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DEVELOPMENT, IMPLEMENTATION, AND EVALUATION
_ ' OF AN
INDIVIDUALIZED INSTRUCTION TYPING PROGRAM

BY ., !
! $ . George R. Hagen

April, 1976

‘ Purpose -

The purpose of this study was to develop, implement,
. \ ‘ ' '

and evaluate an individualized instruction typing program

®

at Nape College.

1
Procedures

The p:oced;res of this stu@y‘inclqded the Qesfgn and
development of a method‘of teaching first—year typewritipgﬁ
to a large group of students using indiv}dualized and
muit}-media techniques. This work whslcompleted by the
author during the period from January, 1975 to August, 1975.

The ind;vzdualxzed typing program was implemented during.
the fall quarter of the 1975~76 school year. During this

rper;od the progra@ was revised and refined prior to testing.

The evaluation procedures called for a comparisoh‘of
I

Lo
instructionzl éosts,_withdrawal rate, and. student outhmes
between the traditional, teacher-directed teaching méthod
.. : . ‘ ‘ &
(control group) arid the individualized instruction teaching

method (experimental group).

1 . . iii
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' . The control'and experiméntal groups weie each comprised-
A\ .
of thirty randomly selected 'students drawn from two stratified

-popu}ations. |

— ]

The experimental group experienced no group teaching by

- _,V/ N . . x
the instrﬁztor during the quarter. All instruction)was pre-
. {

sented by prepared instructional materials delivered by an °

audio-visual approach, printed matter, and iﬁaividual h?lp.
T o . k

from the instructor or instructional assistant. The experi--

mental students fo;lowé& an individual progress plan: through
3 (Y

a §eries,of 50 lesson§. Each lesson contained a performanée .
objective that had to be met before éhg student could progress
to the next lesson.

The control group was taught Ey an iﬂstructor ;;727
A manner consistent with commonly acéepted typewritidg,instruq-'
ﬁ~:;7{, ~ tional methods. Lés;ons were presented directly t; the;ql§ss.; l

y the instructor using 5 lecture approach. Both groups used '

. the same text materials.
. . )
A pretest was given to determi!!-the effectiveness: of

the réndomiiatiop of the sample groups. This test confirmed

n; i n

the assumption that" there was no signifibant'difference in /f
) . . ., . . ‘ !
the -initial typewriting performance of the two treeatment /

/ ¢

groups. ) ;o f . K

Results and Conclusions . : . ALY

“ ’ | . -
. The findings of this study support the following con-

clusions: o R i

o

1. There is'no significant differencg/between ;heA

. l 4
control gfoup and the experimental group in the

i

3



| ' mea\<atralght—copy speed score- as measured by the

posttest The ind1v1duallzed typlng program is as,

- -

effective as teacher-directed group instruction in ]

ndeyeloping speeé in beginning colleéiate_typewriting,
\ .2. There is no significant difference between_the

. ¢control group and the experlmental groupnr/,;he '
‘ |

|
mean straxght~copy accuracy score as meaéﬁred by

the posttest. THe 1ndlv1duallzed typlng program is

as effective as teacher-directed group lﬁstructlon .

in developing accuracy in beginning ‘collegiate

typewriting. ' ' T —_—
3. The withdrawal rate of the Students in the‘contro;

éroup was ‘significantly hiéher than the Qithorawal

rate of the students in the ekperimental group.

) 4. The individuaiired instruction approach provided

- - s

T - more efflclent utlllzation of staff, classroom space, .

and_busxness‘equlpment than the' tradztlonal approach. R

-

5.1 The 1nd1v1&uallzed instructional approach prov1ded

“i

a lower cost per student than the tradltlonal teaching

)\ ‘} o mthOd. R . B )
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A : ¢ CHAPTER.I
’ t . s° ! : ] /
. SRS 'INTRODUCTION

LY

To ‘meet the dlverse needs of student bodles that are

m -

beccmlng 1ncreasang1y heterogeneous. communxty colleges are

turning to new Lnstructlonal approaches. Gleazer (1973)

‘ . _ notes a trend toward greater 1nst1tutaonal responslbility -
N {

for student learnxng and descrxbes the changing approaches
. as belng more “consumer oriented.” ‘McCabe (1974) states .

that communxty colleges are seriously concerning themselves

<

with develop;ng learnxng arrangements that are desagned with

the idea that each’ 1nd1v1dua1 has his own needs and hls own

base of experience and competencles. and that learnlng

- »

— -

¢ programs should Be arranged to suxt the 1nd1v1dual. “The _
. Y

personalizatlsg ofpinstructlon has become a gery important

,,{\‘

- 2
.

goal. ‘

! Especaally well suited to the andavxduallzed learnang
- approach are the skiIIS*taught\;n buszness and office educa-
) : . tion. Typewrlting has traditionally been- treated as a

. teacher»dlrected slu.ll.5 Today,showever, the wade use of . ﬁﬁ

mixed media in the classroom, as well as the general accep-
tance of behavioral technzques in many co;Bunity colleges,

. has made individualized typing rnsgrﬁctlon[practlcalﬂand .

»
LY Y l‘. Q
! v A M a .

‘possible.




\ I. BACKGROUND AND STATEMENT OF PROBLEM
> "

-

R -
1-/, - .ow

.-/ 'Thé business department at Napa College has been faced .

i | " - .

¢ with a problem in recent years ‘that is becoming more prevalent
‘at many community colleges.ﬁ’This is an increase in enroll-
mont in typewriting classes and a desire, on thé\part'of the

faculty andwadm1n1stratxon,_to provxde qualxty educatxon for

e

|-
ach 1nd1vidual of this 1ncreased and?diverse student popula-

4 P s . . v a

’,tion." “ . ‘ ., . , .4 . .
Napa College has offered five typing’ ¢oiirses of varying
‘skill levels, in the traditional, teacher-directed instructional
method. Individualrday caurse offerings were normally limlted,
to one: quarter pereyearnﬁith an enrollment maximum of 40 ‘ '
students per class. This instructional approach restricted
( the number of students who could enroll each quarter, of fered -
l;ttle flexxblllty in class scheduling for the st dent during.‘
the school day or year, had a median student withdrawal rate,

of 36 percent dur;ng the last five years, and, most impoxtant,

4id not take into account indiv1dual dxfferences in student

learnxng rates. : e e T Voo

“ H

cross (1975), in an address to the Annnal conference ?

of tﬂg Calitornia chmunity and Junior pollege Associatlon,

i
z . 2 . LYoan

/
‘states that. . “~f‘. ‘ -
- !hsre are’ significant individual differences on.

- three major dimensions of learning. ‘5eople diffex

in learning rate, learming style, and in their, 1‘;:‘

_motivation and talents for various types of learning
o " tasks.” If we expect learnlng to have maximum jmpact
' on tpe development of lndlviduals, we must offer
\» -options with respect to pacing, method of instruction,.
.Y and curri ular content. - L .

»
5 s} e Smmemessvem Stiess s emiees cas - — e ¢
. -

-
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| XI. PURPOSE OF THE STUDY

\ 4 '
i The purﬁBse of this study was to develop,'lmplement, -

3

and evaxﬁate an 1nd1v1duallzed instruction typing program
|

at Napa College.“ The major research questlons insluded the
. f0119w1ng- : A - N
B I What is an effective design for anffdeVL allzed

- instruction typing program 'for Napa.College?

2. What prepared instructional materials and equipment

are available for an individualized instruction S

typing program? o .

3. Does thé individdalized instruction ‘typing program

o make more“eff%cient use of staff and equipment than

a traditiona% teacher-dixected\typing program? ;

. \ 4. noes the individualized instruction. typing program
\ 81gnif1cantly affect the overall term1na1 typewr;txng
h_' . \' achievement of the students? C S

“

5. Does the 1nd;v1duallzed instructlon typing program

»

. significantly affect ‘the withdrawal rate of students?
The | two teachxng methods involved in thls study were the

'*f
“af
2
=

traditional, teacher-dlrected teachlng methoqéieferred to- as

thc control group, and the 1dev1duallzed instruction teaching
A

method referred to as the exper1menta1 group. The following
\\

hypotheses were tested-

bl
o

1. There 'is no slgnlflcant d;fference between tle

ot ,'. g _control group-and the experlmental group in’ the mean .

A _ ‘@ straight-copy speed score as measured by the pos‘.ttest.\

»




; a s o . | - . ‘

o . ! | ‘ ’ , ) 4 ) °
o } ‘ 2. There is no sxgnlflcant dlfference between the
’ R Q
control group and the experlmental group in the mean

straight-copy accuracy score as measured by the

Jposttest.

3. There is no significant difference between the
sontrol ,group and the‘expefimentai”gzoupggn the mean
withdrawal rate.
ZII. DELIMITATIONS OF THE STUDY . ;;tl, m
' - 3 \ :

This study was delimited to the follewiﬁér £

ki , 1. The students selected for this study
in beginning typewriting during the fall quarter, .

. . \ ,
¥ ) 1975, at Napa College.

2. The students selected!for this study had\ o p;evious'
formal typewritlng instruction. . ‘
. 3. The control and experlmental groups each cohtained

a random gelection;of 30 students.’

b
.

4. The stﬁdents selected for this study were fre of
I physical handicaps that would limit their abil ty

ts

to typewrite. .

.
N . " P~

B! - 5. The instructors particmyating in this study had at

)

least ten years of teaching experience prlor to .

this study. o~

’ . o ¢

.
.
&
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IV. LIMITATIONS OF THE STUDY

\ L8

|

s  The author coﬁio not control or measure all conditions
of the learning situation. Therefore, uncontrolled or un-

heasured faétors such\as the following may have contributed
o, v . Pl ‘
- 7 to the outoome of this\investigation, but are not discussed

in thls report.

EPUR A 1., Quality of instruction related to teacher character-
1st1cs.
2. Phy51ca1 environment of the fac111t1es used by
b | ' 1 students in the study. - ._ .
3. Equlpment used by thl students in the study. )
4. Emotxonal and/or phys cal state of 1nd1V1dual
' \ e - students due to classr om climate, or other factors,
durlng the perlod when ests were administered. E
. 5. Self-motlvatlon, ‘family esponsibllltles, or material
) ) support of students in the study.
6. Student knowledge that the 1nd1v1duallzed instruc- \
o .‘ . tional approach was "d1fferent" from the tradltional
X teacher-directed approaoh. !
L * o ) -
. \ ) V. DEFINITION Oﬁ TERMS

| ¢
2‘ n
i

- The following terms are defined or discussed, to aid in

the understanding of this’ study.

1. Ind1v1duallzed Multx-Medla gygﬂyrltlng Instructlon.

A 1

This term refers to an instructional approach whlch

[

empha51zes 1nd1v1dual ‘progress of the student. In the pro;ect .
n .

XN vt




ko]

1
il

reporte&fherin, all teaching was done by means of prepared

instructional‘materiéls delivered by slide projectors, audio

° ]

cassette players and printed matter; with individual assis-

@

-

*

tance, but no lectures, by the instructor. The instructional
approach enabled each student to'proceed through the p;ogram

at hfs own pace. The instruction provided for flexible,

-

individualized scheduling. Students were able to attend
\ . °
classes at any times suitable to them, during estab;ished'

laboratory hours, as long as they were in attendance 250 |
. - . | ' |

minutes per week. ) i "

2. Traditional Typewriting Instruction. This term -
) o

refers to an instructional approach in which lessons were

v

presented directly to the class by an instructor. ‘Clkasses
! .

~

met approximately 50 minutes per day, five days per week, -

-

at a designated time.

3. . Typewriting Achievement. This term refers to the

terminal typewriting achievement of each student as measured
by the posttest.c Speed éhd accuracy+on straight-copy
material we:re included. . ‘

4. Withdrawal Rate. This term refers to the number of

~students who rémained enrolled in class at least three weeks
but not through completion ‘of the course. ’

5. Beginning Typewriting. A beginner's course for
students who have not @éd previous training in pypewriting

or who need 'a complete keyboard review. Correct posture,

mastery of the keyboard, centering, erasing techniques, basic



t

&

. ) >
letter styles, introduction toltables; and initial experience

by

with forms were taught.

6. Pretest. This term fefers to £he standardiged type-
wriéing ability tést thﬁt,was administered at the beginning’
of the experiment to alltparticipating students in order'‘to
determine the~in%tial typewriting ability of each student.

7. Posttest. This term refers to the standardized -
typewrltlﬁg abllltY test that was .administered at the end of
the experlment to all partlclpatlng students in order to
" determine~the termlnal achievement of each student. The
posttest was of the same format as the pretest.

"l

VI. INSTITUTIONAL SETTING ‘
. (

¢

Napa College is a public, two-year, open-door compre—
henS1ve communzty college. The Co;lege District contalns
 four incorporated areasé} The city'of Napa, lo;ated at the
southern end of Napa County;»had a population in 1974 of
45,450; Yountville, some nine mileq norfh of-Napa, had a

. }
. -population in-1974 of 2.580; St. Helena, some Seventeen

" miles north of Napa, had a population in 1974 of?3,350; and
Calistoga, some nine miles north of St. Helena, had é popuj
lation in 1974 of 1,832. The total C9unE§ éopulation was
87,100. Since the College District and the County lines
basically coincide, the County figure is relatively accurate
qu the population of the District.

? . "4
: : h

Y




. The main campus is suburban, located at the edge of

- \ * ) |
the Clty of Napa. To serve the diverse needs of the district~~

e . \
-\ :
: ~, . both geographic and 1nstructional--three college centers

were opened in the‘opper ﬁapa Valley area: The St. Heleta b
Center (1972), the Lodi Lane Arts and Crafts Center (1974),
and the Calistoga Center (1974) .
Napa College students are fairly typical- of open-door
xcqmmunity college populations, being more diverse in their

social, demographic, and economic characteristics than are

students at more treditional kinds of institutions.

|

The NAPA COLLEGE ACCREDITATION SELF-STUDY (1975) rotes

that of the 5,277 students enrolled for credit courses in

1974, about 49 percent were in technical-vocational programs,'

and 51 percent in college transfer or in remedial oxr develop-
§ Sy

mental programs. An additional 3,000 - 4,000 persons were

1

. ,,enrolled in various kinds of non-credit and adult continuing

education courses. '

§

v VII. ORGANIZATION OF THE STUDY.

This study is‘presented in five chapters. ~ \
Chaper I prorides an introduction and'baokgrouna\to the
problem, the purpose of the study, deliminations, limitations,
definition ‘of terns, institutional setting, and the organiza-

' tion of the study. _ " .

Chapter II is‘a review of the literature directly related

to the study.




i ) . ) - \
Chapter III reports the study activities and the

procedures used in obtaining and analyzing the da;a‘ﬁtilized

. ~ gt °
in the study. o ‘ \
- - | ) .(‘\
Chapter IV is a report of the findings of the study.
, ) [ - -
Chapter V includes the summary, conclusions, and recom=
mendations of the study. , Co
r\G o
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CHAPTER II
1 .

REVIEW OF RELATED LITERATURE

©
-

The purpose of this chapter is, to summarize and analyze -

the literature that igxglrectly related to this study. This >

"chapter has been organizéd into the followinévgour sections: _

S

(1) Need for Indxvxduallzed Instructlonal Technlques, (2)
Basxc Concepts of Individualized Instructlon, (3) Instruc—

tional Outcomes Resultlna from Indxvxduallzed Instructxon,

et

et et s e,

and @y Indzvxdualxzed Typewriting Instruction. —_*

Today more than two million students are eerolled in
communxty colleges. Over 1,000 two-year)colleges already
exist 1n this country and more are belng added every year.
(Bushnell, 1973} The communlty college movement has solid
historical and philosophical foundations. It occupies a ' )
unique position and seems to promise .a solutton for many of'
* the nation's pressing\socxal and educational needs. \
During the 1960"s and ‘the 70 s, community colleges o "1‘\\b )
have made good on the prom;se of\the *open door.® The open~ *
door policy implies aceeptance of ehe concept of'univereal
higher edgcation. Community colleges have becoﬁe"fhe;primary
veﬁiele for social and economlc advaheement for the lower ~
two-thirds of the population. Dwyer (l97l) identtfies the

(I

10 z

.. 20 ;

E]

I ST . 4‘ L, e R ey e -4 barsand VS RTR I AT " TSR BRI T ant et e AR )

|
I. NEED FOR INDIVIDUALIZED INSTRUCTIONAL TECHNIQUES -
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. 9 .
community' college student body as being extremely heterogenous

LS .
that is often characterized by low economic and social status,
low educational achievement, marginal eémployment, and linited

, participation in cogmunity organizations.

