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ABSTRACT OF THESTS

Purpose. fhe purpose of this study was to survey

vocaLional typewriting, incruding office practice, in the

various provinces of canada under the headings of general

information, objectives,

the link between teachers

comparison from province

comparison with findings

literature.

content, final measurement and

and employers; to make a

to province ano to make a further

and. recommendati-ons i_n recent

\^ias obtained from a

curriculum in each

Sources of data" Information

questionnaire sen't to the director of

province, from let,ters from directors of curriculum, from

prescriJced texts,course outLines in each province, from

and from departmental examinations where such courd be

obtained." fhe description of 'the course in each province

\iras sul:mitted to the director of curriculum, for correction

of any possj.lcle misinterpret,aLions or errors as to facis,

before bei-ng incorporated into the report.

Conclusions. It was concluded that, regarding length

of course, combination of typewriting and office pract.ice,

objectives, and conLeni, there was considerabre similaritv



in the various provi-nces and between the provinces and

recofirmerrdations from the literature" In tl:e fi-elds of

measurement and the linl< between teachers and employers,

however, whire there was corrsidera.bre simirarity among the

provinces, there was considerable dissimilarity with

recommendations i-n literature"

Specifically, these conclusions \^/ere reached;

(I) that the 3-year course is appropriate" especially if

some applied tlping and transcript,Íon is combj_ned with

tlping, (2) that applied typewriting, or practice in

solving typing problems should be, and is, part of the

course, (3) that the major objective whether stated or

implied, should be, and is, to develop suffici-ent skill

for students to secure and hord beginning office positionsr

and to advance in these positions, (4) that in regard t,o

office practice, cbjectives and measurement tend to scress

factual J-"nowledge and typewriting skill rather than

undersLandings and personal development. (5) that. weaknesses

in the field of personal deveropment may be d.ue to racl< of

time devoted to this portion of the course, and to .the

difficult.y of measurement in this area, (6) that



measurement tends to cling to scores i-n net words per

minute on straight.-copy tlzping rather than to suggestions

from research that, measurement of vocationar typewriting

should be in terms of mailal¡le words per minute in the

various areas of production tlzpewrj-ting, or j-n mailable

items compreted on an hourl-y basis , (7 ) tnat where finar

measurement, is mad.e in terms of words per minute for

cerLain areas of tlzpewriting or items compreLed per hour,

only 'typing skill is measured, whereas the literature

indicates that as many as possiJcle of the non-typing but

associaLed acti-vitj-es ought to be measured. by being Íncluded

in the ti-ming period, (B) that a certain link between

teachers and employers is evidenced by the existence of

advisory committees whose membershj-p includ.es both teachers

and employers, (g) that the exj_stence of commercial

teachersr associations forms a basis for co-operation with

associations of emproyers such as NOIUA and. personnel

Associati-ons "

Recommendations" The study gave rise to these

recommenda'tionss (1) that more attention should be given

to personality development i-n most provinces, (z) that



information concerning films and film strips shourd be

incruded in course outlines, (3) that corrsideration

should be gi-ven to insti-tuting a co-operative school

and office experience program, and (4) that teachers

and employers should work together to develop examj-nations

which would give scores whi-ch would be meaningfur and.

useful to both teachers and enrployers. such examinations

should give not just one score but separate scores in
mailable words per minute for such areas of typewrit.i-ng

as l-et.ters with carbon copies and envelopes, Labulations

with carbon copies, business forms and filr-ins with

carbon copies where required, and. shourd gi_ve point scores

on understanding of purposes and. procedures of office
practice and point scores on personar characteristics.

The separate scores would enable t.eachers to note ind.ivid.ual

strengths and wealçnesses, êrrd assist teachers in providing

remedial assistance to stud.ents, and would ena^ble employers

to select the most suitable applicant for a particul-ar

position.



CHAPTER T

TIIE PROBÏ.EM AND DEFINITIOT{ OF TERMS

THE PROBLEM

Statement of the Problem" Ttris study was designed;

(1) to present and analyze the high school vocational type-

writing course in each Canadian province in terms of general

lnformation, objectives, content, measurement, and l-j-aison

between teachers and employers ¡ t2) to make comparisons of

the course as offered in the different provinces; (3) to

draw concluslons regarding the agreement or disagreement of

current practices in Canada with practices recoÍtmended J.n

the llterature on vocational tlzpewriti*g; and (4) to make

recommendations in those areas in whlch this study may in-

dlcate that current practices are in disagreement with

recommended practices.

Reasons fog Selectinq this Problem. this problem

\^/as selected because; (1) a survey of titles of theses

accepted by Canadian Universities since 1933I' 2 indicated

lwillard Brehaut,
Research in Canada", (Pfr"
Toronto, 1958).

â^IittarA Brehaut,

"A Quarter Century of Educational
D. dissertati-on, University of

Canadian Educgtion, (Offj-cial
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that a study similar to the present one had not previously

been reported (2) enrollment is lncreasing each year in

the high school business education progirammei and (3) the

writer wished to díscover whether courses in vocati-onal

tlzpewritÍng are making use of the research findings reported

during the many years in which a complete course. in type-

wriLing has been offered in Canada"

Sources of Material- fhre sources of material for

this study included; the course outlines in authorized

governmental publications i-n the various provinces; the

texts, prescribed or approved in the different provinces;

copies of recent Ðepartmental Grade XII Tlrpewrj-ting examina-

tionsi answers to a questionnaj-re sent to the director of

currlculum in each province; letters from the directors of

curriculum; NOIIA (National Office ManagemenL Assoclation)

statistics, âs well as Federal Civil Service statistj-cs;

and findings reported or described in recent literature orr

vocational typewriting "

Pr¡blication of
rTune 1960, Vol.

the Canadlan Education Asscciation, Toronto:
L5, No. 3), pp" 41-84.
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Dellmitations" rhis study was rimited to a consid-
eration of the vocational typewriti_ng course and did not
co*cern itself with the tlpewriting optl0n of the generar

course" fhe study was also limited to the courses which

lrere predomlnantly typewriting courses, even l.f otherwise

designated in certain provlnces, shorthand transcription
classes v/ere omitted from the study arthough they do give

some practice in tlpewriting" The study was further rimited
to vocational typewriting in the public high schools and did
not include typewrit,ing ln privately owned and operated

commercial schoors- Finalry, the study was rimited to a

consideration of vocationar typewriting under the headinqs

of: (1) general i-nformatlon concerning the course in each

province ¡ (2) objectives of the course; (3) content of the

courset (4) measurement at the concrusi-on of the course; and

(5) liaison between teachers and employers.

DEI'INITIONS OF TERMS

comparative study. "comparati-ve study,' is used to
lndicate a study made of certai.n aspects of a prescribed

course in each province, a comparison of these aspects from
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province to provi-nce, and a comparison with findings in

recent literature"

Vocati-onal Typewritlnq" Ttll-s term is used to refer

to the typewriti-ng courses of the vocational business educa-

tion progratune whj-ch is designed to prepare students to

secure beginning office positions and to advance j-n these

positions. Because, the clerical practtce¡ sêcr€tarial

practice and office practice courses offered in certain

provinces are so closely associated with typewriting, these

courses v/ere j-ncluded j-n the term, "vocational typewritirrg',.

In other words¡ vocâtional typewriting lncludes tlzpewriting

and office practice or a similar practice course.

Tvpewritinq and Typinq. fhre terms "Lypewritlng"

and "typing" are used synon)¡mously ln thts study, just as

they are used synon)¡mously in the titles of the two t}æe-

writing texts most commonly used in Canada, Gregg Typinq,

and 20th Centurv Tvpewritinq.

