 E] 0 B:Dfi a’
Office {Educatmn has hegn_ gonsulted and used as a basis d o"b:‘hQ % Q. | .
for the development of the co/urse outhne ) f e f S ’ LB
. ; , ’, . . . . LI A ¢ 5 '.' Y
* O .“,. N o fme e 1'/4;( - E ey . ql. =~ .t > .
rgamzatlonc g T . oNA, .1'_:'{ kX \‘45,. 5 s
a. The course js designed, as the caps}one offerlng fon’ I;I 0, 0,800 a, :"
vocational ofﬁcee ation students / .. .0 ot 0@ .0x0"
E . .
h. Atlgastone year dit i in typew ng isa prerequlsute o g a. [ﬁ i/
for office practice. / 00 "0» 0 O';O ‘a"
. Y / ’ ) N e 2 w-‘
- ¢ Enrollment in one class‘isinited to. 16.- 20students.  .[1..0..0 ‘0..80°0 . -
‘ . ' 000'0,60
Content v T ? ‘\Ng 1 2 3 4 °5°
R} ' .
a. The course Content, based ugor) enrollmentand needsof ) 0 O O'0 O
puplls includes: 2’ “\i‘ Y v fO 00 O O O /
1. Reference books, directories, se?g}'e:cgry's handbooks, i ' .,
“\\ dictionaries, and other/ \éour‘ce’s‘ of *business )
,  information. ; : ’/ .
2. Application forms and Ie\ttq?rs “interviews, and mlscel- .
laneous job information~=~<". . . ... ... PN ™
3. (Z)rrect business conduct, dress/and grooming, and .
S cretarial business traits .. ........... e # !
\77\ 4. [Telephoning techniques and procedure§ ........
5 ilingprocedures . . . ......... e et . ' .
. Skill development in dictation and transcription . . .
7. Office machines, equipment, and supplies ... .. .. : ‘
8, Simulation PROJECES woe v v e s oo e it <./ e
" 9. Basic electronic data processmg, .............. , // .
10. Office recordkeeping . .. .. T, ceen o //// ’
’ vren C ‘ . / 7t ‘t ‘ ///
IV. Facilities \\ / NA 172 / 45 7
‘ Jas : (4 «
. a. Tbachmg supplies and facilities afe adequate for meeyng o a ' l'_']/ {f
‘course objectwes course content, and enrollment 000 O O
\The\classroom is sou /9 ; ofed and includes a wash basin, 0 O O.0 O O
‘ chalkboard, bulletlr;)b ard, filing cabinets, and built-in 0 O 0O ® 00
storage cabinets. ﬁ . ' N : .
P ! AN ) r
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c. A master- contro! switch fo\r all electrical outlets 1s con- O
. vemently located in the room. o)
O
0]

 d. Electrical outlets are conveniently loc&(d and are not
a safety hazard. -

e. Clasiypom furmture 1s arranged to c(eate an office-like ™
situagbn and to facilitate mdlvndual help, an adequa
number of secretdfial desks and posture chairs, as refated
to teaching nféthods and enrollment, are provided.

f. The following machnnES are available for student lnstruc -
¢ tion in the office pract;ce room: . e
L 1. Electric typewnteé’; ....... e N

e 2. Manual typewriters . ... ............. ... .. <o

3. Executive typewriters .. .......... e
. 4.. qumd and stencd duplicators ...
.« 5. Transcribirfg mithines . . .. P
TmB Ten Key addinig-listing machings .. /.~

7. ElectronicCaleulators ... ....7......

8. Photocopying'machines .................> '

" 9. Pnntlng calculators ............ g

i0. Offset ||cators ......... A T

\l Standards

a. Methods of performmg j@’b tasks are comparable to those (M)
used in actual working conditions. \_. <. 0
O

0]

b. The standards fbr the evaluation of classwork are simidar
to on-the- -jobr "work performed by begmmng office
employees .

4
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R}TING SCALE FOR OFFICE PRACTICE
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SCHOOL GOMM ENTS Al‘;JD'R ECO_MMENIjATIONS:




.

I . .
A master-control switch for all electrical outlets I1s con-

. -

4, -

SCHOOL COMMENTS AND RECOMMENDATIONS:

e . . L

c 00000
veniently located in the room. O 0O000O0
;d. Electrical outlets are conveniently located and are not O O O 0D
a safety hazard. - O 00000
, & ‘Classroom furnsture is arranged ta create an officeshke O O O |
situation and to facilitate individual hels, an adequate OO0 00O
number of secretarial desks and posture chaiks, as related ’
/ to teaching methods and enrollment, are provided.
/ f. The following machines are available for studentinsruce- O D O O DO
tion.in the office practice room: O 00000
1. Electric typewriters ... ... .. ... .. .....
2. Manuaf typewriters . ... ..................
3. Executive-typewriters .. ......:......... -
4. Liquid and stencil duphicators . ..............
5. Transcribing machines -/ 1w . ... Ll o
7T T8 Ten key adding-listing macpines . ... ... L. . ... s
7. Electronic Calculators.”. . . . . e *
" 8. Photocopying magHines ............... e e
. 8. Printingcafculators ............... sy ‘
10." Offégt duplicators ... .......... .- o3 N,
/\ *, B i /A‘ ~‘\~> /
AN\ . oo
V. Stapdards- R . NA 1 2 3 4
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