"Cross (1975) notes that the explosive growth of com-

munity college open adm1s51on practlces has v1rtually ellml-
-nated the harrlers 1mposed by poor educational backgrounds. L

As a result the 1960's representéd unprecedented growth in
T J‘\
college enrollments and.most 6f “the growth has come from

previously unserved segments of _the population.
\
Although the communlty college:movement has achieved ) : T

success in provrding access to the college, it has not demon-

strated the ability to provide the same level of student ‘ oo
- success (per51stence and achievement) in college. 1 .
Goodlad (1973) states that: T,

* Education has, for too long, pointed with pride
‘ ' to those who have "made it" while dlsregarding the -

many who have "fallen by the wayside." Althdéugh
we have chosen not to notice"the general ineffec-
tiveness of educatlon, the overall fallure is
, g¥aringly apparent in dropout rates, in barely .
minimal learning on the part of many who do |, :
remain in school and in_growing alienation among .
tha young -of all colors and classes.

-

Dwyer (1975) notes that the glarlng 1nadequacles of
many communlty college programs should lead educators to séek
- new approaches geared to indlv1dua1 1earn1ng ana learning T e &
.deflcieggies. "If communlty college 1nstructors can be \
taught to become effective teachers, andrare willing to be

held accourtable for student learning,. the promise of the

" open.door can be fulfilled.f . -

~ -
H

r . -
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‘alized ingtruction. They' vary from the total implementation

. 1950's ftom which evolbed the teaching principles which are

Cross (1975) notes the importance of indiéidualized

o .
learnlng techniques in the followxng statement: R ..

|
If the Access model is to have meanlng it must

be supported by a Learning model that makes access .
to hlgher educatlon;more than a hollow victory.
- The provision of quality education that makes a 1
difference to individuals is the task that dies °
~ ahead, and educators are beginning to meet that
challenge with a new surge of interest' in a variety .
of techniques and methods known collectively as i
. ¢ the individualization of 1nstructlon.
In summary, the literature 1ndlcates that commnnlty
colleges havelbeen successful in prov1d;ng access to,hlgher .
education for all. However, along with providing access, |
the community colleges must provxde meaningful. and worth-

while educational experlences for thls~new student population.

This is the challenge that still must be met.

II. BASIC CONCEPTS OF INDIVIDUALIZED INSTRUCTION

Research in the individualization of instruction has
becomne increasingly important with the diversity of student*
backéround and abilities in open-door-community oolleges. .

" Thers are varlouswdeflnltlons and degreas of individu=~- __

" of the 1nd1v1duallzed concept, in which 1ndlvidual 1earn1ng ‘ o
materials are developed for each student who then works at ?i
his owo pace, to isolated elements used within a typical, ‘ o
tradltlonal instructional system. '

Herrscher (1971) credlts Harvard professor B. F. Sklnner

fo} pioneering “the programmed instruction movement of the

i ) R
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characteristic of both programmed instruction and the broader
L SN .

individualized instruction approach: presentinq subject matter

inlsmall steps, [active student involvement, immed%até’con~

‘/ i . .
firmation of studenft progress, positiie reinforcement, student

self-pacing, and revision of instructiokal materials until
the desired level of achievement is atta}ned by the learners. !

'Glazer (1968) defines indipiduali
My N
adaptlon of instructional procedures to the requlrements of .

(\ ,\

the 1nd1v1dual learner. C _ -

ion simply as the

Ferguson (1971) defines individualized instruction in )
_ the following manner:
> . i
Individualized instruction is not a method, it
is not a proceduré, it is not a way of organization.
It is a philosophy of teaching. It responds. to the
values of the individual, and-.it respects the indi-
vidual as a person. It demands that the teacher,
cognizant of the wide range of interests and abili-
ties in his students, be a resource person--one
. who provides materials, -supplements the ideas of'
students, and provides the situation and the
atmosphere for learnlng. ‘

Tost1 and Harmon (1972) define the degree of individu-

> i

ja;izatlon in terms of 1nstructlonal'management. This nmeans
that "individualized instruction is a function of the frequency
with which the decision ‘to change the ingtructional presen-

tation is made as a result of the .assessment of an individual
s e .

student's achxevements, needs or aspirations."
Weisgerber (1972) states that:

| Learning can be said to be 1ndiv1due11zed to L
the degree that the learner believes that his educa- .
“tion is personalized to meet his needs and facili-

tates and .encourages his independent progress.-

More fully stated, learning has been individualized

to the extent that he believes: - . .. .

| i * \
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. 1. his progress is largely dependent on his own
" effort, ,
' 2.- his performance and preference can influence a
¢ selection of modules of subject matter,
3. ‘he gan decide whether he wants to work independ-
ently or interact with others in furtherance ,
‘of his studies,
¢ 4. he has the freedom to select instructional
, resources to 'suit his own learning "style,” - -
! such as a choice between prlnt or non-print
media, given comparable exposition of the
. : subJect matter, .
o 5. he views the school personnel, including the
- teacher aide, librarian, principal, and others
such as his classmates, primarily as human "
resources rather than as. supervisors or’ j/
competitors, ;
6. . he exhibits an active purposeful approach to .
“learning tasks when unsupervised, and thinks oi ‘g S
p , 'school as only ane of the setxings in which . .. 3
| learning can occur, 4 ’ .
7. he has control, within admissible scheol standards,
for where and whén he studies,
8. "he feels that the intended.outcomes of 1n¥truc-'
tion are relevant and obtainable, .
9. he understands how to proceed towards the
accomplrshment of those outcones,
10. he is aware .that he is evaluated against. hlS éwn
: potent1a1 rather than thdt of others, and is \
! given fairly frequent knowledge of his status

, relative ta-his learning' goals. o~
Baker and Goldberg (1970) identify individualized instruc- \
tion as consisting of these features:“ : b( \ ’ S

1. Student features. To as great an extent as possible ~\\~;//
the abilities and requirements of each student must
‘ . bé' considered in planning his overall program of A
- instruction and each of its component parts.:

.2. Teacher features. Teachers serv& varied roles--as |

rs o essystem analysis curriculum develop- .

. ment and evaluation team, as diagnosticians, and - |
. evaluators, and as counselors. The individualized |
learning system provides for significant amount of i
teacher—~student interactron.

3. Behavioral ob]ectlves. Well-defined sequences of
4 progressive objectxves...are established as_guide-
: ) lines in setting up an individual student's program
‘ ‘ of study. The student has available in writing, ,
. the objectives towards which he 1s working .which
’ . define what he is to learn. - \

- 24 y |
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4. Multiple Activities.: Each student uses 2 variety .,

of materials and procedures. The teache encourages
; ) S students to help determine the materials tbl!Y Work®
with and the procedures they follow. A -Student
pursues his objectives individually, with small
groups of classmates, or .with his teachers, dependent
upon the requirements of each objective..

5.. Study Requirements. Each student proceeds through
his program at his own pace. The time he spends
in a given subject area is.planned by his perfor-
mance rather than by an arbitrary time allotment.

6. Student Evaluation. Progress of each student.is g '.
continuously measured by comparing his performanc;}x/ A

with his own specific objectives. Testing include
{1) instruments for assessing the student's
abilities and accomplishments, (2) diagnostic
placement, (3) pretests and posttests for each -
. segment of an individualized learning system, and y
- . (4) tests to provide the student both reinforcement oy
- - t-and- knowledge of individual progress. \

o B e .
i

&n summery. an individualized instruction teaching

approach is a tested system of learning and évaluation that

-

normally zncfhdes the followrng- ‘n P -

1. Pre-aseessment tests to determine (1) whether the .
. student already has the prerequisite capabilities

to profit from the instruction; (2) ‘whether the-
student already possesses the behaviors ‘specified )
in the objectives; and (3) where the.student, who _ A
_pessesses some but not all the specified behaviors, .
should be placed in the sequence of learnrng
activitxes. , .

2. COurse goals and lesson objectives stated in
specifzc and measurable terms

3. lLearning activities and 1nstructiona1 approaches
directed toward the appropriate lesson objectives.

4. Evaluation activities to (1) assess student learning;
(2) assess teaching effectiveness of the learning '
materials; and (3) provide student reinforcoment.

5. Consistent lnétructor contéct with the.student for
instruction, observation, assxstanca, and evaluatron N
- throughout the course. : L

t
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III.\NS-TRUCTIO_NAI\. OUTCOMES “RESULTING
FROM INDIVIDUALIZED INSTRUGTION,

y . . e W)

\ In the last few years many studles have been conducted ﬁg. .
N Y h
. to“determlne the outcomes of ;nd1v1duallzed 1nstructlon.
Tradrtlonally this research h:; been.concerned with a compari—

son of the achievement of students taught by the traditional o 0
method to the achxevement of those students taught by an .

-1nd1v1dualxzed.method ’ T

P

V! Larson (1962) found ‘that accountxng students taught in T . W

an "enriched" laboratory,.thh-extenSLVe use of v1sua1 a:t.cls,;—m;\“_/,’J K

<]

and greater attentzon to detail and xndxvxdualrzed instruc-

t\"‘

tlon achxeved significantly higher on teacher—made tests,

than dxd students taught in a tradxtxonal accounting

R4

laboratory. ) f .
" White (1970) iconducted a study to determine 'if any C ‘g
l differ ces 1n student ach;evement would be found when‘comr

paring an. 1nd1v1duallzed approach and a tradxtxonal approach
to nursing lnstructlon. The control group was;taught in t@?ﬁ
conventxonal mannéf.\ The'experimental group reéeived its tfk‘
xnstruction via tape, lecture, semxnars, and teacher—developed
syllabi. Behavioral objectives were used in the structure
of the xndxvxduallzed\program. Whate found that there were

!

no sxgnxfxcant dxfferences produced in achxevement levels

of the two groups. She did flnd that student motlvation,
' s/udent partrﬁfpatlon, and use of faC111t1es was higher - -

in the individualized group.
‘ |

[ > N . ' "‘x"l"
» 4
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® Oen (1971) conducted a study designed to evaluate the

"'i‘n‘n RN
2

effectiveness of an 1nd1v1duallzed learning method of instruc-

¢ tion when compared to the general 1ecture~dlscussron method
of instruction. There~were 632 acriculture students‘in the
study conducted a&omichiqan State qniversity. Oen found

i i ‘I . - L > L d [ -
SN that students using the 1nd1v1dua11zed 1nstruct1on method

K

scored sxgnlflcant]y higher than students of the lecture-~ )
dlscu551on method in several,;upgect areas. Included in

the summary observations were the follow1ng.

-

.o .+1. *Various types of motlvatlon should be wrltten into
the subject matter manual as a ‘substitute for
teacher motivation. . . . e

N R

+ ‘ - 2. Standards with which to compare themselves should
‘ ;. be provided for students..

3. More audio-visual materials and learnlng-by-d01ng

activities are appropriate.
- Lo

4. .Only interested‘studepts should be taught by the
individualized learnlng method.

5. Students need to be motlvated by the teachezr.
McKenzie (1972) compared a learning systems approacn,to

a lecture-denonstration approach oé teaching the nmnipulative o
skills of offlce machlnes at the communlty,college level.

The varlables included ach1evement, student use hours, and -

* . b

o attitude.

'The findings supported the hypothesesvthat theAlearning "o
h systems approach produced signlflcantly higher level of

. student,achlevement on- off1te 'machines. The group using the
‘learnlng systens approach also used significantly less time

for completion of the course than did"” the ‘group using the

T lecture démonstratxon approach. - , .

[
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Recent research has included broader outcome measures
l . ‘ - .

in oxder to create the possibility for detecting unique,

often higher order, effecfs of unconventional programs.

cess of transfer tasks, as well as measurement of affecFive

These have included measurement of problem solving and suc- .‘
'o%tcomes; Some authors suggest that this may be a more com- ‘

o : ) w
plete strategy for determining the effectiveness of an |

1 N . -

ihstiuctional program.
. "Research bg’oféfice (1973) found no difference in

achievement between accounting gtudents utilizing the. ~ :
traditional or individualized ingtructional appﬁoach. - How=
3 . : <
ever, he did find a differentiated outcome between. learner .
| - . ! N

‘Eypes, with abstract students preferring the more individ-

ualized approach and concrete students not. Orefice also

found individual instruction to be more efficient (student

lal

study time) than traditional ins%rpbtion.

Elliott (1973) compared studernt outcomes of first year

<

accounting students assigned to t&o instructional treatments,

" individualized and traditional. While no differences were

i

fqund in knowledge acquisition, individuallf taught stﬁdent§
outperformed traditionally taugqs~ifudents in problem-

2
solving initiative and .ability. It was concluded that the

individualized approach to teachiné accounting in ;the two-

A 1

year college\waS"mére effeétivé than the traditional approach.
. i in *

In summary, the research does not prove conclusively

‘

that the individual instructional -approach prdduces signifi- |

N - ! &
cant differences in student achievement levels when compared




with traditional classrogm procelures. However, it is

noteworthy that in no instance studied did the traditional

classroom procedure show significantly greater student N
. = ‘ i

performaﬂce than the experimental approach. . ’

-

~ The study findings do indicaté a relationship between
the individualized instructional apbroach and higher student
. 4

 motivation,” student participatign, and use of facilities.
N i .

- IV. INDIVIDUALIZED TYPEWRITING INSTRUCTION

o

- X \ .
Several recent studies have been-eonducted to determine

the effectiveness of 1nd1v1duallzed lnstructzon in the typing

. . ’ﬁﬁ.“"“ LN . '
classroom. A Lo

‘J

- ) ! A ’ ? -
-

Warner (1969), in an experimental study, compared the-
terminal achievement of intermediate collegiate typewriting t
students when lnstructed under three dlfferent teaching
methods. The three teaching methods were: (1) the tradl—
tional teacher-directed classroom environnent (tradltlonal =
group) ;. (2) the taperrecorded\and.teacher~darectedQcomhlna-
tion classroom environment (tape-teacher grdup); and (3) the
programmed instruction and tape-recorded, non-teacher drrected,
B classroom environment -(programmed group) . o .
Warner concluded that the teaching methoﬁs do not favor N
any specific ability group or experzence group; students

achleve the same terminal typewrltxng achievement with any -
é ' of the three teaching methods regardless of their lnltlal . .
ablllty levels or the amount of previous typewrltlng 1hstruc-

tion. He further recommendea-

. B ) Do . ;




20

Further research studies in individualized typing
instruction should be conducted at other educational
levels, such as junlor colleges, technical schools,
and .secondary public schools, to determine how
effective these three teaching methods would be in
other eaucationa;-settings.

Experlmentatlon using programmed instructional
materials in‘ production typewrltlng should be
done in educational institutions that are operat-
ing under flexlble, modular schedullng systems.

Programmed instructional materials should be
developed and experiments conducted in both
beginning and advanced typewriting.

Those educatlonal institutions desiring to more
efficiently utilize staff and equipment should
consider experimenting with programmed 1nstructlon
in their production courses. =

Thoreson (1971) conducted a study to determine the

Qalidity of individualized large~-group multi-media instiruc-

82

tion in the first year of typewriting. He used a population

of 1{298 tenth—-grade beginning\typewriting stuéents., From

this population, he randgmiy\selected 50 males and 50 females

i

‘xfrom.both the experimental schools and the control schools.

The experlmental classes experienced no group teaching by an

e

instructor in thelr year of typewfiting 1nstructlpn. All

‘teachlng was by means of v1deo—tapes, W1reless~listen1ng

statlons, audlo cassette players, printed matter, films,

and individual help from the instructor or clerical alde.

Students progressed.at their own rate through the course

requirenments. The control classes were taught by an

jinstructor in a manner consistent with commonly accepted

typewriting instructidnal patteins. ‘Thoreson used tests

_from the Typewriting AEhievement Test, First Year,‘deVelé,

op-4 by the Psychological Corporation: After 80 class '




i

perlods of instruction, Part Two, Form A, was given. Then

L

following 160 class periods, Part Two, Form B, was adminis-
tered. Thoreson analyzed the data using the three-way
'anal§sis'of variance. The :01 level, of confidence was used
" to determine the significance of the ratios. Thoreson

concluded that:

1. Students tdught in experimental large—group
individualized. multi-media classes type signifi-
cantly faster on stralght copy timings and pro-
duction tlmlngs than students. taught by traditional -
methods. ‘

AN

2. The students taught by the traditional method
made significantly fewer errors on straight copy _
timings than students taught by a large~group ' L
1ndlv1dua11zed mmltl-medla method. ) )
3. fThe students taught by 1 means of large-group indl-
vidualized multi-media methods made significantly
fewer errors on production timings than students
taught by the traditional method. -
Thoreson recommended that students be taught By means
. of large-group individualized multi-media approaches rather
than By traditional)methods for reasons of gcost and studeat
perfo;mance.