NIVA¡4 and nwpm" "N!{AÞ{." and "n\,upm" are used j-nter-

changeably to refer to Net Idords A Minute and net words

per minute respectively" fhese abbreviations refer to
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scores quoted for straight-copy speed tests in which a ten-

word penalty per error is applied"

Production Typewsitlnq. "Production tlpewriting',

refers to problem-solvlng activitj-es which require the

typist. working withfn time limitations, to complete such

tasks as the followi-nq:

L. to read, interpret, and follow instructions,
2. to assemble needed paper, insert it into the

typewriter, remove it from the typewriter, and
dispose of 1t as directed,

3. to make whatever computations are necessary,
4. to type as directed,
5, to prepare carbon copies as requlred,
6. to proofread all typewritten copy and correct

occurrent errors,
7 " to consult references"

Production Rate. "Production rate" indicates the

speed of a tlzpist, in words a minute¿ orr tests of productj_on

tlzpewriting competence. Production rate j-s determined by

totalling the number of strokes tlzped during the entire

testing period. fhe total-stroke count is then divided by

five to determine the number of words typed, An error

penalty of fifteen words (ten for the ribbon copy and five

for the carbon copy) for each uncorrected error is sub-

tracted from the total number of words in order to ascertain
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the net words tlzped, The number of net words typed is

divided by the total number of mlnutes in the timing period

so that the net-rate-a-minute score may be determined"

Tt¡is score is referred to as the Net Production Rate A

Minute or N-PRAM-

Complete Course in Tr¡pewritinq" This is a term used

arbitrarlly to describe a typewriting course which was

considered by directors of curriculum to constitute a com-

plete course.

An Area of Trrpewrltinq. Íhris term is used to include

typing tasks which bear sjmilarities as to content or method

of typing" 1Ïre contenL of typewriting texts can be organized

into six general areas of 'tlzping as f ollows:

(1) speed and accuracy
(2) letters
(3 ) tal:ulations
(4) business forms and fill-ins, j-ncluding legal

documents
(5) manuscripts
(6) rough drafts

Item of Typewritlnq" This term is used to refer to

a single typing task, such as one letter¿ one invoj-cer orlê

tabulation"
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Correct.ible .Error. I3ris

accuracy which can be corrected

changing the status of an item

"maílable".

term refers to an in-

by the typist, thereby

from "not mailable" to

Incorrectible Error. This term j.s used to refer to

the type of error which renders an item of typing ',not

mailable" and which disallows a change of status from "not

maj-lable'r to "mailable" except by the retyping of the item.

Tncorrectibte errors call for dÍsqualificatlon of the item,

and a score of zero strokes on the item.

Good judgment must be exercised in regard to errors

pertaining to instructions. !{here deviations from

instructions occur, but where an item is othenvj-se mailable,

it is advisable to charge against the word-count a fifteen-

word penalty for each deviation from instructlons rath,er

than to disquali-fy the item" Most offices would accept an

errorless item even though j.t deviated in form from that

usually followed in the office"

Measurement. "Measurement" is used j-n this study to

refer to the meaurement of vocational typewriting proficj-ency
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at the conclusion of the two-, three-, or four-year course

as prescribed in the various provinces" In partj-cular, the

trerm measurement is used to refer to the tlzpe of final

examination admlnistered at the concluslon of the course'

NOMA. Thre term "NOMA" refers t,o the National Office

Management Assoctation which }.as chapters in most of the

Iarger cities in Canada and the United States of America.

Summarv

The purpose of this study was to make a comparison

of certain aspects of vocational typewriting from province

to provlnce in Canada, and to draw concluslons regarding

the agreement or disagreement of current practices 1n Canada

wj-th practices recommended in the literature on vocational

typewriting" The sources of material included course out-

Iínes in governmental publicatlons, texts, recent final

Departmental examinatj-ons, ansv/ers to a questionnaire sent

to the director of curriculum in each provj-nce, statistlcs
from NOMA and Federal Civll Service, and findings in recent

literature. The study was limlted to a conslderation of

typewriting and office practice in the vocational course of

the public high schools*

Literature, relevant to this study, is revlewed in

Chapter ïI.
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REVÏEù¡ OF TTIE LTTERATURE

Ttre literature on typewriting was revi-ewed in order

to secure findings and expert opinion having reference to:

general information, objectj_ves, content, measuremerrt, and

lj-aison between the teactrer and the employer.

General Information

General information was sought on prognosis and

criteri-on of success, use of television, scheduling of

tlzpewriting classes, and tength of the course.

Prediction of Success. In Lglg, Lessenb.=ryt

summarized the research on prediction of success done by

several of his contemporaries and concluded that no sinqle

measure or combination of measures had proved rel_ial¡le and

that research must continue. He suggested that the first

step might be to discover the factors which must be present

for successful typing and that, of these factors, interest

I

D. D.
(Cincinnati;
77, L949).

Lessenlcerry,
South-T,festern

"Methods of Teaching Typewriting",
Publishing Co., Monograph Number
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might probably be the chief factor.

In the various studies pertaining to prognosis which

were reviewed by Lesserrberry, the criterion for measuring

success in typewriting appeared to ptay a signi-ficant role.

Those studies using the speed test as the criterion showed

no correlation with intelligence but those studies using'

production typing as the criterion consistently showed a

positive correration with int,elligence. Lesser:.berry's study

pointed out the need for making a decision concerning the

criterion to be used for measuri-ng success in typewriting.

fhe various methods used to measure achievement i-n vocational

tlzpewriting j-n canada will indicate that such a decision has

not yet been made.

Stroop' ".r**u.rized research conclusions to irg54.

Regarding prognosj-s, Stroop concluded that all pupil_s who

are arucious to learn to type should be allowed to do so, and

that those possessing high achievement records in oLher

subjects, high intelligence, and a superior eye span shoutd

2
Christina Stroop, "Research Conclusions for Teaching

Typewriting", fhe ,Journal of Bus j-ness Education, (May, L9S4) ,
pp. 333, 334.
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be expected to do better work in tlzpewriting than pupì_ls who

do not possess these factors.

use of Television. An investigation into the effec-
tiveness of television as a medi_um of learning typewriting was

reported in 1956 by pasewarl<. He concluded that:
(f) telestudents' typewriting performance on a

timed writing test at. the conclusion of the
course vras superior to the conventional
students' performance on an identical test,

(2) telestudents0 pattern of rearning to tlzpewrite
tended to be simitar to the conventional
students¡ pattern of learning to tlzpewrite,
and

(3) there is no si-gnifj_cant difference ì-n
telestudents' and conventional students'
al:ility to use tlzpewriLing skills to
complete a production test at the end of
the cou-rse.3

some of the findings of the preceding study v/ere

substantiated and some v/ere qualified by a study made by

T" ,James Crawford, and reported in 1960. fhe purpose of this
investigation was to determine the effect of television on

?-William Robert pasewark, ',TIIfe Effectiveness of
Television as a Medium of Learning Typewri-ting,', (Abstract
of Ph.D. dissertation, New yorl< University, Lg57) , The
Journal of Business Education, (January, l95B), p. L74.
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(a) the students, (b) the teacher, and (c) student perf ormance.

Of the fourteen findings pertaining to the effects on

the students, five were these: students l-earned to type well,

whether they learned by television at home or j_n a regular

classroom; televisj-on commanded attention--at first; many

students showed evidence of resentment and frustrati-on because

the pace of television v/as too rapid for them; techniques v/ere

not so well developed by Lelevisiorr as by personal contact of

the teacher; adults evidenced more 'tstaying pov/er" than the

younger students.