Frye (1972).conducted a study whlch compared the effects
of a m&&timedia instructional systems approach with the effects
of a'traditional teacher—directed greup approach in collegiate
1ntermed1ate typewriting. The populatlon for this study con- l
sxsted of 175 students enrolled in lntermedlate typewriting
in’flve public Junlor.colleges. The traditional teacher-
directed group was given "live" instruction éh;ougpput the term.i

Teacher demonstrations and explanations were provided for the

lessons. Even though the daily performance-objectives were

31
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. | .
not always met by the students in the traditional group, a

ew lesson was presented on the next ciass date. The ;

students -in the multi-media instructional approach were to

meet the minimum objectives of each lesson as stated in the

syllabus before beginning the next lesson. They used the

same materials'as the traditional gfopp; in addition, they
uéed‘taped lessons and a syllabus list;ng the performance
objectives. Three.timed}progress tests were used to
evalaate student's 5kill'1evels at three different times
during the experiment. The findiags of tpis study supported |
‘the following' conclusions: \ C . .
|

: 1. The individuvalized multi-media instructional
systems approach produced significant differ-
ences in . terminal typewriting achievement
of the sfudents after one term of.;qtermedlate ;
'collegiate typewriting 1nstructlon. .

2. Intermed;ate typewriting (colleg;ate) students
who .were taught by the individualized. multi-
media instructional systems approach were able
to type faster on straight - copy materials. The
speed gain: for the contrel group was 3.58 words

a . per minute and 6.49 words a minute for the ’
experimental group. .

3. Intermediate collegiate typewriting students .
' who were taught by the individualized multi-

media instructional systems approach were able

to type certain production activities with

.fewer typewriting and placement errors. The

score for the .control group failed to reach

the 2.00 (C grade) level.  For the experi-

mental group, only in one instance did the

score fall below the 2.00 (C grade) level.

4. Intermedlate collegiate’ typewriting students
' who were taught by the individualized multi-
media instructional systems approach steadily
gained a higher average ‘score on basic infor-
mation tests.




}

5. Prior knowledg° of performance activities
before an instructional unit is tawght and
attainment of minimum performance objectives
‘before a.student advanced to a new lesson,
increases the efflclency in student learning.
|

Varnon (1973) conducted a’study to compare the effec-

tiveness of two methods of teachlng problem.typewrltxng in

the secondary school beglnnxng typewrltxng course. The two

*methods were a self—paced, programmed approach and a

teacher-dlrected, non-programmed approach. The population

for {he study consrsted of 787 typewritrng students 1n two Tos
traditional, comprehensive suburban high schools. After the

pre—exper:mehtal keyboard and skill building unlt, the two
\

S

\groups completed four problem. typewrltlng unlts. Tﬁe prof ¥

grarmmed group proceeded through prxnted~programmed units, o .

the basic instruct:ioml source, at t:heir-\own pace within t:he« ,

3

de51gnated unit time periods. No group xnstructlon was ‘
glven to classes in this group. The teacher-directed group
proceeded through theé units by receivxng group ‘instruction
on the concepts of the units and by performung the daily
assignmentS‘made by the teachers.  Testing included initial
stralg&t copy tlmed writings admlnrstered near the end of
the pre-experimental unit and final straight copy timed
writings and an exght-problem production,test adminxstered
at the end of the experxment. Varnon found that:

1. The productxon form scores of the programmed
group and the’ teacher-dlrected group were not.
51gnxf1cant1y -different at/ the .05 level.

2. The productlon speed score# of & the two groups
were sxgnlflcantly different, the diffexence
being in favor of the programmed group, who

.completed tiie test approximately four minutes
faster than the teacher-directed group.

33
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groups were significantly different, the -
difference beiny in favor of -the teacher-
directed group, who made approximately five
and one-half fewer typographical errors.on
the test than the programmed group.

3. The production agcuraty scores -of the two. _

4. Neither method of -instruction was found to

" be superior in teaching problem typewriting
to students within either the upper, fniddle,.
or lower level of scholastic achievement. °

5. The gains in straight copy accuracy of the
two groups were significantly different,
the difference being in favor of the teacher-
directed group, who gained .67 gross words a
minute more than the programmed group. - -
§

Varnon concluded that: .
1. The self-paced, programmed approach using - -
printed programmed materials as the basic
instructional source is an effective method
of teaching problem typewriting in the
secondary school beginning typewriting
course. . ‘ x

<
-

2. Self-paced, programmed instruction using
printed programmed materials as the basic™
instructional source 'is as effective as

_ teacher-directed instruction in teaching
proBlem typewriting to students of all
scholastic achievement levels in the -
secondary school beginning typewriting
course. - - :

1

' H R Y

\

b S

Dupras (1973) compared the str ight—copy‘typewriting

speed and accuracy achievement of 132-ﬁigh"school sophomores

after 15 weeks of instruction by two\
, \ : - |
control group was taught by the traditional, teacher~directed .

method; the,experimental group was taught by the hptomated

1

difgegent.methoda. Tﬁe
e

Instruction Toucthypidg System, a multi-media} individuhlizgd

program. The findings fevealed that the experimental group

- K

scored 4.6 adjusted words per minute above the control group -

i

i . i -
. .
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at the end of the experiment, an advantaée‘of almost 19 percent.
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with the use of learning activity packages.

Dupras concluded that th= Automated Instruction approach was
deflhltaly aSSOCldted with higher speed achievement.

Rigby (1973) conducted a study to determine if any

. differences ex1sted in the production achlevement of inter-—

medlate college typewrltlng students who were taught by the
traditional teacher-dlrecteﬂ_method "and those who Were taught

by individualized learning activity packages. The experiment '

was conducted at Northern Michigah University in 1972 for an
cleven-week period. , The control group-was taught by.the
traditional teacher-directed method,h&hich was akpected-to
progress at the same rate each day, whila each studeat in the
eipétimental group was allo&gd3tc progress at—his‘own pacc
Rigby found that:

1.  Students taught by the Iearning activity packages °
increased their speed over the
students taught by the. tradxtlonal method.

2. Students taught by the learning activity
packages increased their accuraey over,
- .students taught by the traditional method.

3. Age and previous- typewrltlng lnstrnctlon
were not good predictorsiof achievement for .
speed ox accuracy:on any of the unit tests o
or: the posttest. * . '

i

4, The results of the attltude survey 1nd1cated
a positive :eactxon to the 1earn1ng~act1v1ty-
package method of 1nstructlon.

Rigby concluded that. ‘

1. fThe learnlng act1v1ty package method of
instruction is just as good as, and in some
cases better than, the tradltxonal method of
instruction as measured by tHe student's e
-typewriting speed and accuracy on the unit '
production tests.

2. The leéarning activity package method of
1nstruct10n is better than the tradltlonal

-
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4.

method of instruction as measured by the
student's termiftal typewriting speed as
measured on the posttest. oo

1

The learning actlvzty paokage»methodAOf T
instruction is just as good as the tradi-
tional  method of instruction as measured

~by the student's terminal typewrltlng
accuracy on the posttest.

The attitude toward the learnlog activity
package method of instruction was qulte
positive. a 1

Klemin (1974) compared the achlevement and attitudes of

students who experzenced two different methods of inter-

medlate typewriting teaching at Utah State Unxverszty.

The

populatxon included forty-two control group students and

eighteen experimental group students. An 1nstruotaonal

model was de veloped to allow the control group to move through

the instructional model as a traditional structured.group

while the experzmentalegroup proceeded through the instruc-
tional model on an individualized basis.
model includedv eight 1earning'units, videotaped instruction,
individual and group testlng, and group study.

recommendatxons were made:

1.

ey

A}

JBusiness educators should consider the
‘individualized progress method of instruction
as a viable alternative to the traditional
structured-group method of. 1nstruction in all
areas of intermediate typewriting except on
manuscript production speed” development.

Business educators should ‘consider the
individualized progress method of instruction
as a viable alternative to the’ traditional
structured-group methqd of instruction when
favorable attitudes toward intermediate type-
writing are important. '

The design of. tte

The foliowing
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In‘éummary, the research does not clearly indicate that
| .

‘ | one instructional approach is superior in developing type-
.~ < writing speed and/or accuracy on straight-copy or production
macerial. There is need for further research at the com-

munity college level in the following areas: (1) comparison
i

| of the effects of various instructional approaches Sn the
- I . \ . v R T
student withdrawal rate, and (2) comparison of instructional

costs and facility usage of various instructional typewriting

- . \

programs. . - _ - ) o

_— r N

T V. CHAPTER SUMMARY -

1f the'challenge of the 6ommunity college is to provide -

{ 4

‘ quality education for each individual,.then,new experimentally
S " sound instructional approaches must be developed for moXxe

effective and efficient utilization_of staff and equiément. i

[Sp—

An individualized instfuctional approach in the teaching
of gypewriting at Napa College seens to be feasible and

desirable, and the research tends to suppértitﬁis'method of
-~ \ 1 C ’

instruction. In accordance with Chapman.(IQSG), as educators,

~ . we must improve our courses and methods of teaching.
e -’ We must stretch our imaginations, study .current and
' ' pzoposed practices, experiment, and then make some

bold decisions. . We must accept new ideas, new tech- '

. _ niques, and the media, not because they are moved or

o : for tlie.sake of change alone, chut because they, and
the other concepts c¢oming from them, promise to

. increase our teaching effectiveness. ‘ , .
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" CHAPTER III .
STUDY ACTIVITIES AND -PROCEDURES

) | o . . f
The purpdsa of this study was ﬁo develop, implement,
and evaluate an 1ndiv1dua112ed instruotxon typing program
at Napa College. ’ C

|

- I.' DBV!LOPN!“T ?ROCESS :
‘ o Initial Plahning °
Initial planning for the individualized instruction typxng

program began in the fall of 1974. The author met with tha

Napa Collega buainess faculty to define the currxculum require-
ment of the indzvidualizad program. This was followed by
visits fo several Caii%ornia community colleges includin?
Solano, Skylina; Moorpark, Bakerafiald,'and_cédumria'to
observe similar facllities in operation. .The author -then
conducted a saarch of the literature for research experinments
which measured the effectxvenese of indrvidualiqed typing.
instruction. I : . s
T A.propoaal for the devalopmant of the typing program
was then writtan and auhnittad to Dr.' Arlin Taylor, Aslociata
Dean of Instruction, for'his approval. In Fabruary. 1975, S
the Napa'gollege Board of Trustees approvad the p oposal, and
recommendad grant funding, applxcation.‘ (The proposal cover
letter nay be seen in’ Appendix A.) Fxnancxal.support for,the

° e L . 28
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.

o _  preject was approvedﬁgaq?he CaL;foen;a Pospsecondaiy Eduéétien
Zommission under a Title VI-A grant of the Higher Education
Act of_ ]965. (See Appendix B for the funding approval letter.)
The, author, w1th the assistance of ' the busxness faculty,
" X then developed the course goals’and‘pbjectivesxfer theAtyping
' progran. ~ . . o

Selection of Instructional Materials

. . , . A search was conduesea to determinp if there were any
'counerciel-or other prepared typing'instruction materials
s which would fit the course goals and objectives as defined-

e ' by the business faculty.

e l' The use of the ERIC THESAURUS and the wasrmcnouss
\J f ; ‘LEARNING DIRECTORY, comblned with campus v1sztations, narrowed )
- the search to two xndzvldualxzed typing programs. ‘These pro-

Agrams were the AVT program, published by Media Systems Corpora-f

,‘ tion, a subsidiaty bfﬂHaréburt Brace_Jbvanoﬁich, Inc., and the
Gregg IPM prograﬁ, published by McGraé-Hill‘Book Company.

The pragrams were obtained from the publishers. for pre-
view by the business faculty and a standardized form was used|
to ensure uniform evaluatlon of the materials. ;

’ The final selection of the Gregg IPMvmaterialsrwas based
’ upon the decision that,they would be the most effective in

mcoting the course goals and objective;s~—0ther>coesideraﬁions

. of the Gregg IPM.program included school and student,costs, ;

and the technical quallty of- the” 1nstructiona1 materials, ‘

o '(The course outline for the Gregg. IPM program is lncludedll

Appendix C.)
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The Gregg IPM typlng prograin provrded three quarters of
individualized lnstructlon~~beglnn1ng, intermediat2, and
advanced. The basic medium of instruction was the .audio-
visual presentatlon, in which the fundamental lnformatlon
for the-lesson was offered. -The 1nstructxonal terials -
also xncluded a textbook, programmed 1nstructio learning -
guldes, proofguides, and a progress folder for each stude t.

A student syllabus lxsting the course goals and objectxves,

attendance and grading procedures, and student responsibilities

‘uas prepared for each course by the authof. (AppehdirpQ)o

-’Selection of Equipment -

*
A

‘ Pannlng for the necessary instrumentat;on for the ‘ ‘
instructlonal system was based on the’ requiroments of the 'aff\
Gregg IPM typing” program. - This 1nstructiona1 systém requir\d |
~an 1ndzv1dual study carrel equipped with ample uork area for\
typing and study. synchronlzed cassette tape player7 35 mm §
llide projector- an@ka.rear screen pro;ect on system.. It wal
determined, by the author and the Gregg Sales representative,é
that five equipped student study carrels wpuld be sufficient
for the planned typing enrollment at Napa College.

Tbe use of the AUDIO-VISUAL EQUIPMENT .DIRECTORY and °
campus and equipment dealer v1sitations, narrowed thp carrel
selection to two models; the Media Systems LRC serles, and
the Synsor Corporation LEM médel. .The final selection of the

LEMBcarrel was based upon'sp ce requirements, and local sales’

. . . .
and service representation. iSelection of the remaining

-




-
| ims

»Vaudlo~v15ual eculpment was based on the specxflcatlons of the

Gregg IPM program and the LEM carrels. The carrels, audlow

-

-4

by the author durlng the summer, - 1975.

——

__—-<~"

. Selectlon of Instructional Staff

o The operatlon of the 1nd1v1dua112ed typlng ‘program
requ;red the planned teamwork of (1) the student, responsxble

AN
for making a full effort for- progress achleveqent, (2) the

~studeut aide, responsible . for the olerical maintenance of
student records, equipment, and instructional materials; (3)°

¢ . C _— :
the instructional assistant, responsible for maintaining the

,supervising and directing the total effort of all to ensure

learner progress. *

Campus visitatxons, the Gregg. INS*RUCTOR'S MANAGEMENT_
MANUAL, and a review of related researqﬁ indxcated that an
instructor, an 1nstructlonal asszstant (parapfofesszonal),
and a- student aide should be avallahle at all hours of lab
operatlon. It was determlned by the busxness faculty and t

- the admaﬂlstratLOn that, in addltlon to the’ author, one full-
time instructional assistant and. one student aide per hour .
would be required for theaplanned typing enrollment.

The duties and res;onszbllltles of the instructlonal
staff for the individualized typlng program-were developed.
Job desoriptiohs fd} each were prepared'and the selection

and hiring process %ollowed.during the summer, 1975. (See

%
i

- ° !

- . LYY ’ N

visual equlpment, and storage units were -acquired and xnstalled

learning eﬁvirpnment; and (4) the lnstructor, responsible for
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Appendix E/igr”the“dﬂfies, responsibilities, and job descrip-

tions of the .instructional.staff.)
& -

© . II. IMPLEMENTATION PROCESS

Facilities

' The individualized typing program began‘in the fall
:{ . quarter, 1975, with one hundfed students enrolled. The | -
. program was housed in a 900 square foot room in the business
bu1ld1ng and had 29 learning stations, 1nclud1ng five carrels
, w1th audio=visual equlpment and 24 L-shaned practlce stations.
’ The practice statxons were grouped in clusters of four and .

IO ' each was equipped wlth,an electric typewrrter and a calcqlatrng
machine to offer more flexibility in equipment usage,‘ Two ‘ .
cierrcal classes, ten-key machines and machine trénscription; -

" jrere also scﬁeduled tdwincrease the use of the lab facilities. B
. The typlng program provxded the student with flexlble

| ! ’: _ indzvrdualzfed scheduling. Students could attend class at

zdt‘: ~times suitable to theh during establiéhed leb hours as lonyg

| ‘ as they were in attendance 250 minutes per week. The lab was

'opan from 8 00 a.m. to 3:00 p.m. Monday through Friday.

|  Because oé the open nature of the lab, use of the instruc-
‘ tdonal pateria}s. facilities, and time spent by the students’
was carefdlly monitored. fhis_information'was tabulated frcm‘:
the student progress folders, checkrout lists, and student

questionnaires..
3

. Instructional Procedures

o\ ' Durrng the first week of the quarter each student was

given a placement test that covered the material to be presented.

i

42 o :
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A

.donclusion of each lesson the student took a performance

A -

| 33

After the placement test was scored, the studen+ and the
. | . R | -

.- . ‘ 0 !
instructor discussed the student's performance. The student's

7 .

level of success on the placement test qétermined placement”

!

in the .appropriate course and the épecificilessons in the

typing program that the student wouid complete. Lessons

pertaining to those areas in which the student displayed a -
» ’ d - ’

strong knowledge or ability were omitted.

Each lesson began with lesson objecii;;ﬁ which described - .

~~desirable and measurable skills, attitudeg/ or knowledge

that the sgtudent would be able to demonstrate updn completionf

of the leafning activities. ' ”

The learning activities within each lesson were directed
toward the éppropriaté per formance objectiveS'and,offergd a

variety of instructional approaches to the content of the .

i Eal

lessox. The instruction was then presented by means of

prepared instructional materials delivered by an auto-tutorial

approach, printed material, and the idd;vidual assistance of

an instructor. Each student was able to'proceed at the rate

¢ Nen— —

-0of his capabilities and/or other time commitments. At the

test in order to determine the degree of hislqr her success
.’ ) ‘ - . - N
in achieving the stated l¢sson objectives. If the student

passed the test, dqing so wis evidence of readiness for the '

next lesson.. If the student .failed to achieve the lessonv

) ’ . )
objective, extra practice on similar material was assigned

) . * : /.

before rgpeating the performance check. Students were able

to review or repeat any lesson as qften as they‘wished to do so.
A ! . . . -

s
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' At the end of each lesson the student was asked to'
) ’ ) . o

prepare for the next lesson. This assignment included a T
programmed instruction lesson known as a "learning guide.”

Each learning guide concerned a technical aspect of typing,

I
d

such as names of machine parts, rules for word division, ox

i

styles of letters. Students we:eldirected to coﬁplete the .

« R4

éppropriaée'learning guide as prébaration fgr the nexg.leSSOn,
| fhe last componént of the learning package was the. - '
érogress test, designed to evaluate formé;l& ﬁée studen£'s
achievenment 9? ail courée objectivesi‘ After the completed
test Wag scored, the student and the instructor discussed

the student's performance. The.student who had earned a
passing grade (65% or better) coulq continue on to thé

nexé level of the typing program. Tﬁe student who‘9cpred

| .

' below 65 percent reworked those lessons thLat caused diffiéulty
T . . . (¢}
and retook the progress test.

IITI.” EVALUATION PROCESS

Formativé and summative procedures were used to obtain

r
I

data to aid in the evaluation ot' the individualized typing
. 4, = >

progran.

-

Formative Evaluation

. ‘ : - . ‘
During the fall quarter, the evaluation procedures called .

for data from students and the instructional staff about

possible modification or revision of the typin§ program. (See

Appendix F for the student questionnaire.)
. ‘ a
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Surmative ‘Evaluation
. \ ’ ) -
A summative evaluation, the program's success in reaching

its goals, was conducted after ene quarter of operation.
Similar summative evaluations will continue to be made after
each y:ar of operation of the program. The su;mative evalua-
tion included a cost analysis study .and a student outcome

evaluation.

Cost Analysis i

The cost analysis study was conducted to compare the
cost per student of the two instructional typing programs

(traditional and individualized). Iﬁ‘order to measure the

cds; relationship between the instructional programs, the

. actual costs of ‘each program and the number Jf students |

,enrolled in each were recorded.

For this stuﬁy, it wae assuged‘that the material would
be‘taught in one format or another, therefore, the objectire
was to determlne which. 1nstructlona1 approach offered the
lowest cost per student. In developlng the cost model, the
follawing deflnltlons and assumptlonS\were used'

1. Cost per student was 'defined as the costs. of the
) instructional’ program divided by the number of
students enrolled. (See page 50 for the items .
included in the determination‘. of this cost.)

2. Fixed costs, such as lights, standard malntenance,
.and administration were not included in the ditermi-
nation of costs under the assumptlon that both
programs operated at eapaclty. } R .

3. Certain equlpment costs common to both pragrams
such as typewriters, equlpment replacenment, tables,
and ch 1r§ were not included in the determination
of costs. .
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4. The audio-visual equipment and prepared instructional
materials were adssumed to havé an estimated life of
five years. It was also assumed: that repairs and

L " maintenance for the audio-visual. equipment would
cost one cent per unit per hour of operation. -

5. It was assumed that the instructor salary was equal
for both. programs. Each typing program represented
one-third of a full-time teaching load and was
assigned one-third of the salary cost. |

6. The number of;students enrolled in the individualized
typing program represented 67 percent of the students
enrolled in the business lab. -Therefore, 67 percent
of the costs of the -instructional a331stant and the
student aide were assigned to that program.

b

.

, 7. Student enrollment was based on the actual enrollment
for fall quarter, 1975. .

. Student Outcome Evaluation t .

‘The student outcone evaluatlon, whlch measured the results '

v

or outcomes of the program, was measured by (l) comparing ‘the
termlnal typlng achlevement of an experimental group with a‘
control group, and (2) comparing the w1thdrawal rate of ,.
students in the experlmental typing group W1th the withdrawal

rate of students in the control group.

ﬁGeneral Procedures. .The experiment was conducted at
NapaléolLege during the fall quarter, 1975, and 'was limite&

to those students Vho’were enrolled in beginning typewriting
and who had no, previous formal- typewriting instruction. .

Two business classrooms were scheduled for this experi-

‘ental study. Each classroom_had”a capacity of forty students '

hY

and. was equipped'with electric typewriters. One classroom
was used b} the control group and one was used by the experi-

mental group.

e st - - —— y B e . g S ma—n o - - R
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The experimental group experlenced"noﬂgroup teachlng by
[ a ) N ”1

the lnstructor durlng the quarter. Ali 1nstructlon was

{ ‘
,.,..1 “ -

md%erlalﬁ'dellvered by ‘ -

presented by prepared lnstructlonal
, (‘ P

.3 . L,
an audio-visudal apo:oach, prlnted mattér/ and 1ndLV1dual

S e—-‘:’/ )
help from the lnstructor or 1nstrucf10na{l43515tant. {
; .
The control class was taught by an 1nstruqtor\1n a’
\ /"?‘ ' o 2l 1!{1'
manner consistent with commonly dccepted tzpeﬁgutlng 1nstruc-

AAAAAA

tional patterns. ‘Lessons were presented dlggﬁtkyﬁtobtheA
class by an instructor using,a lecture apg;baéﬁj l s‘
The course materials, TYPING 75 BASIC, publlsﬁed by. .
Gregg.Division, MéGrawéHill.Bopk Company, ware used by.students
in both the co;trol_and experimentéi é{pups. These student
materials consisted of a‘textbobk, workguide, and a proof- : .
gliide. ‘ . \ - o ‘
For both groups, the quarter course was'divided inta -
A eight.units as follows: (1) Reyboard Control, (2) Keyboard )
Control, (3) Skill Drive, (4) Number Key Control, (5) Skill
Drive, (6) Correspondence, (7) Tabulations, and (8) Manuscripis.

- Procedures for Sample Selection; The following procedures N

were used to select the treatment groups for the study.
A. Universe. The universe from which the two

samples were drawn was defined as all students fegiéteriné ,

.

for Business 86, Beginning Typewriting, for the fall quarter,
of the 1975-76 academic year at Napa 9911€§E‘and’who were in

attendance during the first two class periods.. - .

}
b . B. Populations. The universe from which the ~ l

: : ~ samples were drawn was stratified %nto tw0"populations% (1)

1 ] .
students.with no previcus formal typewriting instrugti%n who

, 47 | R
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N ‘ 0l
elected to enroll in the traditional teacher—-directed program,
1

‘and (2) students with no previous formal typewriting instruc-

. T .
tion who elected to enroll in the individualized instruction -

| + [4

programn. - - . .. .

C. Sample Selection. During the‘ciass’ﬁeriod on

" the first two days of the quarter, all_students weTe required

to complete a form on vhich they gave their names_gpa the

"amount of previous formal typewriting instruction. ‘A table

of. random numbers was then used to select the sample of
equal numbers of students who had no preVious formal type~
writing 1nstruction for each group. The control group and

the experimental group each contained thirty students.

Testing Instruments. The pretest and the posttest

administered to the students to determine their initial-and

- - 3

terminal skill performance was a standardized test published

by Gregg Division, McGraw-Hill Book COmpany; The tests were

TS,

coordinated with the student materials used in the control

and experimental groups and were designed to provide a fair

@

{ N

and comprehenSive measure of typewriting achievement.

v
1

The posttest was composed of the following three sections-

(1) General Information; an objective evaluation that covered

'the technical information presented during the quarter. It

included such areas as terminology, spacing, worxd division,

Y

uses of symbols, and names of the parts of letters, tables,
or reports. (2) Timed Writing; an evaluation of the typing

speed and accuracy on straight~copy paragraph material for

.. . T

-
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Guring the quarter; such as centeriag, tables, and Business
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.

five minutes. (3) Production; a thirty-minute evaluation of ™

e

. the typiné'skill and accﬁracy=Pn production material covered
| ~ :

latters. The pretest was of the same format as the posttest.'
(See- Appendix G for the pretest and,posttest ) P —

Statistical Methods. Hypotheses investigated and

statistical procedures useduiﬁ this study included the follow- R
’ P . - !

N

iﬁg:
1., The Student's t distribution for small size sample

techniques was used to test for any significdnt (.05 level) e

 mean difference between the two treatment groups for the

following null hypdthesis: N - I
> ’ { )

-~ . There i5 no significant difference between the ] _
mean test scores of the control group and the . -
experimental group as measured by the pretest. N \ ¥

2. The Student's t distribution was used to test for .
ahy significant (.05 level) mean difference between the-twe

treatment ‘§roups for the following null hypotﬁeses:" S
S. There is no significant dlfference between the
control group and the experimental ‘group in the |
' mean straight-copy speed ‘score asqmeasured by )
the posttest.” \ o
‘ !
B. There is no 51gn151cant difference between tihe
control group and the experimental group in the
mean straight-copy dccuracy rate‘as meaqured by
. the posttest. LA .

3. A chi-square test of independence was used to test

for any sxgnzfzcant (.05 level) dlfference between the two
I IS
treatment _groups ‘for the followlng null hypothe31s. ‘

There is no 51gn1f1cant difference between the.
control group and the experimental group in the
mean withdrawal rate.
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'

FINDINGS

| ! '

The flndlngs of~thrs study are divided lnto the follow-

1ng five sectlons' ' i . . ‘

1. The 1n1t1al performance of the two treatment groups.

2. The analysis of the termxnal typewrrtlng achxevement
of the two treatment*groupsr*,“,_

_ !

3. The analy31s of the withdrawal ‘rate of the two
treatment groups. , \

4. The cost aualysrs of the two treatment groups.

5. The formativ evaluation.ﬁindings.
P \‘Ar i -

I. INITIAL PERFORMANCE OF THE TREATMENT GROUPS

.The two sample groups were selected at the beginning

-of thls study from all students enrolled in beglnnlng type~

wrrtxng and who had no previous formal typewrrtlng instruc-

. \

tlon. ‘ )
The Student's t dlstrlbutlon é:r small size sample tech-

1

niques was used to determlne if there were any sanlficant

( 05, level) 1n1t1a1 performance dlfferences 5etween the two

treatment groups as evidenced by the pretest. )
Table I, on page 41, shows the results of the test for
the 51gn1f1cance of dlfference for pretest scores. The

cr1t1cal £-value was t > 2.002 or < -2. 002 at the .05 level

of sxgnlfr'ance with 58 degrees of freedom. ‘Since the computed

40 |
50

§
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» "\ t-value of 37 is not greater than the critical value, -the
© L .

null.hypothésis,cannot be rejected; there is no significant

difference betwéen the mean test scores of the control group

and the experimental group as measured by the pretest.

Y

TABLE I

g 'GOMPARTSON OF PRETEST SCORES BY GROUP

.t

~

X
’ Group ° l étapdard ‘Sample
. . Groug . Mean ‘ Deviation Size
- . - N ' - !‘ /
Control® 14.80 '5.15 .. 30
Experimental 14.00 ' 5.73 , 30

* Level Sf significance: .65‘
Degrees of Freedom: 58 v
Critical‘t-value: £ > 2.002 or < -5.002+ ) Y
'Coﬁputea F-vaiué? -.57 - T \ .

i }
: '\| .

Table II, on page 42, displays the frequency distribu-

tion of pretest scores for the two. treatmént groups.
‘ 1

{ \ I ...
-~ E 1

d N \\ i ( .
. *The value of t for 58 degrees freedom was obtained
using linear interpolation from a table with entries for 40
- > and 60 degrees of freedom.

\
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" - TABLE II

& | FREQUENCY DISTRIBUTION OF PRETEST SCORES
\
g Control Group ‘ " Experimental Gro&p
C;ass Frequency Class 'Frequency
o ' 23-25 2 _23-25 - 0
- 20-22 4 20t3§ ' ‘ 5
' . 17-19 5 17-19 | - 10
14-16 6 : 14-16. -~ . 1
I1-13 8 11-13 * 3
8-10 o2 © . 8-10 5
‘ 5- 7 2 . 5= 7 4
2- 4 | I S 2= 4 2
o | Total 30 . . Total 30

.
Il »

"~

2 ) )
II. TERMINAL ACHIEVEMENT OF .THE TREATMENT GROUPS’

The Student's t distribution was used to determine if
there were any significant (.05 level) differences in the
R ,
"v. terminal tybewriting acﬁﬁevement between the two treatment

.
- “
4
.
.

. groups as measured by the posttest. - ’

\ Only those students who completed both 'the pretést and

! ; po;zzggt\were xncluded inh the termlnal'typewrxting achieve~

N lent anal;pis. Although the two sample groups were the - '
«2:, ' same size initially (thiré& students each), seventeen. stu-

N - . TN
dents withdrew from the course during the quarter. The’

S8y .
- . -
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final sample size was exghteen students 1n the control group

13

- and twenty-fiye students in the experimental group., (See "
Appendix H for the individual student detaﬂ; ‘ . ‘“ ,
. Table III contains the results of the teét.for siénifi- '
i cance of'difference for the mean speed ehieﬁement on the {

|

i

. . Y N ° . 'y - 3 * ‘ . [ |
.five-minute §tralght-copy tlmed writing test. , The control .

. - . a - . 't - ' ‘

group typed at the rate of 27.72 gross words per minute and |

1

the experimental group typed at ‘the rate of 30.96 words per -

minute. The critical t-value was t > 2.020 or < -2,020 at BN
, . . . ’ . . ‘

the .05 level of significance with 41 degrees of freedom. - . X

"' ~ Since the computed t-value_of 1.15 is not greater than the

¢
!

- .critical value, the null-hybéthesis cannot be rejected; there
is no 31gn1f1cant dlfference between the contr01 group and

., "“'the experzmental group in the mean stralght—copy speed score ¢ ‘-g
. C « . :

as measured by the posttest. .
“ ’ Y A ’ * ‘~ ::‘ H

' TABLE III !
i ' TEST. RESULTS OF . SPEED ACHIEVEMENT
l’ ' r . © AS’ _MEASURED BY POSTTEST
5‘.. - R
", - AN .
. , . Group . Standard .Sample
) Group  ° - . Mean *'Deyidtion” . . Size
. - : ‘ N Y T./ t‘ g
Control 27.72 | - ©- 811 - ‘18
' Experimental  ,30.96 © 100270 28

’

¥ ’ i

* Level of Sigﬁifieanse: .05

>

-Degrees of Frezedom: 41 S

Crmtlcal t~va1ue. t > 2 020 or < ~2 020

. . - . )

. ’ Computed t-value- 1. 15




- Table IV displays the frequency distribution of posfteﬁt ,

speed scores for the two treatment groups.
. K

~ . . '

. L TABLE 1V . :
.r . . . v FREQUENCY DISTRIBUTION OF ‘ o
) * -~ +.  POSTTEST SPEED SCORES '
-] ¢ \ |
Control Group ‘ Experimental Group ° - |
Class Frequency S -Class . Frequency N .
44-47 L e0 § 4447 “ 2. - C
L 40-43 1L 40-43 ° € ;
36-39 s | L 36-39 2 .
32-35 1 \ . 32-35 A |
© 28-31 - 3 }\  28-31 | 1 ' 1
24-27 g \1‘\ 24-27 1 .
e - - 20-23 L o 20-23 } 5 - v
16-19 4 16-19 3
12-15 0 12-15 . ‘ | 1
Total . 18 ) Tota} —25
R ) ‘ K ' ) . , ) | PO v
) ‘ ?able V, on page 45, displays the results of the test - .
foq'sxgnxfzcance of difference for the mean accuracy ‘rate | )

-
T e

:ou 'the f;ve-m&nute straight—copy txmed writing test. The N

control group typed with 7.89 errors and tha experimengal' ” ‘l
group typed with 6.44 errors._ The cr1t1ca1 t—value was A :\»‘
£ > 2. 020 ar < =-2. OZG/;t the .05 level of 51gn1f1cance with™ ~ S

|

‘

/ o
41 degrees‘of freedom. Since the computed t=-value of 1.18 !
- , . ) |

|

|

|

. .
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. ‘ A o L
is not greater than the critical yalue,'the null hypothesis

cannot be rejected; there is no significant difference between

|
the cqﬁtrol group and the experiﬁental grotip in the mean ]

= .' sﬁraightvcopy‘acquracy rate as measured by the posttest. '
1

|

F
TABLE V

' TEST RESULTS OF ACCURACY ACHIEVEMENT oS
- ' AS MEASURED BY POSTTEST

| ; R :

Group taﬁd&rd' - Sample

Group .. . . Mean eviation - ~ Size
‘ Control ‘ . 7.89 /,//§3.26 S 18
Experimental . 644 487 | 28
R ‘ 3 BN H ‘ ¢ ‘
Level of Significance: .05 / R

"Degrees of Freedom: - 41 "~ - " {
RN Critical t-value: t > 2.020 or < -2. ozo* S

‘Combuted t-value: 1.18h§;

o . Table VI, on page 46, displays the frequency digtribu-

tion of posftest accuracy scores for the two treatment groups.

v

5.