Of the eight findings pertaining to effects on the

teacher the following two seemed most important: teacher

presentatj-ons were improved by the quali-ty and quant,ity of

vj-sual aids possible through television; and the successful

methods of the television teacher were popularized to a large

body of regular teachers.

Of Lhe seven fi-ndings regarding effects on student

performance, two important ones \^/ere: television students

learned to type well but techniques v/ere not well developed;

television students' scores compared favorably with, though
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lvere not as high as, those attained in the regular classroom.

A general summary of the j-nvestigaLion was that,

television instruction cannot be considered a
substi-tute for superior classroom teaching by an
indj.vidual-; however, televised instruction can be
superior to mediocre classroom performance by
mildly interested teachers.4

Thre increasing use of televisj-on made the i-nclusion of

these two studies significant, arthough television is not yet

widely used in vocational typewriting in Canada.

Schedulinq of Typewritinq Classes. yuen, Ín LgSg,

reporLed hJ-s study of the ef:Eects of variable scheduling on

achievement of typewriting skill" He hypothesized that a

scheduling patterrr different from the wi dely used single-

period-per-day, five-days-per-wee.1< scheduling pattern might

result in superior straight-copy speed an,l accuracy and

superior typewritíng skill" He also assumed that one of the

double-period scheduling groups would be more accurate and

slightly faster than the other variably scheduled groups"

The conclusions reached are summarized as follov¿s: (1) none

+'¡" ,James Crawford. "Teaching Typewriting by Television",
he BalepC_e 9@!, (February, 1960) , pF " 244-246, 253 "
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of the experimental groups vias able to exceed the performance

siandards reported in other studies, (2) the double-period

groups did not exceed the performance of the other vari_al¡re

scheduling patterns in this study, âÊd (3) the overall effect

of varj-able scheduling on the achj-evement of typewriting skitl

seems to be more accurate, but slower typing.5

Yuen's findings are important to a survey of vocational

tlzpewriting in canada because scheduling of subjects and

classes is one of the major tasks of schoot administraËors.

Lsnqth of the Typewritinq cours.e. The achievement of

second-year typists. was studied by Mccoy and reported in 1959.

fhe most significant findj_ngs were:

The straight-copy typewriting proficiency of
approximately B0 per cent of the students is
still bel-ow the speed and accuracy standards
for beginni-ng emplolanent.

Production typewriting standards are quite
nebulous. However, aL the end of the second
year of instruction in tlzpewriting, it appears
that most students do not possess productj_on-

SJack Yuen, "fhe Effects of Variable Scheduling on
the Achievement of TypewriLing skj-ll", (Abstract of Ed.D.
dissertation, Stanford University, f959), DÍssertation
Abstracts, (vol. )c(, No. B) , p. 313 B.
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typewriting proficiency equivalent to emplolment
standards for beginning typists. o

Itre findings in this sLudy are important to persons

who plan the length of a tlzpewriting course. Typewriting

courses in canadian high schools vary from two to four years

in length. According to the findings in McCoy's study a

vocational typewriting course should be longer than two

years of the high school prograinme.

Obj ectives

f|re study by StroopT stated the broad objectives of

tlzpewriting to be development of (f ) a marketal:le skill, and

(21 a personal commodity. Stroop poi-nted out that the objec-

tives found in research studies seemed to be vaque and scarce.

Of seventy-nine studies dj-rectly related to typewri-ting vihich

she investi-gated, only two gave statements of objectives, and

these emphasized the development of skill in operating the

ocarl McCoy, "A Study of Achievement j-n Second-year
Typewriting", (Abstract of Ed.D. dissertation, University of
oklahoma, L959), Dj-ssertation Abstracts, (vol. XX, No. 3),
pp. 96L, 962.

Stroop, oÞ. cit., 333.
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typewriter. Stroop recommended that the objectives of

developing proper work habits, pleasing personalities, and

a better understanding of business should be added to the

list" B

In 1956 Crawford reported an inv.¡stigation into a

comparison of emphasLzJ-r.g production typewritÍng contrasted

with speed typewriting in developing production typewri-ting

ability" This study stated that the specific objective of

vocational typev'zriting is proficiency in production type-

writing. fhe specific objectives listed Ín some of the

Canadian course outlines somÈtimes obscure or ignore this

obj ec tive "

Crawford's study also contained two i-mp1i-cations

concerning objectives in two of its reconlnendations which

are summarized as follov¡s: (1) production typewritj-ng should

be interpreted in a broad and all-j-nclusive form; and {2) a

teaching method which emphasizes efficient production tech-

niques and procedures rather than speed building is preferred"

Bstroop, -w..

9Thomas James

cit", p. 334"

Crawford, "fhe Effect of EmphasizÍng
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Crawford's study is important in a survey of vocational

typewriting ín Canada, because it indicates the change from

the specific objective of a speed in net words per minute on

straight-copy speed tests, whj-ch dominated the tlzpewriting

course for many years, to the specific objective of recent

years pertaining to quality and quantity of production type-

writing.

Russon and Wanous, in Philosophv and Psycholoqv of

Teachinq Typewritinq, summarize the general objectives of

typewriting, by quoting the "ideal aj-ms" suggested by Lomax

^+ ^'lËL ÕJ"

The pupil should desi-re to develop and hold:

I. To a critj-ca1 attitude in judging his own work
and in takinq pride ín work well done.

2" To the ideals of accuracy and speed; of neatness,
good arrangement, and thoroughness in all hj-s
work--that is, the ideal of systematÍc workÍng
habits.

3. To the ideal of good appearance of his person
and h j-s working surroundings.

4. To the ideal of co-operation, courtesy,

Productj-on Tlzpewriting Contrasted with Speed Tlzpewriting in
Developing Production Tlzpewriting Ability", (Ph.D. disser-
tation, University of Pittsburgh, L956'), p. L94"
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dependability, self-reliance, loyalty, and
sense of responsibility.

5. To the ideal of sel-f-improvem.rrt.l0

fn the matter of determining the specific objectives

of typewriting, Russon and Ìrj-anous point out that the pre-

ferred method j-s to list the typing duties that are common

to most of the offj-ce typing jobs, arrd Lhen to discover

whether the course set forth is adequate to develop student

competence in these duties. Here, they show that typing

tasks in offices have not changed much in the past thirty

years- They made a comparison of two lists of typing duties,

one compiled in L924 by charters and trfhitley, and the other

compiled in 1956 by Murkerne, and found the two Lj_sts to be

almost identical. fhe two lists are shown on the followinq

pages- Russon and wanous further point out that during the

past thirty years most schools have attempted to j-ncorporate

these duties into their courses through the use of texts

t0Arlien R. Russon and s. J. Inlanous, phjlosophy and
Psvcholoqv of Teachins Tvpewritj-nq, (cincinnaLi: soutkr-
Western Publishing Company, f960) p. 33, citing the work of
Paul S. Lomax, Helen Reynolds, and Margaret Ely, problems
of Teachinq Typewritinq, (New york: prenti-ce-Hal-1, fri.c.,
1935).
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which j-nclude these tasks, èrrd that the goals set f or

vocational typewriting are very similar throughout the

UniLed States.

The Thirty Most Frequentry performed Typing Duties
taken from a study by Charters and Vühitley, reportedin L924.