N

!

*The value of t for 41 degrees of freedom was obtained
using linear interpolation from a table with entries for 40
and 60 degrees of freedom.

<



TABLE VI -

< * FREQUENCY DISTRIBUTION OF
POSTTEST 'ACCURACY SCORES

A\

. «
‘\ Dy . B s
N . -

_ Control Group ” : Experimental Group . St
Class . - .Frequency . Q;ass requency '

0 . 21-23 1
o0 - 18-20 " 0
) 1 f\ 15-17 - - ¥ 2
0 - 12-14 o

5 - Le-11 o
\ ' 10 6-8 10

| 1 3= 8
L -2 4
: Total 18 Total 25
e
- \\\lk‘ : III.\| WITHDRAWAL RATE OF THE TREATmzuf GROUPS

" "TThe chi-square distribution was used to dete;mine if

A

¢ &

there were'any‘B‘gnifi;ant differences iﬁ_thelwithdnawal
rage between yheﬁ¥wo treatment groués. |

‘ ;jtable illthrating the observed student withdrawal
data of the conprql‘and.experiqehtal‘groups'is included as

" Table ?I; on page 47. . L

| ]




B L o . “TABLE VII -
- o OBSERVED STUDENT WITHDRAWAL OF -
.o _ THE CONTROL AND EXPERIMENTAL GROUPS
- :
N T
Sl v “Group Withdrew persisted Tot-zals:
¢ TR : ' - ' - - = s
“ _Control 12 18 30 :
Experimental .5 25" 30 .
, | _ , C e
Totals _ . 17 . 43 . 60 - A
v ~ A ta_bl‘ illustrating expected student withdrawal data
of thé cont#oli_ and experimental groups is included as N
Table VIII below. ° " - .
> TABLE VIII
te ‘ " EXPECTED STUDENT WITHDRAWAL OF
‘ - ' ' THE CONTROL AND EXPERIMENTAL GROUPS LS
‘ b . . -

) Group ' Withdraw Persist Totals - ‘
Control . 8.5 215 - -
Experimental 8.5 21.5 . 30

G {a -
Totals o 17.0 43.0 - . 60 ©
\
A J




) /// , . 2 . .
e 4 8 i
A :
R * f#“‘f; e, . ’ oA

Table IX shows the calculation of chi-square for the
, - :

withdrawal rate of the two treatment groups, The critical -

-

valué of %% was 3.84 at the .05 level of significance with

ene degree of freedom. Siﬁce the'computéd X2 value of 4,02
exceeds the critical value, the null hypothesis was rejecteé; )
. ] . |
+the withdrawal rate of the control group was -significantly
v . .

higher.%han,;ﬁé withdrawal rate of the experimental group.

» ) - TABLE IX - . .

CALCULATION OF CHI-SQUARE FOR THE WITHDRAWAL RATE i
OF THE STUDENTS IN THE CONTROL AND‘EXPERIMENTAL GROUPS

- . (o - e)2‘
o - e - o-e - (o - e)? . e .
12 8.5 1.5 12,25 - 1.44
. 18 21.5 ~3.5 12.25 .570
5 8.5 3.5 * 1225 * o 1.44 -
\ 25 21.5 - 3.5 12.25 ©_.570
60 60.0 | 0 4.02

Level of Significance: .05 ' ' . '
Degrees of Freedom: 1
Critical cﬁi-square value: X2 > 3.84

Cdmputed chi-square value: X% > 4.02 .

\
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IvV. COsT A_\IALYSIS OF THE TREATMENT GROUPS
Dlrect 1nstructlona1 costs and student enrollment for
the two 1nstruct10nal typing programs were reéorded and are
,shown in Table X, page 50. -
The costs for the equlpment, 1nstruct10nal materials,

and instructional staff were hlgher in the 1nd1v1duallzed

typing program when compared with the traditional program.

However, the individualized prdgramvincreesed the number of

typing ccurse offerlngs from one per quarter to three per

quarter and 1ncreaseé‘the studensh‘nrollment from 40 students ‘

to 100 students per quarter. The individualized typing

program also provided an increased use of facilities and
. [ . . . - !
_equipment by offering classes for seven hours a day compared

to one hour per day in the traditional program. !
A comparison oi/ynstructlonal costs 1ndlcates that the

cost per‘etudent in/the 1nd1v1dua112ed, experlmevtal group

, %as lower ($38.67 than the cost per student ;n the tradi-

tional, teachef-directed control group ($42.36). N

Lo
. . V. FORMATIVE EVALUATION FINDINGS R
During the=study,‘fermati6e evaluation nroqedures were
used to collect data to assist in making decisions about
possible modificatians qr.rev;sions of the individualized‘
typing program. : : . ' ‘
Table XI, on oage 51, displays the results of a survey

of 65 students who'were_enrolled in the 1nd1V1duallzed typing

program during the fall quarter, 1975.

ORI, . N . . - ey

LY




v TABLE X

-INSTRUCTIONAL COSTS OF THE TWO T¥PING PROGQAMS

Control Exoer:.mental

éost Aréa* y ~ Group Group -
Equipment '
. l Initial Cost ?f Equipment - | (6,000.00)**
Cost Per Quartér ‘ _— - 400.00
(Amortized for five years of . '
operatlon) v
Malntgnance Cost Per Quarter — .- 21.00
Equipment Cost Per Quarter - - 42i.00
'Instructional Materials ‘ -
Initial Cost of Materidls  (400.00)*%  (4,000.00)**
Cost Per Quarter 26.67 . 266.67
(Amortized for five years of
. ‘ operation) : ‘
Materials”Cqst.Per Quarter: 26.67 - | f-333737'.‘
. {nstructional'Staff ) | ‘
Instructor 3 1,667.67 o 1,667.67
. .Instr;ctioﬁal Assistant J— ' 11,388.02
. Studegt‘Aiae i ' _ ——— | 123.82
' Instructional Staff Cost 1,667.67 - 3,179.51 /
Per. Quarter ,
) Total‘%ost Per Quarter ) 1,694.34 3,867.18 /
Student Enrollment Per Quarter V . 40 100 /
‘ Cost Per Student Per Quarter , 42.36 _ 38.67 )
: ‘ .
3 ‘ *For explanatlon of cost areas .see the definitions and

assumptlons listed on page 35.
**Total initial costs are not 1ncluded in per quarter or
per -student calculatlons. :

O - -t
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) : TABLE XI \
< S LY N s v
STUDENT \SURVEY RESULTS OF THE INDIVIDUALIZED TYPING PROGRAM
( _ o ‘ .

a
2

o : Student Response - Percent
Question , ' Yes -No Yes
: . . - 4

">

Are there sufficient instructional staff W 64 1 98
, fiembers available to assist you? ‘ ’ ‘ ¢

Are the instructional sta‘ff\mmbers knowl~ 65 0 ' 100
edgeable about the course content?
\' .

Are the instructional staff members’ willifng 65 0 100 -
and able to provide individual assistance i <
when needed? ~ ’

Are there sufficient practice stat;lons 62’
! available for your use? !

=

Are there a sufficient number of carrels 49
available for your use? . :

Are there a sufficient nﬁmber of business 63
machines and typewriters available for

. your use? .
.0 o

o~

Are the goals for each lesson clearly stated? 64

Do you get immediate feedback on how well -~ 64
you performed a lEsson?

Is the content of each lesson clear and 62
meaningful? / ) i

Do you find the lessons 1nterest1ng and 62
challenging?

K \ " Do you understand how you ‘will be graded 60
' during the quarter? \ .

Do the progress tests accurately measure - 65
your performance of the subject matter?

‘Do you feel that the lab allows you to 63
* mové at your own pace? .

Do you feel there was sufficient orientation 65
to the operation of the lab at the start _
of the quarter? . ::; .

- %




CHAPTER V ., - . L

SUMMARY, CONCLUSIONS; AND RECOMMENDATIONS,
. ¥ -
* I.o SUWARY \\

\

The purpose of this study was to develop,nlmplement, and
evaluate an indxvzdualxzed Lnstructlon typlng program at
'Napa College. |

The first step in the study was to design a#&rdevelop' ;‘,“J
a method of teaching fxrst—year typewrltlng to a large group e

of students using indxvxdualzzed and multx-media techniques.

This work vas ‘completed by the authq; durxng the perzod from .

January, 1975 .to August, 1975. i b o

The individualized typing program was put into~operation |
durlng the fall quarter of the 1975-76 school year. ‘During

<

thls period the program was rev1sed and reflned przor to
testlng. ' -\ _F
The evaluation.procedures called fo: a-ccmparlson of .. "

instructxonal costs, withdrawal rate, and student-outcomes 4 -

;“””ﬁgtween the traditionai,“ieacher-directed'teachinguﬁbthod

' (control group) and the individualized instruction ‘teaching
method" (experimental group). . ' : . .ﬂ
| The control und experlmental groups were each comprised
L —

of thirty fandomly selected students drawn from two stratlfied

populations. ) “

' | 52 ~ *
. ,




A
»

The experimental group-experienced no group teaching by
) s ,
the 1nstructor during the,quarter. All instruction was pre-
sented By prepared instructional materlals delivered by an

audio-visual approach, prznted.matcer, and individual help

1

from the instructor or instructional assistant. The experi~

menca; students‘followed an individnal progress plan tnrduén

a series of 50 lessonc. Each lessonlcontaineé a perfcrmance ‘ (\f\

Qopjective that had to be met before the student cou}d procresskj/

to the next lesson. - ] ‘ .;_: - - . a / . i
The control group was taught by an instructor 1n a \ ’

manner consistent wvith commonly accepted typewritlng instruc-
\

" tional methcds. Lessons were presen;ed directly to the class S

' by the instructor using a lecture approach. Both groups

- . v e

used the samm text materzals. : : < )

A pretest was given to determ;ng the effectlveness of '’ : ‘hi
) the\randomizatzon of the,sample groups. This test conflfmed
‘ 3 . . ‘ , i

- the assumption that there was no significant difference in

the initial typewriting performance of the two treatment .
! | . W { ‘ N

groups. ' <. ' 7

InstructionaIMCosts

) " A comparison of znst:uctzonal costs indicated that the =
cost per studeqt in’ the indzvzdualized, experimental group
was lower ($38 67) than the cost per student in the tradi-

tionai, teacher-directed control group (42.36). o

-




A standardized typewriting ability test was administered
at the end of the experiment to all participating students “in

order to determine the terminal achievement of each studernt.

4

did not produce any significant differences in the. terminal
typewriting achievement 6f the students after one gharter of

, beginning collegiéte typewriting instruction.

b

-
-

- The chi-square dlstrzbutmon dmd show that the student .
‘thhdrawal rate of the control group was 31gn1f1cantly higher

than the thhdrawal rate of the experimental group.

The followmng conclusmons regardlng the major research (

| issues of thxa.study are made on the basis of the study

findings:

individualized instruction typing program will have
these characterlstlcs.

A.

B.

C.

' The findings showed that the two instructional approaches

1. It'is conqlﬁded that an effective multi-media

. the student to progress at his own pace.

' Student Achievement

a i [

Withdrawal Rate

II. CONCLUSIONS . .

R

ie 7

Lesson and course goals ‘and ‘'objectives stated

in specific and measurable terms..
Flexible scheduling aggmthe~opportunity'for
Specifieqllearning<ﬁctivities of sufficient Y

variety to be both“inﬁeresting and challenging.
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[N . . R

D. ImmediaﬁE‘feedback on lesson performanee i e
_and_criterion-referencedjfes?dng activities
to measure~studenn\achievement.
"'B: Consistent instrucnog contact with the student-
(fof?instxuctiqn, onse;vaﬁion, assistance
and évaluation) throuéﬁbut the oourSe. S
F. Sufficient lnstructxonal staff o provide
-7 _‘(1) clerzcal maintenance of student recoros, .'L
eqnapment, and 1nstrucp1onal\matexials.l(2)
motivation and inStrnbtional assistance for
" the student; and (3),supervision~and direc=
tion of the total effort of all to ensure ;@f
learner progress. ] | |
G. Inserviée training for Ene instrucﬁional

staff on the philosophy of indzvidualized,~’

instruction and on the proper use of 1nstxuc-

tional materials and equlpment prior to’ L

implementation of the program. oy —

t

H. Compatxhle equlpment and instruct10na1 \

I _ | - | matﬁrials‘in sufficient amounts to handle \\
the planned student enrollment. . B
\ I. Detailed records on student pré&ress, atten—
dance, and equipment utilizat;on.
J. Instructor prepared student handbooks con-=:
taxnxng an orlentatlon to the program, course.

' outline, goals and objectxves, attendance

procedures, and evaluatio? procedures.

i |
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T o 2. It is concluded:that prepared instructional_mg&g;&als
b — ‘ 'and'audio;visual equipmenr are ;vailab;é for.qn

3 Mﬂh.-,individua}ired instruction typing érégram.a

. o The research orodﬁced two complete individualized
typlng programs, utxllzlng mnltl-medla 1nstructlona1
.materxals, available for communlty college.use. vhile
both programs are avallable and 1n_use in several-
Calitbrnia?sohmudity_colleges, individual modifica-

tions are necessary to tailor the system to, each

4 . ’ . \j . ‘ campuS'c ~ . ~ . . . v

Y
The necessary audio-visudl equipment needed for:

— rye operation of e%ther program is available from a
variety of rzgibnal dealers. . S e
3. It is concluded that the individuhlizéd‘insrruction
- - ‘typ;ng program makes more efficient use of staff,
classroom spé%e, ‘and business equxpment than does.

1

_ the traditional teacher-dxrected group program.
"  The study flndangs show that:
N - 'A. The individualized instructional approach

’ provided a lower cost per student than the
: _ ‘traditional teaqher-dirzéte& prsgram.

' B. The'individuslized‘instrucrionAapprdach
- o - .~ provided a significant increase in the
number of sections of typewriting offereﬁ

: and a corresponding increase in student

edrollment..




L)

4. It is concluded ﬁhat the individualized instruction
. : program is as effectiye as the traditional teacher-

“}(/————‘—’f directeg'pfogram in developing the ‘terminal type- ~l' -

o . o writing achievem;nt of stu@énts enrclled‘in beqinning. -

. collégiate typeyricing. . : R ‘

y 41\ : The study findings indicate tbat:', . | -
| ‘ A. There is no»s;;nificanf difference between

.

the conyrrol group and the experimental group

. o ‘jfén e‘meanQ?tréiéht—cogy speed scoxe.as -:‘; .
v K 'mcc;u:qd,byfthe posttest. The individualized .
- o tjpiné grograﬁ'is as' effective as teacher-
; - : W\ Tdigccfed group instruction in developing: <
| speed in heginnicg'collegiaﬁé tggcwriting.' .
B. There is}no significcnt_difjgrence bekwecn.
‘ the contrdl group and the”experimental group

. _ T\\*”' in the mean straight-copy accuracy sécre\as E
— . . . méagpred by thelpcsttest. The ?ndividualized
typing program is as.effective as teacher~
directed group: 1nstruption in, developing ‘

accuracy in beginning collegiata typewritingb

5. It fs‘concludcdﬂthgt the ‘individualized instiruction ‘
o _ typing program significantly'affects.the withdrawcl

. . ®
. rate of‘;tudents enrolléd in beginning collegiate
typevritlng. ) : T _\ . -
The study findings show that the student w1th—

' drawal rate is significantly lower under the 1ndl-4

& +

vidualized ;eacher method than the traditfénal

. teaching method.

./\)“' \\ "". . 67
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- ' : - III.. RECOMMENDATIONS -* e s ol J

/ 'Based upon the flndlngs and observatzons made by the ,"5‘:',-;5

researcher in this study, the follow1ng recommendatlons should o
- o C L . R . i
be considered: " ‘- R L S SR e 7w s

hd . N - v . ¢ . .Y

1. It is recommended ‘that teachlng flrsﬁ—year type-f R

~wr:Lting by means. of the 1nd1v1dqalrzed 1nstructlonal

L4

approach be contrnued at Napa: Coliﬁge for the’ follow- -

’
« K

.o » o ing reasons* ‘ g -\ 4 f ,
) . 3:' Students perﬁorm as effectlvely in strazght-

) ‘ - . copyY $peed and accuracy under thrs method

T ‘as the traditional.method.

"B, Student cost~per quarter is ‘less under the

© 'individualfzed’teaching»method‘than the
. ' traditiohal method.. )

A . - N * B -

~°¢? ' v C. _ The student-withdrawal rate is lower under

the individgalizedateaching.method.tﬁan the

traditional teaching method. -
D. The individualized instruction approach
. provides more efficient utilization of staff,

. - ] .
° . b A

classroom space, and business equipment

!

. . than the traditional approach. ‘
{ . BE. ‘The tndividnalxzed approach provides greater

. scheduling flexibility and increased course e
; .
offerings for. the student than does’ the
- } . traditional teaching method. . 1. d

F. Students can‘progress through the program'at
their own rate under the individualized.

program.

RIC .0 .68
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It is recommended that second-year typewriting be

|

|

|

|

.. - |
L

\

|

|

i ‘ | '
taught at Napa College under the individualized

instruction abproach beginning September, 1976.

\
" It is recommenaed'that both the traditional group . N

nethod of instruction aﬁd the individualized]progress

method of instruction be offered in the Napa College

day and extended day typewrltlng schedule.] This will

better utilize the current typewr;txng facllltles i

more efficiently and accomodate *he varying learnlng . ‘

needs of indxvzdual students. .

It is recommended that a plete eva]uation of the

Napa Colleg. individualxzed typlng program be made

after one coyplete yea: of operation.: This evalua-

tion should include the fé owing: ( ’

A. Student achievement\mpasures, including
{straight-popy speed and accuracy,.subject
matter knowledge, and produetion speed and
accuraey. |

B. Student withdrawal, attrition, and peréié; I

t

<«

. tence fates. o
C. Amount of time spent per student completing
“the typewritiné\brogram.
D. Student.attitudes toward and preferences,, &
for diffefent instructional approachee.~
E. Relationship ﬁetween personality types and ~

N

achievement as a function of the two methods

of instruction.
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5. It is recommended that individualized 1nstructlonal /4

techniques for‘%ther offlce skill courses, in the //_‘

!
Napa College bu51ness currlculum, belcon51cered for /

e
’ /
: . 6. It is recommended that further research be conducted

to compare instructional costs of colleqldte type-
/
_ writing. when 1nstructed under dlfferent teachlng / !

7
/e

future study.

methods. - Variables such as student enrollment. /
faculty load, 51ze .of 1nstructlonal staff, and
\ anﬁunt of equlpment should be con51dered in such‘a
study in. an attempt to determine an Optrmum cost
. "\ arrangement. ' o ‘
- 7.A It 15 recommended that at least one year by qllowed
for the design process of an 1ndlv1dua112ed Anstruc-

e

tion typlng program. 7ome of the areas .tha should
funding; administrative and

. be considered include:
board approval; faculty and student éupporta facili-~
ties; instructional s ;ff; course content, goals and
deectlves, selectlon, acqulsltlon, and productlon

" of instructional materlals, selection, acquisxtlon,
and installation of/audlo-vxsual equzpment, distri-

bution and malnten ce of 1nstructional materials

and equipment; and|program evaluation Rrocedures.

4
i

1 ~
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~ To: Dr. George Clark }
FROM: Arlin Taylor ' X ' - . ﬁ
DATE : Febrdary 3, 1975

SUBJECT: Grant Application Under Title VI-A‘of the Higher Education Act
' of 1965 .

Ny r

BACKGROUND'

‘ Napa College has offered shorthand and typing classes in the tradi-
tional group-lecture instiuctional method. This instructional approach
restricts the number of students who can enroll each quarter,.offers NN
little scheduling flexibility, and, most important, does not take into
account individual differences in student learning rates.

CURRENT STATUS:

]
Five typung and five shorthand classes of varying skill levels are .
, currently offered each year. Individudl course offerings are normally "7

limited to one quarter per year with an enrolIment maximum of 40 students
per class. The 1974-75 day schedule contains 12 typing .and shorthand \
. offerings with an eStimated enroliment of 400 students.

RECOMMENDATIONS: |
. [y |
This project proposes the establishment of an audio-visual tuterial . |
* center to provide individualized instruction at all skill levels for |
typing and shorthand students. Because the proposed learning center ) ‘i
could be open most of the school day, an increased number of typing and
shorthand classes could. be offered per quarter with a corresponding
increase in student enroliment. The tentative 1975-76 day schedule
contains 23 typing and shorthand offerings with an estimated enroliment
of 600 students. _ ‘

L

Advanced specualnzed typlng and shorthand courses not previously
offered because of 1imited scheduling flexibility may now be offered .
using the individualized instructional approach.  Future courses. could
include court reporting, medical and legal typewrltlhg, medical and legal
shorthand, and medical and Iegal transcription.

. * Recommended funding for the total project budget of $19,201 would
include a federal grant of $9,601 under Title Vi~A of the Higher Education
Act of 1965 and $9,061 provnded by Napa College.
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SIATE Or CALIFONNIA ' ) )

v EOMUND G. BROWN JA., Gover

CALIFORNIA PON[SECONDARY EDUCATION COMMISSION

— 1020 TWELFTH STREEY

SﬂCRAMENfQ. CALIFORNIA 93014
.

-

. ¢ A
Mr. George R. Hagen
Napa College .
2277 Napa-Vallejo Highway

" Napa, California 94558

Dear Mr. Hagen: .

April 14, 1975

Commission Control
_ ‘No. VI-A 080-1
Total Project:

_ $19,202 .
Recommended Grant:$

$ 9,601

L 3

It is wy pleasure to inform you that on April 14, 1975, the California Postsecondary
Education Commission, acting as the State Commission for the administration of Title
VI-A of the liigher Education Act of 1965, recommended yoir application for a grant

under Category 1 to the U.S. Commissioner of Education. The amount of the recommerided
grant is shown above and a copy of the report presented to the Commission for rccommenda-

tion to the U.S. Commissioner is enclosed for your information.

)
Since the Commissioner has the ultimate authority to award grants, the U.S. Office

of Education must coaclude a grant agreement with you no later than-June 30, 1975.

Please contact us if a graant agreement is not received for your signature by June 15, -
1975, so that arrangements can be made to insure grant approval prior to the end quphc .

fiscal year. C

" Also enclosed for'yoﬁr information is a list of the équipment items and costs contained
in 'your original application and subsequently deleted by the Commission staff as items
ineligible under either the Act or the Regulations and Instructions of the Commissicner.

We .appreciate your interest in this p
given us. .If you have any questions regarding your application or
.further assigtance to you, please do not hesitate to call me. :

cc Dr.iqgorge W. Clafk
) Preuidang

rogram and the qdbperatipn you and youf staff have

if we may be of

Sincersly,

e 3

‘ Rudsell L. Riese .
_‘Federal Programs

—
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Unit
Unit
Unit:
Unit
Unit
Unit
Unit
“%ﬁnit"
Unit’
Unit
Unit
Unit
Unit
Unit
Unit
Unit
Unit
bnit
Unit
Unit
Onit
Unit
Unit

Unit

LY

GREGG IPM COURSE OUTLINE

Keyboard Contro}
Keyboard Control
Skill Drive
Number Ke}-Control
Skill Drive
Correspondence
Tabulations ‘
Manuscripts
Skill Drive
Correspondénce
Business Forms
Manuscripts |
Skill Driée
Correspondé;ce
.Tabulations
Manuscripts
Skill Drive
.Correspondence

‘Business Forms

Manuscripts

" 8kill Drive

Correspondence
"Tabulations

Manuscripts
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PREFACE

t ! /

The information in this gulde will introduce you o :
to the Napa College’ Buszness A-T LAB. |
This typing program is designed specxfically for -

' younbased upon you: own, goals (personal or career: oriented) |
and prior typewriting ‘background. You will be aple to _ '.,h(
pxogress at the rate of your capabilities and/?r otﬁer. L
tima commi.tments. o S .

' You are strongly encouraged to read the entire
giide before starting your learnzng in the LAB. You will
élso want to keep. this guide with you at all times while

you are working in the LAB, as you will refer to'it oﬁten

(

for procedures and 1nstructzons.




COURSE DESCRIPTION ' _ ,/
I * h l .

]

i

|

i

k o ' A beginner's course for studonts who have not had A j
‘ ‘ previous training in typewritlng or 4ho need a complete key-

Xf“ " .bo-rd review. Correct posture, mapf@?§ of ! t" keyboard,

centering, erasing techniques, basic letter styles. intro-

duciion'to tahles,‘ano/initiol experience with forms are

e 27 taught.
/ | “~  *' FEQUIRED STUDENT MATERIALS . ‘(——  °

v . r he . - - ' .
Typing 75 Basic, 3rd Edition, by Lloyda Rowe ; and Winget.,

_: ) Typing paper (rough) for practice and drz’l work.
’ ) *yping paper (bond) for productxon work. Typowrzting eraser.

s

T ‘ | ‘mmposa

The obllity éﬁ typo is more important today than \ever
before.‘ Typewritten materiai is neater, more leg;Ple. an
.done mqoh fastor ‘than handwritten work. The tjpewritor 15
a common machine.in many homes and, of course, .o business
. ~.\ ‘ office could operate effectively githoat one. - Students ap .
a1l lovols find it conveénient to type their assignments and ' .

college studenta £ind the ability to typo indisponsablo to | |
.'thoir suécess. An employer probably would not’ consi deﬁ
| . opplicnnt for an office job who did not have considozablo
iy.- ; typing skill and even positions t:;t have little connection l {
‘ w;th‘usual ofﬁ;ce procedures-may require an occasional pypex'

. "~ written message or form. - ' ) A .-
) N € * -
|

. P .
N . -
o
A..' . j ‘. I

- ey - T - - —d - - - e o - .
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GOALS |
Develop a basic- typewriting sﬁi}l at a level that

will be acceptable for personal and mipimum vocationql use.

[

. \l
Acquire the knowledge necessary'to apply thgyskill

to the typing of many materials for pefsonal use, school

~use, ind business use. - | \ Nt -
! < -

{

1

OBJECTIVES ' S

t

N \
Upon completion of the coufse, Xou Wﬂll be able to

|

- ' satisfactorily accomplish theffollowin?: ‘
N - \ . .

+ 1. Touch Typing. ﬁéeping your ey én whatever you,
are copying, you can operate all keys (ivd udﬁng symbol keys)
by touch and use the tabulator mechani#m nd the carriage

s return by touch. ' f | ‘
' C 2. Machine Adjustments. You cap correctly set and
reset the paper guide, margin stops, tabunlator stops, and
. vertical linespacing. You can use the/ arriage release to
i;;ition the carriage. \ ‘ . \ :

b 3 Checkiné.! You can proofrea your,typéﬁ work i
./against, a key, mark and_dount.errors/;and compute, spced on !
work that is timed. e

LN
-

3

£ 4. Centering. You can cente typed material both
vertically and horizontally. - // = :

| 5. Subject matter. You cah/answer cocrrectly at least
| ' 80 perdent of the questions on an /dbjective test cdvering the
| . . technical information presented dh ing the quarter |(word

o " dfvisioh, .uses of symbols, names /gf parts of letters, tablés,
o .o " and spacing). - / ” " T

— 8

-

t

; ; §. Production. Using m# hire controls properly and

i arranging for appropriate display, spacing, -and positioning.
You can execute the following p oduction jobs from facsimile
copy: (a) memorandum, (b) athree-column table with title,
and (c) a modified block busizé s letter. .- o

'

]
/

- ] : " ‘
7. Skill Rate. You can copy paragraph material line’

for line at a speed of not less than 15 words a minu?e_ﬁor ‘

V* 5 minutes, with 4 or fewer efr rs. | |

e,
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) .~ -+ NTTENDANCE

LP.B Hours .
‘ ] The Business A-T LAB provides for flexible, indi-
_wzéfualized scheduling as there aro no regularly scheduled N
o, < olasses. The LAB will operate on a *by arrangement” _
.~ " ;basis. You may attend class at a time suitdble to you : :k\\;. '
| éoring lab houre, as léng as you are in attepdepce five '
_ hours a week. Typfnq.wili be taught under this plan'p '
- from 8:00 a.m. to 3:69 pP.Me, Monday through Friday,.

during the year.

. Attendance Procedurés

| ]'In o:éZi to complete three units,of credit within
one quartor, you should be progressing at the rate of a
ninimum of flJb lesscns a week. Regular attendance is
required of all students enrolled in the A-T LAB program.
You are automatically dropped fromlohe'course if yougmiss'

noro than ten hours during

e éuarter, unless special

“arrangements have been madq with the instructor. o




GRADING PROCEDURES

Your typing activities are designed to help
you meet'your objectives.: Thus your grading.will be

‘ ‘based on how well you meet your objectives.

Your course grade will be composed of deily work
and two progress tests. o
naily work: Lessons 1-50, along with the extra
assmgned pract1ce and learning gumdes, must
be completed and approved by the 1nstructor.
Pfogress tests:. You Wlll take a progress test
-at lesson 25 and lesson 50. The progress
tests will be composed of the fellowing three .

gections:

I. General Information: An objective test

~

that covers the technical information

correct spac1ng, word division, uses of
symbols, names"of-parts of letters,
tables and reports). You muse score
at least a "B" on this section before
you proceed toxsection II. |

IX. §kill Rate: An evaluation of‘your typing
skill and accuracy on paragraph{;aterial

using the following table:

¥

86
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BEGINNING TYPING TIMED

WRITING SCALE

- . v
7 Timing Error -ECO Speed Required to Earn
Test Lesson Length Limit D o - B A

1 25 2-min. 4 10-14 15-19 20-24 25+

2 50 © 5 min. 4 15-19  20~-24 25-29 - 30+

IXI. Production Rate: An evaluation of §our

typing skill and accuracy on production
i .
material covered during the quarter

(ceatering, tables; business letters).

» * -

You may choose to take this course with a credit/ '

= no-credit- option. Credit'wili be given if yéu make a grade

of C or higher in the coﬁrse. Students who elect tﬂe

credit/no-credit option must declare their intentions

during the first three weeks of the course. Students
are advised to consult their counselor to déﬁergine

specifiéﬂprovisions of this grade option. Students must

>, ~£ile requests for’creait/no-crgdit grades with the instruc-

“«

tor prior to the three-week deadline.

?

|

|

|

- Credit/No-Credit Option = )
N

N AChallegge

If you feel you can meet the objectives at thi: point

and wish to challenge this course, see your instructei for

the final examination. ‘ - |

If you do not wish to challenge this course, continue

‘ ‘ reading and working in this LaB.

87




1.
2.

3.

4.

5.

7.
8.

9.

10.

LT e e

Pick up your progress folder at desk.

{

LESSON PROCEDURES

4

Check your folder to determine where you will start

today.

1

Request proper tapes and/or slides for the lesson.

Type your assigpment using appropriate audio-visual

materials.
removing from the typewriter.

~

Proofread your typed material before
Use paper bail method.

~ -
Record your-work on the progress folder.

Rewind tape, turn-unit off, clean up when vacating

the learning station>\\\

~,

gf)\ »
Return all audio-visual maﬁérig}s used.

Adhere to ‘the performance standafas*\gnd do- the

extra practice when 'standards are not met.

Report any -equipment malfunction to the instructor

or 'aide.

838

{

R R L

Return your progress folder to the bin o;\zﬁé\\\\
desk. )

P L

\

™.

~.



STUDENT RESPONSIBILITIES

-

[

Each student is responsible for a full effort for
€ ; - o

achievement, so he or she is éxpected to:

Attendance

-Develop with the instructor or aide a basic schedule

of lab attendance.
Develop with the instructor or aide a supplemental

-schedule of attendance fcr\extra o:,make—up work.'.

) \ N .

Maintain attendance according to schedule.
. . \

\
AN

Lesson Routines A \

Obtain hiz or her progfess folder eac;\gession
apd update records on it. ‘-\\
Re.quest proper tapes and/or slides on basis:‘ \c\:f.'
progress folder records. '
Execute each lesson as efficiently as pcssxble \hd
d vacate the_learn;ng carrel as égon as posolblei
Adhere to the performance standérds and do the eXtra‘_
pticéice when standards are not met. A
Rewin@ tape, turn unit o;}; clean'up’when vacating the; .
learning statibn.. ' ‘
Retprn to the resource center all materials borrowed
fot~thg session.
Report to inétructor or a'de any malfunction of the .

equipﬁ;ht.
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Y

‘furn in for appraisal and approval each lesson as ' —

it is completed.