1. Type letters
2. Address envelopes, packages, êtc.
3. fnsert letters in envelopes
4. -b-o.l-d l_etters
5. Compose letters
6. Clean and oil typewriters
7 - Mark, attach t or get enclosures
B. Type telegrams
9. Type reports

10. Type memoranda
11. Type tists
L2. Type notices
l-3. Type cards used in f Ílino
L4. Type articles
15. Type recofiìmendations
16. Tlpe minutes
L7. Type orders
18. Type copy for newspapers
19. Type bitls
20, Type advertisements
2L. Type contracts
22. Type expense accounts
23 " Type checks
24. Type speeches
25. Type receipLs
26. Punctuate articles, manuscripts, etc.
27 . Type outlj_nes
28- compi-le one report from numerous smarr ones
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29. Type requisitlons
30" Cut stencitsrr

compilation of the Dut,ies Menti-oned in the Findinqs of
the years L94O - 1955

Tasks required of office workers incrude the typing of:

1" Addresses on envelopes and packages
2. Letters and carbon coi¡ies
3 " Cards used i-n f iling
4" Form letters and fill-ins
5" Manuscripts, lega1 forms and specifications
6 " Brj-ef outlines, reports, and, nemorandums
7" Telegrams, radiograms, and cablegrams
B" Lists of various kinds
9 " ÀTotices

10. Magazine articles, speeches, and news releases
1I" Recommendations and minutes of meetings
L2" Orders, bills, advertisements, and contracts
13. Machine dictat.ion
L4. Tabular material
15" Material to be placed on ruled lines
L6 " Material to be placed in betv¿een ruled lines
L7 " Special characters not found on the keyboard
18" Requisitions, circularsr and estimates
19. Expense accounts, checks, and vouchers
20. Programs, applications, and property descriptions
2L. Leases. by-laws, wills, deeds, and credit inquiries
22" rnterviews, resolutions, craims, êrrd case histories
23 " Mortgage contracts and bills of sale
24" Decreesr survêls¡ sermons, plays, blueprints, and

passports

fl-fn¿¿.-. p. 34, citing the work of W. I{. Charters and
r. B- úIhitley, Analvsis of secretarial Duties and Traits.
(ealtimore: The lVilliams and Wilkins Company, Lg24).
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25" Profit and loss statements, balance sheets,
worksheets, and Lrial balances

26. Bulletins, testimony, and articles of
incorporation

27. Building specifications
28. Rough drafts
29. Tal¡ulation workl2

Russon and Wanous conclude thei-r chapter, "Objectj-ves

of the Tlzigewriting Coursê", by suggesting that schools

should attempt to raise their standards to the level demand-

ed of competent office workers according to a list of

hourly production rates " A l-ist of hourly production rates

will be given later in this chapter under the heading of

measurement"

Content

In 195I fhe Canadian Research Committee on Practical

Education published a report of a survey made with the

co-operation of the National Office Management Association

and the Canadian Chamber of Commerce. The main purpose of

l2tbid., p. 35, citing the work of Donal-d ,J. D.
Mulkerne, "LeveIs and Competencies in Tlzpewrì-ting",
Curriculum Patterns in Business Education" fhe American
Business Education Yearbook (1956), pp" 6L-62"



22.

the survey was to discover which skirls are actually used

by employees and r¡¿hich skills ought to be Laug-ht in the

schools. other purposes were to ascertain areas in whj_ch

employers fert training Ïrad been inadequate, and to learn

what methods were used by employers to secure emproyees.

Regarding the skills required in offices, the data

v'/ere divided in tivo viays, (1) the actual number of employees

using certain skill-s were noted, then (2) the responses to

a question asked of employers concerning what should be

j-ncluded in a commercial course besÍdes tvpinq and shorthand

v/ere listed" The results are tabulated as follows:

SkilIs Used in Officesl3 Skills Which Should be Tauqhtl4
(percentage refers to emproyees) (percentage refers to firms)

Calculating machines 37% Calculating machines
Typewriting
Filing

27% Bookkeeping by hand
L6% Filing

Bookkeeping by hand L4% Transcribed machines 36%
Shorthand L2% Bookkeeping machi_nes 35%
Transcribing machines 3% Telephone switchboard 34%
Bookkeeping machines 3% Office routine L2%

Others --mainly reproduc ing
and IBM Machines 4%

I3a n"port of the Canadian Research Commj-ttee on
Practical Education, (206 Huron Street, Toronto, Canada,
April, 1951), p. B.

6e%
5e%
5B%

14tbid., p. lo,
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(fhe total per cent exceeds 100 because of muttipleanswers).

T'l:ese two lists are quite similar, but on a percentage basis

there is a wide margin betv¡een what should be included in

a high school course and what will- be requlred in an office"

fhe two llsts do, however, indicate the order of need and

use for the various subjects in the business education

progranìme and indicate that typewriting is considered to be

an essential course"

Employers \dere asked to indicate in what respects they v/ere

seriously dissatisfj-ed with the commercial skills, non-

commercial- basle skilIs, and personalitv or character of

high school graduates. In the matter of commercial

skj-lls, forty-one per cent of the firms expressed no dis-

satisfaction, but in firms expressing dissatisfaC,tion com-

plaints pertained to lncompetence in: shorthand, typewriting,

bookkeeping, filing; and j-n use of calculating machines,

transcr jJc ing machines , telephorres . and switchboard,

Regardingi non-commercial basic skills, again forty-one per

cent of the firms indicated no dissati-sfaction, but other

firms levelled crj-tj.cisms at: spelling, English, writing,

and arithmetic"
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In the areas of personality or characterr oïtê half of the

firms expressed no serious di-ssatisfactions, but where

dissatisfaction was expressed it concerned: rack of

initiative, irresponsibility, and lack of interest.

This study indicated that the busi-ness education

course and the typewriting course had content deflciencies

which \^zere being felt in the business offices. Findings

from this Canadian study pertaining to employment practices

wil-I be presented later in thls chapter, under the heading

of the teacher and the emptoyer.

Liguorils, in 1955r reported his study of the

problems of women-offlce workers in obtaining and holding

jobs" In regard to job finding, the employees reported

difficurties in completing application blanks, being lnter-

vi-ewed. handling references, and taking emproyment tests.

Concerning job holding, the difficulties centred around

problems related to job skirLs, attitude toward work,

personal relationshipsr pêrsooal qualities¡ a'fid offj-ce

IsFrank Edward Liguori, ,,problems of Beginning
Workers", (ebstract of ph"D. dissertation, University
Pittsburgh, 1955), .Ðlssertation Äbstracts, (vof " )fi/I,p" +t.

Office
of
No" 1),
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environmental conditions.