Maintain a schedule that gﬁarantees completion of

the work in the course. ' -
| ' .
Tests and Conferences -

Complete satisfactorily each obiectidé-test before

undertaking the patching performanqe-fest.
Pt . . .

a Notify instructor or aide when ready to take -any °

unit or section test and do it under subervision.
9]

~

Request conference with the instructor whenever 3
progress is less than normal and undertake .what-

ever corrective action is prescribed.
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NAPA COLLEGE

. \ 4
W<  Duties and Responsibilities of Professional Staff
b o - for ithe Business A;T_Lab
i

The operation of a successful individualized learning

center requires the planned teamwork of:

- © 1. The student, responsible for making a full effort
for progress and achievement.
2. The stﬁdent aide;kresponsible'fbr tﬁ¢~clerical

o) .
maintegance of student records, equipment, and

N

i

instructional materials.
i

. | 3. The paraprofessional, responsible for maintaining

the learning environment.

4. The instructoy, responsible for supervising and

directing the total effort of all to assure

learner progress.

. - et
o vrionn v g s



|

STUDENT ATDE RESPONSIBILITIES

- o

A

‘ Assxst the student in meetlng pexformance objectives for

the course. .
i

! Assist students who have dlfflculty in operating equlpment
efficiently.

Maintain records of service, repairs and maintenance of |
lab equipment.

Report malfunctions of lab equipment. ' C

!

Serve as librarian/custodian of the slides, tapes, and other
instructional materials.

Maintain.attendance records.

)
Maintain student progress folders.

boards. . -

" - Ve '

Prepare and arrange the laboratory with attractive bulletin ‘|
-Assist students who have dlfflculty in operatlng equxpment. '

!

Be present at all scheduled times.

Va <o

> i
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. aid in orlentlng new students to the 1nd1v1dual progress
/ instructional approach as offered in the Business A-~T Lab. ‘

¢

// . Admlnlster placement tests and score the work.

Assist the student in meeting performance objectives for
the course. . ) , C o

Check student work to conflrm passirng or’ performanée checks

of execution of required extra practice. x

84
4 1
- \ ¢ .
v\' : ' 4
" INSTRUCTIONAL ASSISTANT RESPONSIBILITIES ’
|

. Assist students who have dlfflculty in operatlng eqplpment
D : efficiently. . 4 i

_.Supervise the filing/finding of student prodress folders.ﬂ

Administer and score*examinations. . .

Maintain attendance records and conduct follow-up contacts
with ‘students who have been absent. -/

* Be present at all scheduled‘txmes.




)

7= INSTRUCTOR RESPONSIBILITIES -

I ) '
Interview, counsel, and place new and continuing -students.

Motivate the student to full effort, and sustained long-range
goals. | ] . -

Motivate the students to full atteﬁdance and extra practice
sessions. S

4,
X

1

Assist the student in determlnlng and meeting performance
objectives of the course.

Prescribe individual student's remedial _prograns.

Grade examznatlon papers and evaluate students’ progress,
maintain record of students' achievements and time in lab.

Assign students'grade and units ‘earned for the course.

Assume reSpORSIblllty for the operation of the laboratory.-
Assemble the 1nstructlonal materlals most suited to ‘the
program, '

Plan- the staff -and equipment budgets, and select appropriate
1nstruct:.ona1 equipment. -,

'.Establlsh the dafily rottine and the worklng guldeixnes.

Train ‘the paraprofe551onal and 1nstructlonal aides in their
‘duties and responsibilities.
o s

[N,

! A

\
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' Napa Community College District “ -~
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/ - .
Ie’x\} 29 ¢ ?
) STYDENT AIDE | N o/
(Business) . -

! ¢

EINITION

A student instructional aide pOSltlon which will prov1de,
dlrect support for teaching of business 1n the personalized
system of 1nstructlon format.

. & [y
EXAMPLES OF DUTIES l ‘
The student aide will assist the instructor by maintain-
ing records of student progress, student attendance, and N
equipment inventory. The instructional aide will serve as ~ \
~a librarian/custodian of the instructional equipment and : A
~ %materxals. He/she will also perform other tasks as assigned \
. to help implement an audio tutorial laboratory and the '\,
¢ personalxzed system of instruction format. ‘ P

] \ . LN
\
. "
¢

DESIRABLE QUALIFICATIONS

-

. ‘ Knowledge of i

ok

*
B!

and

Ablllty to: )
Commimnicate easxly with students and facvity, to
assemble and organize materials associated wi tﬂ
\ | units of ingtruction. '

. - *

- . . | -
o . ) : and

Education: - | >
C etion of the first year of a college level
‘secretdrial program.




MNapa Community College District

[N
»

~

INSTRUCTIONAL ASSISTANT IIX
. (Business)
4

|
DEFINITION ~
I ]
©
A paraprofessioral position wﬁich will provide ‘direct
support fox: teaching of business in the personallzed system

of instruction format.
8

3

“ ExAMpLBs OF DUTIES |

e ———————

' . The paraprofessxonal will a551st the 1nstructor by pre-
paring materials for student use, setting up’ laboratory ‘
equipment in the audio tutorial format, monitoring student
laboratory activities,  supervising testing of the students,

R and other tasks as assigned to help implement an audio ;
tutorial -laboratory and the personalized system of 1nstructlon
format. |

s
i

“

DESIRABLE QUALIFICATIONS /

Knowledge of: I
Typewriting, shorthand, office machines, records ' -
maragement, and educatlonal methodology to-include
- audio tutorial and personalized systems techniques.

i L and 2

" i Abllxty to: ’
Communicate ehsxly wlth students and faculty, to
. ~assemble and organize materlals associated with .
units of instruction. . @
!
' and .
' ' o . * ) . . N
Expexience. ‘ o
Some experience in secretarial labnratory operatlon -
is desirable. - ) . -

LY

. . ) : ' . and

Bachelors degree in busihess educatlon with a strong: "

Education:

background in secretarial science. .
|
|
|
|
\

t
!
3
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will help us to improve the lab opexatlon. i,

STAFF:

A (Y
N

A : STUDENT QUESTIONNAIRE
. |

Business‘A~T Lab--Napa College

Would you please complete this questlonnalre. The iﬁformation '

B
\"“\'\

. \.a ' N N @

. a2 1
What lab course are you enrolled in?

I ; | LN -

. )

l. Are there sufficient instructional staff members
available to assist you?
Yes . No Commeqt‘

<

2. Are the 1nstruct10na1 staff members knowledgeable: ahout
the course content? ) N
Yes No Comment o

3. Are the instructional staff members willing and able
to provide individual assistance when needed?

Yes - No Comment
— —_— .

mcni*rms:h .

»

| Q

l. Are there sufficient practlce statlons available for
your  use?
Yes  ~ No Comment .

2. Are there a sufficient number of carrels available
for your use? )
Yes No _ Comment

o7

3. Are there a sufficient number of business machines
. and typewriters available for your use?
4 Yes - No __ Comment_ 3

99
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', INSTRUCTIONAL MATERIALS: ,
1. Are the goals for each lesson clearly stated?
Yes . No Comment

2. Do 'you get 1mmed1ate feedback on how well you per-
y formed a lesson? ©
N ' Yes, No . Comment

A [

3. Is the content of each lesson clear and meaningful?
!es No ‘Camment

4. Do ypu find the lessons 1nterest1ng and challenring? ©
‘Yes No Comment -

r
EVALUATION:

1. Do you underﬁﬁand how you will be graded during thq
quarter? o |
Yes No Comment

v ¥

performance of the subject matter? »
i . " Yes No Comment
1 :

~

LAB OPERATION:

1. Do you feel that the lab allows you to move at your
own pace?
Yes No . Comment

A

2. Do youllike-thg:idea of flexible scheduliné? '

N\
. ; {

3

3. Do you feel there was sufficient orientation to the .
operation of the lab at the start of the quarter’ Q
Yes No Comment

.. O R R - vy~ : e s Mt B b D e e T T . e, - - w wen e e g s

2. Do the progress tests accurately ueasure your . ° .

o . © Yes No  Comment o



40

|

|

|

' ‘ 91 |
of the :

ave'you had with the operation

'

] .
What problems h
lab?
. .
|
| W v ‘
N 1
— i
. . o . Gom
5. What could be done.to improve the operation of the
‘ lab? ' e
Q
T ] 4"
|
\ -
3 4]
) - }
THANK YOU. -
RN
I .
. . -
|
S
A - )
/ , .
: H .
. : ;
/ ,
H
r .
" / 5
I -
- l ) 4
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' o ' PRETEST AND POSTTEST <
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ﬁ
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’ ]
Lloyd, Alan c., John L. Rowe, and Fred E. Winger. 1970. :
i Typing 75, Basic. New York: McGraw—H:.ll Book Company. ¢
Reproduced with the permission .of the, .
. . McGraw-Hill Book Company. R § .
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Lloyd: Name:
Rowae . "1 Placement: teson 1 26 51 76 101 126 151
Wixigor Examiner: ‘ Daie — y
I .
. * . . |1 I
Pl t Te -
acement Test . . .
//x . ' L] - ) -.‘ ) . B . - i ’ N
This test tells at what point in Typing 75 you should begin., Losson 76 (start of the second semester) must comyplete Part A
t 1t includes three performances, or parts. The requicement on within 5 minutes, must answer questions 1-18 of Part B.with_
cach, to achicve advanced standing, is indicated by this table. not more than 3 crrors,.and must finish the table in Part C
For cxample, it shows that anyone wishing to start with within 14 minutes.  ~ : T
) o ' "Lesson 26 Lesson 51 Lesson76  Lessen 101 .  Lesson 126. ‘;Losson 151
- Requirements fostatat ooeeee oo (Pat2)  (Part3)  (Patd)  (PotS)  (Part6)  “(Prt?)
\ ‘i Mazimum tine® permited  7enin. . 6min. 5 min. amin. "3 min. 2min,
. B Answerquestions - " 1-5 1-11 1-18 126 ' 1-3% 1-35
<, _lnfo. _ Error limit : 1 2 - 3. A ) 3
T:m. Maximuy time® perivted ...l b Clamin.  12min, 10 min. 8 min.
Kitin Typing 75 series. Basic Basic Advanced Advanced Advanced Expert;
& * Including charne of 20 scconds for cach’ error, if any. : i )
. .A. TEST OF BASIC TYP!NG SKILL < .
Set machine: douhle-spacing, margins 20 and 85, a tab stop exa:miner times you. Don't crase. Don‘t strike-over, Don't. *
at 25 for paragraphing. Starting 7 lines from the top of a, start over. Yaur score is actual time plus 20 seconds for each
» sheet of paper, type one exact copy of this material while the er.or, if any. The cxaminer_will score your work. v
} There are. thre, sure keys.to éxpert typing of numbers: 12 ! .
l. Type many numbers (this is why:there ars so many of 26
. them in the production jobs and drill groups in ~our text), 38
2. Force yourself always to use the right fingers (the $2
H "wo 23% @Nd other basic drills are designed-for this need). &
, " - 3+ Automatize the numbers in pairs for use as pegs for 78
‘quick control of the numeral keys (this is the objective of 28
drills 1ike "10 and 28 and 39 and 47 and 56," iu the. text). 100
" There is no magic formula for number conti’ol; it takes 112 .
' ‘plenty of drill and congtant reviewingl \ 0 ST I
1 { 2| 3 ) 4| 5} 6} 7} 8| 9. ]110] 1| 2. Score
] . A B. CONFIRMATION OF BACKGROUND INFORMATION
. . After each statement (or on the bottom of the paper used for only the number of questians indicated for the lesson in the
Part A, if your examiner so directs), type the letter that indi- boek that you qualified far in Part A, If you qualified for
cates the answer that hest completes the statement. Answer Lesson 76, for example, answer only Questions 1 through.18,

TO QUALIFY, FOR LISSON 26, answer only Questions 1-5.

1. Center Ralph Tolhert by hackspacing from the center (A) 13 strokes (B) 7 strokes (C) 6 strokes..covecveoce Ve
2, Conter M E N-U by backspacing from the center (D) 7 strokes () 3 strokes (F) 2 Strokese e voeerree  Ziommmmmmme
3, Center T H E E N D hybackspacing from the center (G) 13 strokes (1) 7 strokes (1) 6 strokes. .  Jeeeneee
4. To center 16 lines on a full sheet, begin on about () line 50 (K) line 25 [ L A TR T PRI B e
5, Compared to clitc printing, pica printing is (M) same sice (N) larger (O) smallefeeevssscseccsiocsiossoss S
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12.
13.
14,

15.

1.

17.
18.

19.
20.
21,
22.

23.

24,

25.
20.

27.
2.
29.
30.

C 3.

32

33.

34.
35.

TO QUALIFY TOR LESSON"S1, also answer Questions =11, . B .
Divide acknowlidye hest as (A) acknowls edge (B) acknow- ledge (C) ac- knowledge...corereeeneinends
Ann 'f‘m types for lohn E. Jones. Refcrencds: (D) EK:Jones (EY JTJ:AKerr (F) JERAK. coveereeeene.

- A business-letter salutation is followed by (G).a-clash (1)) a colon () @ comrna.. veveesssdde O
Center Ohio over John Tipple by indenting- Ohio (1) 7 spaces (K) 4 spaces (L) 3 SPaCeS.ccceeecteccnvanss

o

_ \vHile cxaminer times you, center table on hack of paper used
in Part A. Leave 6 spacé@hetween columns. Double-space the

.In magazine articles, type: thic author’s name on (R) cvery page (S) first page (T) last page..c.ocoeeee.

If a table includes both one- and two-line &Glumn headings, align the headings (M) at the top (N) at the

botiom () cither top or bottem, for it docsn’t matter which..vvee.nees tesehecssisssreebroacrsatnns
. The iadention steps in outlines are the same nurnher of spaces as the indentions in (P cnumerations
(Q) bihliographies (R) scripts......... Ceeenoinasons e egesnesenessesessetenerionssraosterane
To-QUALITY FOR LESSON 76, also answer Questions 12-18.
The subject line, if used, (A) precedes salutation . (B) paratlels salutation (C) follows salutatlon..ccaeee e .
The standlard “large” business cnvclobc is the (D) Nof 6% {6) No. 10 (F) No. 18%4.0cvevneniecenns veaenes
The date of a telegram is typed in the (G) message heading (H) message footing (1) charge box.. ... o wuv e
An interoffice memo always includes a (J) salutation (K) subject line (L) celine..covieiiieeenenes ceenees .
The page number of page 6 of a manuscript is typed on (M) line 7 (N) line 13 {0) line60....ovveserinase
Farmal reporis take the same iine fength as (P) short letters (Q) average letters (R) long fottefS.. eeeenenns
In 2 footnote, ct al. means (S) same. hook {M-and otHers (U) same authOrfe. cevsieecveosonssrencns cveses

TO QUALIFY FOR LESSON: 101, also answer Quastions 19-26. .

If used, paragraph indentions in fetters arc tisually (A) 3 spaces (B) 5 spaces (C) 10 spaces....... terecans .

Type the inside address of a formal letter (D)-ahove the bady (E) below the body...esveuneeenees
Ina Sopk manuscript, indent listings (F) 5 spaces-(G) 7 spaces (1) 10 SPaCeS..ccceevvecececarenes
In a table with horizontal rules, the blank space feft between the columns is () more than- (1) less than,

(K} the same-as would he lcff if the table were not ruledi. oo iiieieiiieriiariiiseieecieciinnecases
Vertical lines in tables are usually_(L)-underscores (M) ‘colons (N) hand-drawn.....oouieeennaeccnns cecens
A table with hraced headings [headings that identify two or more columns] will usually have () horizontal
rulisdd lines (P) vertical ruled lines (Q) both kinds of ruled fines... ... ceesenas tesegesecsresisasscessons

Type the dateline of a news release in (U) the heading (V) the title (W) the body.eiiererenne .
YO QUALITY TOR LISSONS 126. AND 151, also answer Questions 27-35.

An cfficient letter style is the (A) indented (8) full-blacked (Q hanging-indented....cooeieiiiienenn Cees
On an cavelope, type Confidential, if used, (D) above the address (€) helow the address........ cees

Last thing typed on a letier would be (F) enclosure note (G) cc note. (1) postsCript.. coveceecearoicesiosts |

On an cnvelope a 3-line address must be (1) single-spaced ()) douhle-spaced (K) triple-spaced.. ... . ciees
On a hank check, lcaders are typed rows of (L) periods (M) hyphens (N) COlONS.. +veenennenss
The monthly hill to a customer is his (O) invaice (P) requisition (Q) statement....
The check with an attached explanatory stub is a (R) cashicr’s check (S) sight draft-(T) voucher check..... ..
Use all caps in the closing lines for (U) signer’s title (V) signer’s name (W) company.name, if used......~ ..
A duplicated business report is usually (X) triple-spaced (Y) double-spaced (Z) single-spaced....lveevenne

v00c0 0000 o0

i

!