Liguori recommended establishment of closer co-

operation between business and education for the purpose

of providing realístíc instruction and practice in various

phases of job getting and job holding" He further recom-

mended that high schools consider modifying course offerings

to j-nclude instructlon in personality development and good
I

grooming, Liguori's work shows the inadequacy of courses

in which tlping speed dominates course content*

A valuable study in regard to course content was

reported by Lanham I.n L956. The purpose of the investiga-

tion was to evaluate the co-operative business occupations

programme, a combination of school and office experience,

as practised j.n Midland (ltiictrlgan) Hlgh School. Lanham

stated the value of the investigation to be, "promj-se of an

added prograrnme to implement secondary school curriculum

experiences to meet tåe needs of an increasing number of

enrolled pupils".16

l6Frank Wesley Lanham, "A Field Investigatj-on of
the Co"'operative Business Educations Program in the Mid-
land (Uicfrigan) High School", (Äbstract of Ph"D.
dÍssertation, University of Michigâri, 1956), Dissertation
Abstracts, (Vol" )fi/rr, No" 1), p, 6"
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LanÏ¡am hoped to f ind evidence to support three hypottreses:

1- co-operative business education is a school
program applicable to groups of pupils possessing a
wide range of differing abiliLies;

2. the experiences obtained meet j-mportant growth
and developmental needs of pupits enrolled in the
program; and

3. co-operative experience can be applied without
compromisj-ng other educationatly sound objectives. 17

On the basis of the evidence obtai_ned, all three

hypotheses v/ere varidated. The greatest observed changes

in pupils rvere in t].e areas of (l) personal relations v¡ith

other people, (2) development of poise and confidence. and

(3) development of wholesome job attitudes. Lanham recom-

mended that the co-operative schoor and office experience

prograïme be included ln the high school business education

course- A survey of vocationar typewriti-ng in canada

should indlcate the extent to which the co-operative prograrnme

is stressed in Canada"

crawfordnsr8 report of his findings on t}.e superi-ority

17 r¡ia "

l8crawford, op. cit., p, 195.
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of stressing production typing contained an important

implication for course content in his recommendation

that course content should include instruction in many

nontyping but associated areas.

In 1959 Shepherd reported his investigation into

an appraisal of business education through job competence.

rhis report contained two imprications of importance to

the present study: (r) a recofiìmendation that a course in

human rerations should be part of the curricurum, and (2)

a reconìmendation that different tlzping speeds might be

required in different 
"o,rr="=.19

Ivleasurement

The Stroop study,20 referred to

of general information and objecti-ves,

tion in regard to measurement. Stroo,o

under the headings

contained an implica-

quoted fifty words

tq*-Reginatd William Shepherd.,',Job Competence--An
Approach to the Appraisal of Business Education", (Abstract.
of Ed" D" dissertat.ion, Stanford University, Lgsg),
Dissertation Aþstracts, (Vot. XIX, No" 12, ,Tune , Lg59), p.3 239.

2ostroopr oÞ. cit. p. 334.
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per minute on straight-copy tlping as the requirement of

business, but added that the businessman's criterion for
judging accuracy of typewritten work is mailability.

Here again is the problem of crj_terion, the speed test
or the production test.

Tonne answers the quesLì_on of criterion i-n discussinq

standards j-n business education. He says:

T\¡vo tlpes of standards concern busi-ness teachers--
learning and job-pracement standards. fhe problem
that business teachers have perenniatly faced in
dealing with, êod evaluatÍng their achi-evements bv
*.1^¡^^ ^+--l---J^ i- 1----Lr¡ese scandards is because of the confusion between
the two types. whire one is not only deslrable but
also rrecessary in learning the basic business_
education ski1ls, it is ofLen most disastrous and,
in any case, completely useless when applied to job
placement" This is a basic truth which most business
teäèÏrers do not realize, or at least do not practise.
unfortunately, it is perpetuated in the methods thev
learn In many teacher traj-ning j-nstitutj_ons.21

Later Tonne savs:

For learning purposes, classroom standards may serve
better than job standardsi but when tf¡e student looks
for a job, he should be av/are that he will have to
meet job standards.... Moreoverr teactrers should tal_k
to the businessmen about a student's ability j.n terms

2lHerbert A. Tonne, principles of
fToronto: Gregg enf f i=fti*g-;fælorr,
Company. Inc., L954) , p. l5B.

Business Education,
McGraw-Hil] Book
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of learning or classroom standards.... The
busi-ness man wants an adequate amount of production 1Õof mailable letters from the typÍst and stenographer.t'

Íh¡e distinction between classroom standards and

vocationar standards is made more obvious when Tonne

writes:

SCHOOL STANÐARDS FOR TYPING

What, then, can we conceive as being good school
and job criteria? Definitive studies have
not, been made to prove, irr a final- sense, that
the objective of tlzping a certain number of words,
and of taking dictation, per minute is the best
measure of school learning. Nevertheless, Lhe
concensus of experienced and competent teachers
of the clerical skills seems to be that setting
up a definite goal of words a minute in shorthand
and typing is the most effective means of moti-
vating learning".. -

.fOB STA¡TDARDS FOR TYPING

On some jobs, the number of st::okes wrj-tten a day
is the basis for minimum salary and for bonusesi
however, this j-s unusual. The v¿ork of the
competent tlzpist on the j ob ì.s generally measured
by the nufier of usable pages of typed material
produced" -"

fhe precedi-ng quotations from Tonne i-ndicate thac

vocatj-onal competence should be judged by the amount of

z2lbid", p. L6z.

23lbid., pp. :164, 165.
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mailable copy which a typist produces. Í|re present studv
should discrose whether or not vocationat competence in
tlzpewri-ting is measured in canada by means of the amount

of mailable copy whi_ch a tlzpj_st produces.

ïn 1956 Baisley reported the results of her
comprehensive study entitred, "fhe validity of some

Methods of Measuring straight-copy Typing ski1r,,. con-
cerning the net-words-per-minute scoring method, Balsley
said, " 'Net words per minute' stirl remains the most

commonly used basis for measuring the lever of performance

on straight-copy typing¿ êvêr though its validity as a
measuring device has been doubted for many years .,.24

ïn giving her appraisar of the net-words-per-minute scorinq
method Balsley said:

Summarizing, j_t has been explained that the nwpmscoring system is not a vatid method of evaluatinqtyping skíll because:

24trol Ba1sley, "The validity of some Methods ofMeasuring Straight-Copy Typing Skil_l,,, (Oepartment ofResearch, schoor of Business Administrati-on, LouislanaPolytechnic Institute, Ruston, Louisiana, November, Lg56)p" 11.
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1. fhe system assumes incorrectly that the
faster a person types, the more quickly he makes
corrections.

2. The system assumes incorrectly that the
amount of time needed to make a correctíon is the
same regardless of the amount of training a tlzpist
has had and regardless of whether one or more copj-es
are being made.

3. fhe system is usually used with a set maximum
of errors permitted for a writing to qualify. llris
setting of an error limit on a time basis rather than
a strokes-typed basj-s may result in the disqualification
of papers that actually are better performances than
other papers.

4. Ihe metåod tells in effect how many words a
person typed wj-thout error in a certain period of
time--not Ïrow long it takes him to make a certain
amount of copy mailable" In other words, the base
for computation is different from that used j-n the
office situation.

fhe conclusion may be reached, then, that the nwpm
scoríng method Ís not valid for meaguring accurately
and completely basic typing skitt.25

fhe signi-ficance of Balsley's study wiII become

disclosed that accredi-tat.ion in all

is based in part on a NVüAM score obtained

apparent when it j-s

Canadian provinces

on a straight copy speed test.

25lbid. , p. 15.
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Shepherd's study26 concluded among other things, that

the degree of typing skill required of the general clerk is

usually lower than that required of the stenographer and

typist-clerk. This conclusion indicates that typing

requirements should be different in the different courses.

The present study should disclose whether or not typing

speed requirements j-n Canada are adjusted to the various

courses "

Crawfordrs investigation into a comparison of

emphasizing production typewriting contrasted with speed

typewriting in developing production tlzpewriting alrílity was

reported earlier in this chapter but certaín recommendations

from that study pertain to measurement and will be included

at this point" Crawford recommended that, to realize

maximum growth in production tlzpewriting ability, a method

of teaching emphasi-zing efficj-ent production techniques and

procedures rather than speed building be utilj-zed" He

stated that net stroking-rates (nwpm) may be seriously

challenged as reliable indices of true typewriting abilit,y.

26shepherd, loc. cj-t.
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He further stated that teaching methods shourd include

measlrrement. of speed on tests requiring preparatj-on of

carbon copies and t}-e correction of occurrent errors

during the period of timing.27

Russon and wanous also mention speed tests on which

errors are corrected duri-ng the timing period. rn their

discussion of Eoals of achievement they describe the

various scoring methods used and the purposes of each"

Two such methods are quoted as follows;

Net Performance Rate (NpR). Net performance
raLe j-s the score obtained on a straight-copy
tj-med writing when errors are erased. No
penalty is charged for corrected errors, except
for the time that is lost in erasing and correct-
i-ng them" A penalty is, however, charged for
uncorrected errors. Tt is usually Ïrigher than
ten words an error. Íhri.s method of rate cal-
culation J-s frequently used in thírd- and
fourth-semester classes. It is a more realistic
method of determining a student,s actual
proficiency on straight-copy writi-ng than the
method which employs the net-words-a-minute
formula.2B

ÀTet Production Rate a Minute (N-PRÃM) " Net

2Tcrawf.orð., op. cit.,

28Russon and ÏVanous,

pp" L94 L96"

o!.. cit., p" 38.
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producti-on rate a minute ís the score
obtained on production tests when errors
are erased and corrected" A penalty is
charged for all of a student's errors not
erased and corrected by him. This method
of scori-ng .ì-s used when the purpose of the
writing is production *"-=rrr"*"tt.29

Russon and Wanous state that considerable use is

made of a second method of measuring vocational com-

petence on productj_on tesLs, namely, the number of mail-

alcle items typed per hour"

Of the three types of scores, then, it appears

that the net performance rate (NpR) gives a realistic

score on straight-copy speed tests, while the net pro-

duction rate a minute (N-PRAM), or the number of items

typed per hour give realistic scores on production tests.

Appropriate speeds for NpR, lS-pRAM, and j_tems

completed per Ïrour are suggested by Russon and wanous

who are quoted as follows"

'grbid., p, 40.
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ÀTPR Grade
(Net performance Rate)

52 or more A

+/ 5I B

4046c

35 - 39 D3o

fhre rates are based on lO-mj_nute writings.

The speeds quoted in N-pRAM in the folrowinq

list are approximately Grade xr lever but are quoted

because no such detailed rist was given for a more

advanced level. Grade xrr minimum passing rates wourd

be higher' Ttre N-pRA,M scores quoted here are based on

2O-minute writinqs"

Type of Copy

Business letters with carbon
and envelopes

Business letters with special
parts, carborrs and
envelopes

Minimum Passing Rate

23 N-PRAT/I

23 N_PRA¡4

30_r¡-io._. p"6r, citing a recommendation made byD- D" Lessenberry, T. James crawford, and. Lawrence Ïv.
Erickson, Manual for 2oth century Typewriting dzth ed"cincinnati: south-vrlestern publishing compan¡r, ]-'g57),
p"110"
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Telegrams, postal cards, invoice,
and statement, multiple copies l0 N-PRå,M

Manuscript copy, rough draft and
straight copy, with footnote 16 N-PRAM

Tables, rough draft and straight ?lcopy, ruled and unru1ed 9 N-PRA,M"*

The following list quotes hourly production rates

but the writer could not ascertain whether thev v/ere based

on one-hour tests or on short tests from which hourlv rates

v/ere computed"

Hourly
Production RateTyping Task

1. Form letters and envelopes

2" Addressing envelopes--3-Iine

3. Addressing envelopes--chaj-n fed

IO

L50-225

200

4" Fitl-ins--name, street, address, city,
salutation 100-.2 00

5" Salutation only 225

6. Business letters--20-Iine bodv with
envelope lO

3Ilbid,, p. 66, citing speeds quoted by Ð. D.
Lessenlcerry and S. ,J. Vüanous, Manual for Colleqe
Tvpewritins (6th ed., ci*.inr,.-t,ir-ilrrttrlwestern publishinq
Company, 1959) , p. 35"



7. Stencils--Bb x l0 having 200 words

B. Articles

9. Straight copy--60-space line,
double 1000

10. Ediphone and Dj-ctaphone

1I. Printed copy

L2. Transcr j-lcing stenographic notes

f3. Addresses or labels from printed copy

L4. Ledger sheets

37.

4-6

B-10 pages

lines per day

L24 lines or
yr-, cylínders

2O0 lines

L25 lines

L4L

ltI lines32

Russon and trüanous urse that standards should be used

cauLiously and as guides only because,

It is not known what type of equipment was used
by operators who established these standards.
Tt is not known in what form the copy from which
the operators worked came to them. It is not
known how much editing the copy required before
it could be tvped.33

fhe literature on measurement indicates that emphasis

32lbid., p. 68, citing the work of Donald J. D"
Mulkerne, "Levels and Competencies in Typewriting",
Curriculum Pat,terns in Business Education, nhe American
Business Education Yearbook (1956), p. 67.

""1-þrct.



has shifted from a score in nwpm r,o a

straight-copy speed tests, but that a

is obtained from a score in N-pRAM or

items completed per hour on production

38.

score in NPR on

more realistic score

number of mai_Iable

+^^+^
LËÈ Lò .

fhe Teacher and the Employer

The canadian 
".rrrr"y34 discrosed that the methods

used by employers for securing employees included Nationar

Emplolment service, want Ads, public High schools, and

Private Business schools. Regardless of what method was

used, thirty-five per cent of emproyers requested offj_cÍal-

school records and of these, seventy-seven per cerrt found

them sufficiently informative. Fift,y-five per cent of

employers contacted schools for appraisal as to a

candidate's personality, character and suitability for the

position, and of these eighty-eight. per cent reported thaL

the information received was reriable" The report suggested

that more firms take advantage of the service offered bv

schools, both as to official records and as to appraisal

344 Ruport of
Practical Educatj-on,

the Canadian Research Committee on
^9p." cit" pp. 2, 5, 13 .



of character and personality.

The study by Liguori35 r."o**ended estal:lishment of

croser co-operation between business and education for the

purpose of providing realistic instruction and practice in

various phases of job getting and job holding" Liguori

further recommended that high schools consider modifyi-ng the

curriculum to include courses in personality development

and groomÍng.

A job placement study by Kleiner was reported in f959.

Ttre purpose of the study was to survey and appraise the job

placement practÍces of vocational high schools of large cities

in the United States. Two im'portant conclusions reached

were, (1) vocational schools tend to place their own

graduates, even where the school system maintains a central

placement Service, or where the state employment service has

a setup of close co-operation with the schools; and (2) the

co-operative work-experience prograrnme shows itself to be a

3 sl,iguori-, loc. cit.



strong force in placement.36

Summarv

General Information. The literature i-ndicates that

the difficulty in prognosis hinges upon the criterion used

to measure success in tlzpewriting--the speed test, or the

production test. Until that difficulty is resolved,

prognostic measures may remain unreliable. Television may

serve useful purposes in the teaching of tlzpewriting in the

future. Ttre usual one-period-per-day, five-days-per-week

appears to be the best scheduling prograÍIme- T\^¡o years is

probal:ly not long enough f or a vocational tlzpewriting course.

40.

and

'l-n

Lerms

Obiec.tj-ves. Objectj-ves should be clearly staLed

should be of two tlzpes: general objectives pertaining

development of the indj-vidual in terms of attitudes,

understandings, and personal relations; and specl-fic

objectives, pertaining to achievement in typewriting in

36,lrr1íus Kleiner, "Job Placement in the Vocatj-onal High
Schools: A Survey and an Appraisal of Job Placement Services
in Vocational High Sctrools of Large Cities", (Abstract of
Ed.D. dissertation, New York University, 1959), Di.s.s.ertation
Abstracts, (vol. xv, No. 9) , p. 3574.