C. PRODUCTION OF A TABLE ,

>

o ‘ BRANCH OFFICE REVIEW .14

' ) ~  (Western Division) 28
. . ‘41

. " Actual a8

.lncati?n i Manager Budget Income. %

Dallas Caspar Tye $.50,000° ' $ 53000 80

‘Denver - Millard Thomas 27,000 24,300 .91

Kansas City __ Ruth Miller- 40,000 42,000 101

Lo Angeles Samuel Burns 30,000 24,000 112

Sait Loke City  .Louis Capris 28,000 27,600 123

Seattle " John Weish 25,000 27,100 ) 33

TOTAL . e, $200,000  $198,000 - {2}

it

M 2 " -
) ’

hady. Don't erase or strike over, Your scoie is actual tim
nceded to praduce the table plus 20 seconds for cach erro

-3
oy

6‘.“

7.——-—-——'-
|, N,
H

9,

10—

M

25#

26.—-.—— -

27 o o——e—
20

301“

33y

34.-——-—-—{

35.—————

!

-




. NAME: i CLAS;S:; DATE:
Correct omwern  —=— 350 51 52 53 54 33 34 57 38 39 60 &) 42 43 44 .83 66 67 68 6% 70
Beginners grade 0 D DD C C CCC C C 8 b 3 3 A AAAUALAK

A

Reviewer's grade -D D D C C C C €3 8 38 A A A A
i ] ‘v V . 5
GENERAL INFORMATION TEST ON PART TWO
- . ) " -
DIRECTIONS. .One word in each Line +s diviled incorrectly or nonpreferentially. Sclect that
, word and type it with correct division in the answer column,

00. repri- mand out- come readi- ness ubso- iute [N
1. flat- tery decis- ion adver- tise ~eom- prehend. . cinaels
2. infor- mal know- ledge com- plex youth-ful .......c...
3. rc(er—*:mg " pow- erful insur- ance partici- paté ......0i0en

_ 4, posscs- sive gradu- ally deli-'cate int-roduce ........00s
5. {act- ori/ how- ever | modi- fier jump-ing ...l
6. bind‘ clil bus‘ inm : TC- Ceipt gmti" tUd‘ s000sn 00
7. cent- ra _ states ments, smil -ing edi- torial  ...........
8. punc/ ture fis- cal illus- trate pro-duct  ......nl0
90 aWk" Wﬂl‘d F‘cm‘ '-ion Sh.'nOg- l"Jphy exer- ci“ s0000000 000

10. h/.d:t.- ions . paral- kel guaran- tee ilow-ance  ......0000.

/611(1 CTIONS. Answer the fallamng questions by liping sn-the answer column the leller

e

Q

that identifies-the appropriate part in the minialure illustration. |

A— DENNIN-IE SS0N

"00. Which part is the lc;-ttcrh'c.-ad?..... Crerenenaas
M o

11. Which is the writer's typed identification?. .. ..

12. Which is the slutation?, ... v evvereeenrenonisocrrsannns

13. Which is the date the letter is written?,...ooeuiiienenns

.J4. Which mtheenclosurcrcmmdcr?........1..............

15. Whlchpart:slhemsulenddm?...

secesssope

16. Which is the complimentary closmg?. sresesecesarernnres
" »17. Which contains the typist’s initials?..ooceeeiveenesnnene
' | 18. Which purt usually ends with acolon?..veeneeneeienennns
19, Which part usually ends with a commal...........
20. Which twa parts should include z1p numbcn? cesecerenens

21, Whlch tmo p.u't.s would not appiur ina pt.mn.xl-bmmm | CELR7.7 & R N
22, Which purt is moved to the bou.om, to make a letter more formal?. .oe.'oeensn.
Z! thch Loo parts are dropped in o formad business letter?. ;oo coieeniiiiiienaen

. Which part du.ermmes, by its length, what.the murgins should he?...............
2" Which one_part,is a!wnys preecided and followed hy ome hlank 3ine?. .oevevvnenners
26. l{ow many Mank lmepcushomurﬂy scpamlc Parts Band C2..... veesiasisiarenn
"27. How many blunk lines customarily s(.]mrau: Parts C und D2...... ITIITTR L RYP
. 28. How many blamk lines customarily separate Parts Dand E?....oo0iiiinininien,
29, How many blank lines customurily separabe Purs Eand F2..0oiiiiiininnnnneenes
30. How many blunk lines customarily separate Part Fand Part H?,.oovvvnienierens

31. A typewritten return addres must align with which part?....ooooiiiiiiiiiinn,
32. A tab stop at the center would be convenient for which two parta?...oooevipienes
33. What is the name of the letter style shown in the illustration?,....occovveiinennn,
34. If a writer’s name and title are hoth given, which is typed fimt?..c.veiveeiennnss,
35. A z1P number in an wddrow is prueudcd by how many bl.mk upacm?. FTRPEIPIEY

&
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. PAGE

A

- o5

" Type all answers in
.column. Answers must

meeer seny s N g ey e

. 00. readi -ness -

r
!

S
I

@ go @

- 24.

. . Lo .

T 28,

an.

correct both in typing.
fact. Do NoT erase, -

L]
~ x

" BEST TWO
(Lesson 50)

‘PartoA ¢

11,
12,
13.
4.
15.

16. .
17.

19.
20.

21.
220

25.

26.
27.

30.

a1.

a3.
3.
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DIRECTIONS. Auswer the jollcn'mg queestions by typing in the answer column lhe letter 3
that identifi fes the approprla!c part in the miniature iliustration.

P

00. Whichthree parts ate the columnal..ooiuneieianenninens 00. Pawts O, P, Q }

36. Which part is most likely to be underscored?.vvovieee,ne 1 36,
37. Which part is most likcly to be in all capitals?....o.eeiss 737,
88, Wtuh part is the.main title of the table?. ...vvvviesene. ¢ 38
39, Which part is the subtitle?.coviouiiqoiieioeiigoecnceees 89
40, thch part includes the column heads?. crssecinnsiancess 40,

41. low many blank lines separate Parts K .md | ) SO LY. | N
42, How-many blank lines separate Parts I, and M2....... N“Tﬁ.
43, How many blank lines separate Parts M and.N?.......... : 43. —
L’ 44. How maily blunk.spucey a.p.tmt& Parts Q.and P?....vo0 e . 44,
45. liow many bl.mk spaces scp.nrau. Parts P afid Qlievvrens ;46

]
46. If Column O contuins 20 sm;zkwpacul lmes. on what line is K typed?............. 46, :
47. 1f Column O contiins 20 double-spuced lines, on what line'is K typcd‘l.. Cerescneee 4. - -
48, llow many tab stops shoukl be set for typing the body of the table?. v X ovvevnne, . 480 -
49. Would this table require any “tab stop Shifling" . .covieeeeserrecesocserssecsons 49, . -
50, Should a two-line column head .;lu,n wtth othcr.s at lhc t.op or bottom?.......000.0 - 50 - ’

o DIRECTIONS. Answer the jollomm; qucslwns by lypmg i llu ansicer colu»m the lclm

that uIenhﬁex the appropriale part in.ihe miniature illustration. _ !
) | ' 00, Which three p.xrt.-; comprise the main headmg?. ceveserev——00. Parts R, S,.T',
; . -
P | 81, ‘Which purt mu.sl be typed in all c.xpnuls?. T TTRTTPRPTRTINN |
© emmee——"31 52, Which tiro other parts could be in alf capllals?.. veseseeess B2 5
e o 53, Which part bears'the writer's name?.......oeiveeiveeee. 183 el
o Jy—0—ITT 54. Which part is the principal subheading?...oeeieveeennnn 5. e
o ' 55. Which part is the minor subheading?.....ooeoiivieriees 2 65 —
Y le———— | 56. Which part is most likely to be underscored?......\....... | 56 |
ST 567. Which part is added just to balance the pagel............ 67.
Y . 58." Which purt mmllcd a “sidcheading”?.ocovvvnerreercesss  F B8,
- 59. Which part is called o “bulance line’ G RO §9. :
’ GOL}Vhichpnrt‘is;:dleda“by-lipo”?............'...........-— 60. : ot

61. How muny blank lines customarily separate Parts Rand S%....c0vieevienecneanes 1 6L
62. How many Wank lines customurily separate Parts Tand M. ..ovveeeiiveeniieees 62 ‘
63. HowmnnyblanlzlmmcustommlypmeedePartV?.....%;.....................,. ' 63,
64, How many blank lines customarily follow Part V2...0vvvvinnreieonneeansionnss . 41 64,
- 6.: Howmanyblauklmcscustomanlypmdel’mwr..............,.............. : 65,

66. What spacing (single or doubk) in usually used for manusmpw. cetmesetererioos ! .
67. 1a the illustration for u bound or unhound MUNUSCEPET.. .o vrereriorinoneernnes i 67
638. How many spuces are manuseript paragraphs usually indented?. . .cooovveeveviiee.  © 68, -

. '_‘.;69. What length of line, in inches, is used for-a 250-word manuseript?..\oooouiionn 69. :
70, Outlines are typed with how muny spuces in each step of indention?. .., cv.po.een. 70. !

-

painrch“kdhnnooooonnoooooooo..ooocn.‘ooooooo.oooooooooo
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RELMDER '
vhe General Informatibn Test
for ‘Part Two is on Workguido
pag*s 59- 70

.-'P\' r'*-
“x

TEST FoA

" 5.Minute Writing
~on Paragraphs

«Directions Check
Line 60 Spaces ...o000 00 fl
Spacing 2 ... o000 nnennn |
Tab 5 indention . ........ ]
Paper Workguide 71 ... ... m
‘Start 9 lincs from top,
carriage agin .. O .
S1 135 normal ....... g
- TimeilimitSmin. ........ O
. |
»
‘o'
-TEST 2-B
« {Manuseript 10) -
tina to center copy ... ,.. o
horizontally ,..ev00v00. O
" " Specing as shown .\ ... ... EJ‘
T.b ‘ iﬂd‘n“m . ®ep b e o0 D!’
Paper Vorkguide 72 ...... a

« Start to conter copy verticslly

(ignore pnnﬁnou page). OO -

T voes s con a)

.“ 900 e 04

o c.”."“coo*“oo‘ooooo;m
2 blank lines ......,.. O

5.‘1.31—“”"..” DN ] 8

¢ “ 'ﬂmt liemit 10 m’ﬂ. XEEER

-

l

4

50

Test 2 Tape mn|

” Progress Test on Part Two-

\

Sp you like to hike the trail, dO/you. "and camp m the
woods and fish in the lakes and ‘cook’over open fires! Then

you ars one of legions who have that idea. It's been esti- 3
mated that some five million~Tamilies took such'a "four for 4

1 the pﬂw ion last Sumaer. Th’e national parks: «o
}n‘l ad a: total of more than thirty million canpcra. 7::
One of the things that surprise us all over aga!.n oach [ 1]

year. is tha variety of shelters\ that vacation campers brinz ”
with them, ranging from a simple pup tent to a big imported 104
camping trailsr. The most popular typo of tent is probably 120
the unbrella tent, with its four corner poles; at least, we 1322
see more of this kind than of any other kind. The uabrells- )

144

comes in two sizcs, the 10{ by 10 tor rour people a

by 12 for five pooglc. I up and even lookl 100

nice. for it has a canopy that" serves to roof a ‘front porch 180

Qr kitchen for you. It is usually equipped with a floor of 1

' ca‘.nvag and screens for door and windows. _ . lstarr oven) 200

bl 4 ts e L7 sl bwwinon

' CARE OF THE MACQINB‘ .

14

1. Daily: Clean the type faces by brushing them a7

with a2 stiff brush oxr by using some commeroial 34

product nhade .for the*purpose. _ AR

2. Daily: Dust.the machine carefully, using 8 s

long-handled brush to whisk out the inside and

a soft cloth to wipe off the outside. .

3. Daily: Wipe off the desk, being sure to wipo )

*-  under the machine as well as around it. ”

“4. Daily: Keep machine. covered when not in use, 102

5. Weekly: Wipe the carriage rails with a soft (LH

cloth that has been dampsned in oil. Do not 123

put oil directly on any part of the machine. .33

6. Monthly:  Wipe the cyl.'mder with a soft cloth 1.

. that has been dampened in alcohol, (srar ovin) 132
L R O R T A R A 2 A T B T I O

I\ @ LESSON 50 . 8?;"
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TEST 2-C

>

Line to centar tadle,

horizontally ....%.ce.. £ -
Spacing 2 veevniiivinens 0
Start to cenier- wmcally ve O
Paper Workguide 73 (]
Yab 3 for columns. ......
‘Spacing between the'

columns & spaces ..... [
Time limit'10 mis, ....... OJ

Line suitable to letter ;.if.m

Spocingwihlbnm
‘th‘ nt...-.“&t.-n.p
Top margin suitabie te

”""w '.nt......
* s"»:“‘“m-o-- X

7‘ ---'D

Paper Workguide
nmc{mxom.... .. O3

'PART TWO TEST

A

BASIC RATING PLAN FOR TIMED WRITINGS
Five Hinutes Within Four Errors

~

‘ _S_p_e_g; Lesson 25 . ' Lesson'5Q0  ° ,‘__gm_lg
--15-19 wnn » Fair Under Par’ - Under. Far
20-24‘ wan -Avorago Fair \ Unde Pgr
> 25-29 wan Avorago . Average V% I
30=34 waa. Superior Average verage (10
35-39 was Excellent ‘Superior Average  1x
40-44' wan. - Excellent - Excellen _ Superior A
45-49 waz  “'  Excellent 'Bxcgnont * . Excellent s
/ S0-up vas Excellent .. Excellent . *Excellent
o ot (sraey overj

|'s I i?'z, I s e} | "

_ Y. Tolay's dule
Mr. Carl S. Norman °

The Norman Press, Ino.

3 Fourth Street
Louisville, Kontucky 40201

Dear Mr. Nomn T

Please let us. know what you would chuu to .p'rin't the
tvo.displays’ that I onclos . Details of those twn jobs
Aare as follows: -

1. - We require-5,000 copies of each job.

2. The table shonld be set in type styles suitadle for
' displty'i & dark grun ink on a light green cu'd. :

. 6 by 4 i x M |
- ® listing would be set in'a aunur type size lnd M
displayed in darl: brown ink on a buff or a:'tan csrd. '
6 b’ 4. 3

- We would ask for assurance that tho cards’ could bo de~
‘liversd botoro January 3. .
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&

Student

Numbe¥-

INDIVIDUAL SUBJECT DATA.

Sex

Male
- Female
Female
Female

Female -

Female
Female
Female
Male
Female
Female
Femal
Male
Male
.Female
Female
Female
Male
Female
Female
Female
" Female
Male
Female
Female
Male
Female
Female
Female
Female

CONTROL GROUP '

Pretest

Age Score
24 "6
34 21
17 21
27 - 13
19 7
17 16
34 17
17 14
30 10

24 - 18 '

28, 12
23 ¢ 15
16 13
21 21
19 11
20 19
21 .12

23 12 «
21 4
25 18-
23 22
29 < 24
7 24 ' 24
35 18
17 ° 14

25 11

59 14 ¢
2¥9 - 110
s 27 .11
) 22 16

O

- ey - — -
-4 -

100

\
Posttest
Speed Errors .
Withdrew
37 4
21 1
36 8
19 8
42 - 10
Withdrew
37 9
Withdrew
Withdrew
Withdrew
26 7
17+ - 8
.35 9
Withdrew
26 ‘9
24 17
.29 7
Withdrew
28 6
36 ' 8
Withdrew
16 7
Withdrew
30 6
- 16 "1l
24 7
Withdrew
Withdrew -
Withdrew




. 101
) 7\\
!
’ ¥
Rt AP ' INDIVIDUAL -SUBJECT DATA , | !
EXPERIMENTAL GROUP
§tudeﬁt e , Pretest Posttest .
°_Number Sex Age Score Speed Errors
31 Female 47 -7 12 8
32 Female 34 8 21 7
33 Female - 19 19 - - 45 3 .
34 Male 55, , 18 Withdrew
35 . Female 31. 17 ) 18 5
36 | Male 33 6 20 2
37 Female 31 19 45 4 -
‘38 Male 63 18 23 4
39 Female-. 18 7 22 8
40 Female | 18 21 42 4 |
41 Female 18 22 , 37 27
42 Male 18 , 16 32 21
43 Female ~ . 22 18 35 8
. 44 Female’ 18 20 ) 35 4 ¢
45 . Female 18 21 41 7
46 Male 27 ‘ -9 Withdrew
‘47 . Female . 19 7 | Withdrew = .
48 . Female 64 4 17 15 ,
. 49 Female 23 17 29 6
50 Male 19 ° 40 17
51 Female ' 19 .13 Withdrew
. 52 i Male . 25 4 27 6
"~ 53 Fenmale 19 . 13 40 1
54 ' Female" 21 13 . - 43 0
55 _ ‘Female 18 ‘ 19 38 6
56 Female 40 18 ¥ 34 4
57 Female 26 18 Withdrew
58 Female - 21 - 20 40 4
59 . Male 35 L9 ‘18 7
8

60 Female - 38 10 20
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