4L.

of N-PRAM (ttüet eroduction Rate a Minute), or number of

mailal:le items typed per hour. lhre problems of criterion

to be used in measuring success is important in establishing

cbjectives. The recent studies and articles assume that the

ultjmate goal of vocational tlzpewriting is proficiency in

production typing, and that objectives should be aimed toward

this goal.

Cogtent. A number of studies recommended that the

content of the business education course i-nclude: instruction

in personal appearance, personal relations, and job seeking

and job holding; courses stipulating different minimum

speed requirements for the different occupations; timed

tests requiring correction of occurrent errors; and a

co-operative work-experience programme .

Literature relatJ-ng to this thesis topic indicates

that tlzpewriting is considered to be an essential course in

business education and that the content should contain the

typewriting tasks required of beginning office anployees.

These tasks have been incorporated into the textbooks which

are used in schools, and the course content is similar

lft*e*='tt ol
- -tïÐlt¡t'mY
n:'^,r -,'a'2
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throuqhout ifie United States.

Measurement. Literature on measurement indicates

that the NüiAM scoring method is not valid for measuring

success, and that the newer NPR (Net eerformance Rate) would

be the better score to use in connection with straight-copy

typÍng" Ttre literature, however, indicates that office

standards would be pref erable, ârld that these should be

quoted in N-PRAM (met eroduction Rate a Minute) or number of

maila.ble items completed per hour.

Ttre Teagher and the Employer. Several studies

recoûrmended closer co-operation between teachers and

employers for the purpose of providing realistic instruction

within the course itself and in the vari-ous phases of

obtaining beginning office positions and advancing j-n these

r¡os i-tions .
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DESÏGN OF THE STUDY

Following suggestions found in research texts, the

writer proceeded to use these sources of data: (1) a

questionnaire to the director of curriculum in each province;

(2) replies to an explanatory letter accompanying the

questi-onnaj-re; (3) course outlines from each province; (aI

prescribed or approved texts ín each province; (5) copies of

fj-na1 Departmental examinations from those provinces wtrich

administer such f inal examinations in tlzpewriting ¡ (6) mONie

(National Office Management Association) statistics, regarding

the number of students in each province who wrote the NOMA

Tlzpewriting Test in 1960; and (7) Federal Civil Service

statistics, regarding the number of students in each province

who wrote the Federal Civil Service Typing Test in 1960.

This chapter deals with the use made of these sources"

fhre Questionnaire

Oriqin and Scope" A questionnaire was developed and

sent to the director of curriculum in each province " The

names and addresses of the di-rectors of curriculum were

obtained through the office of the director of curricul-um
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in Manitoba. The purposes of the questionnaire were: (I)

to obtain the names and addresses of sources of information

concerning tlzpewritíng in each province; (2) to obtaj-n the

titles of texts most commonlv used, if no texts were

prescribed; (3) to ascertain the particular combination of

tlrpewriting and of f ice practice; Ø) to obtain information

regarding the construction and scoring of final examinations i

and (5) to learn something of the liaison between business

educators and employers.

The Questions. Questions I, 2, and 3 were designed

to elicit information concerning the general plan of the

business education prograflìrne in each province so that the

place of typewriting within this programme could be

determined.

1. Ttre High School Commercial Course
(Business Education Course) in this

nrn¡zi n¡a i cr s 2 -.'røar a)r â ? -rzee ry! v v ¿¡¡vç

course . 2-year _3 -year_

2. The High School Commercial Course is
prescribed by the Provincial Department
of Educati-on. Yes No

3. An outline of the course as prescribed
may be obtained from

(Organi-zation) (address )



45.

euestions 4, 5, 6, 7, and B were developed to obtain

specj-fj-c information pertaining to the length of the

typewriting course and the texts used, so that detailed

comparisons could later be made from one province to

another.

4. High School Typewriting is a 2-year¡ or
a 3-year course. 2-year 3-year_

5. A text is prescribed for the final year
of High School Typewriting" Yes No_

6 " .Thre title of the text prescribed for the
final year is:

(Text) (euthor)

7 . No text is prescríbed. Tkre texts most
commonlv used are:

(Text.) (author)

(Text) (autnor)

B. A complete course in Typewriting has been
offered in the High Schools in this province
for approximately (how many? 20, 25, 30 etc.) years.

Questions 9, 10, and 11 were included for the purpose

of di-scovering the particular combination of typewriting and

office practice in each province. Thris information was
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necessary because the writer had prior knowledge that

differences exj-sted in the combination of typewriting and

office practice courses offered in Canada.

9. "Office Practice'n or "Secretarial Practice"
is a part of the tlzpewriting course " Yes No_

10" "Office Practice" or "secretarial Practice"
is an independent course, taught and
evaluated as a course in itself. Yes No

Il-. High School Typewriting j-s designated as a
3-year course but the third year is mainly
a course in Office Practice or Secretarial
Practice. Yes No

Questions L2 and 13 were designed to indicate which

provinces administer Departmental final examinations j-n

typewriting and whj-ch provinces allow each school to

administer its own examination and score i-ts ov/n papers "

L2. Each school sets and marks its own
examinatj-on at the concl-usion of the High
School Tl¿pewriti.nq course " Yes No

l-3. A Departmental examination ís admj-nistered
at the conclusion of the Hiqh School
Typewritinq course" Yes No

Questi-ons L4, 15, and 16 were j-ntended to el-icit

information concerning the construction and scoring of fj-nal



47.

examinaLi-ons.

L4. fhe Departmental examination is
constructed by a committee or by
one person" Committee One person_

15. fhre candidates ' papers are marked in the
home schools of the candidates by the
candidates' classroom teachers.

16 " Ttre candidates ' papers are marked by a
central commi-ttee of markers outside of
the schools.

and scored
Rules) is
the final
tlzpewriting

Yes No_

Yes No

Yes No

Questions 17, 18, L9, 20, and 2l were included in

order to obtain information concernins the content of the

final examination in each province"

17. A speed test (administered
according to Tnternational
administered on the day of
examinatj-on as part of the
examination.

18. A speed test of type (other
than as in L7) is given on the day of the
final examination as part of the typewriting
examrnacron " Yes No

L9. Ttre speed test (as either of above) is of
5, or l0 minutes. 5 min. I0 min.

20. Each candidate musL attain or exceed a
minimum speed, orr a speed t.est of some
type, in order to receive a "passing"
grade at the conclusion of the High
School Tlzpewriting course. Yes No_
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of Typewriting course)
croduction work.
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examination (conclusion
consists entirely of

Yes No_

Questions 22 and 23 were designed to elicit information

concerning the basis for co-operation between teachers and

employers, QuesLi-o:n 22 stipulated "ofterrer than twice a

year" because the Easter convention and local conventions

could bring commercial teachers together twice a year without

the existence of a bona fide associati-on.

¿2. Ttrere is a local association of commercial
teachers, which meets oftener than twice a

Yes No_year.

23. There is a local advisory committee on
commercial education whose membership
includes commercial teachers and business
men. Yes No_

Itre questionnaj-re v/as submitted to two educators for

constructive criticísm and was revised before beinq sent out.

Ttre Explanatory Letter

An explanatory letter to accompany the questi-onnaire

v/as composed for the purpose of indj-cating the nature and

scope of the research in order to enlist the co-operation
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of directors of curriculum in completing the questionnaj-re

and supplying such additional information as might be useful.

The letter explained that the purpose of the research was Lo

make a comparative survey of vocational typewriting in the

various provinces of Canada, and it asked for three things:

the source of the course outlines; the completed

questionnaire; and a copy of a recenL fj-nal Departmental

examinati-on if such v/ere available.

Tabulation of Answers to Questionnaire

A large master tabulation sheet was drawn up, and,

in order to f acilÍtate comparisons, the arrs\Mers to the

questionnaire v/ere transferred to it under the names of the

ten provinces. ltre answers were incorporated into the

description of the course in each province under the planned

headings of; general information, objectives, content,

measurement, and the teacher and the employer" The

informaLion gleaned from the questionnaire was meagre compared

to the information qleaned from course outlines and from

texts, but it provided a very valuable check on j-nterpretation

of course outlines and also supplied information not obtained
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Analysis of Course Outlines and Approved Texts

Tkre course outlines and approved texts were analyzed

to ascertain the particular combination of typewriting and

office practice followed, and were further analyzed under

the separate headings of tlzpewriting and of f ice practice.

Typewri-tinq" Ttre course outlines v/ere analyzed to

determine the length of the course, grade placement, the

particular combination of typewriting and office practice,

objectives, content, and the type of measurement employed

at the conclusion of the course" Ttee prescribed and approved

tlzpewriting texts lvere reviewed for the purpose of discovering

whether the course in each provi-nce i-ncluded work in the síx

major areas of tlzpewriting and the common tlzpewri-ting tasks

suggested by Russon and Wanous. Ttre six major areas of

tlrpewriting are: (1) speed and accuracy, (2) letters, (3)

tal:ulations, (4) business forms and fill-ins, including

legal documents , (5 ) manuscripts , and (6 ) rough draf ts " Tkre

most common typewriting tasks, suggested by Russon and hlanous

are listed in Chapter ff"



Office Practice" Ttre course outlines for office

practice v/ere analyzed i-n order to determine the length of

the course, grade placement, objectives, content, and type

of measurement employed. The prescribed and approved office

practice texts were reviewed to ascertain detaj-ls of the

course content. The frame of reference used for making

comparisons of course content was the course outline for

the province of Britj-sh Columbia. thj-s outline lists the

following units: (f) personality development, (2) offi-ce

organization, (3) work of the receptionist, (4) business

information and business practice, (5) filing, (6) the

search for employment, (7) the operation of duplicating,

adding, and calculating machines, and (B) related typewritl-ng

projects. fhe outline for Briti-sh Columbia was used as the

basis for makingi comparisons because it was given in detail,

because it was Canadian, ârr.d because it included the thirty

most frequent dutj-es of general clerks as quoted by Tonne - I

The outline of the office practice course for British

Cotumbia wÍll be found in Appendix B on pagel48, and the list

ITonne, .S.. cit., p. 332.
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of the most frequent duties of general- clerks wirl be found

in Appendix C, oo page155.

Provincial Department of Education Examinations

Provincial Department of Education examinations v/ere

analyzed under the headings of: speed test, productj_on

typewriting, and office practice. A detailed description of

the 1960 Departmental examination was written and included

in the description of the course in each province which

admj-nisters a Departmental examination.

High School Student Statistics

NOMA Statistics. The offlce of the local chapter of

NoMÄ was contacted with a request for information concerni-ng

the number of students j-n each province who wrote the NoIviA

Typewriting Test in l-960. Ttrese statistj-cs v/ere subsequently

received from the head office of NOI{Ä. and wi-ll be found in

the description of the course in each province.

Federal Civil Service Statistics. The writer contacted

the local office of the Federal Civil Service Commission

requesting information concerning the number of students in
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each province who wrote the Federal Civil Service Typewriting

Test in 1960. The local office submitted the statlstics

for Manitoba students, but was informed from Ottawa that

similar statisLi-cs for the other provinces \^/ere not

available.

Plan of Treatment of Data

Vgrification. A description of t}.e vocational

typewriting course as prescribed for 196O-6L in each province

was written under the headings of: (f) general information,

(2) objectives, (3) content, (41 f inal measurement, and (5)

the teacher and the employer. lhre description of the course

was sent to the di-rector of curriculum of each province

respectively asking for correction of any possible

misinterpretations or errors as to facts. Where changes

were suggested, these changes v/ere made in the descriptions

which are presented in Chapter fV.

Comparisons. Comparisons of practices j-n vocational

typewriting were made interprovincially under the five

headings used in the descrÍptions, and further comparisons

lrere made between what is being done j-n the provinces and
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what ought to be done according to recommendations made in

the pertinent literature.

Conclusions. Conclusions v/ere drawn from the data

as to the agreement and disagreement of the high school

vocational tlzpewrÍting course in Canada with the

recommendations made in the literature on vocational

typewriting.

Recommendalions. Recommendations were made in those

areas in whictr this study indicated disagreement between

current practices and practices recommended in the literature

which was reviewed in Chapter II.

Ttre comparisons, conclusions, artd recommendations are

presented in Chapter V.

SUMMARY

Tn order to assemble material for comparative

purposes a questionnaire was drawn up, tested locally,

revised, and then sent to the director of curriculum j-n each

province. Copies of course outlines \^/ere obtained f rom all

provinces and prescribed or approved texts in both typewriting
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and office practice were secured. Fj-nal Departmental

examinations v/ere obtained from those provinces which

admini-ster such examinations. Completed questionnaires,

course outlines, texts, and Departmental examinati-ons were

analyzed and a description of the course in each province

was prepared. Tkre respective description was submitted to

the director of curriculum in each province for correction

of any possible mis j-nterpretations. A comparison of

practices in vocational tlzpewriti-ng was made, and a further

comparison v/as made between present practices and practices

recommended in the pertinent literature. Conclusj-ons \^/ere

drawn regarding the areas which showed agreement or

disagreement with recoÍrmendations made in the literature.

Recomrnendations v/ere made in those areas which showed

disagreement loetween current practices and recommended

practices. The data collected are presented in Chapter IV

in the form of a description of the course in each province

under the headings of: general information, objectives,

content, measurement, and the teacher and the employer.

Threse headings were again used in Chapter V when reporting

comparisons, drawing conclusions, and making recoÍrmendations"
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PRESENTATION OF DATA

Courses in tlzpewriting have been authorized in the

provinces of Canada for many years. During this time

expansion has led to the authorization of two courses, the

vocational typewriting course and the tlzpewriting option of

the general course. The vocational typewriting course in

each provl-nce is described in this chapter, beginnÍng with

British Columbia and progressing eastward.

BRÏTÏSH COLUMBIA

General Information. A complete course in typewriting

has been authorized in British Columbia for almost fiftv

years, although the vocational course is a more recent

development. The Department of Education has publj-shed a one

hundred and eighteen-page booklet dealing with the division

of the curriculum pertaining to commerce. The course in

typewriting and the related practice courses (clerical

practice, office practice, and secretarial practice) extend

over three years. A choice of grade placement is offered but

the usual placement of courses is:



Grade X Grade XI

Typewriting and one
of Clerical Practice

or
Secretarial Practice

Graoe xl-l-

Office Practice and
Cleri-cal Practice

or
Office Practice and
Secretarial Practice

Tlzpewriting

Objectíves. In the commercial curriculum booklet the

gieneral objectives of the typewriting and related practice

courses are clearly stated. Íhre general objectives deal with

development of the individual in terms of his attitudes,

understandings and competences, and his place in the business

world. Specific objectives in terms of net words per minute

on straight-copy typing are stated, but specific objectives

of production typing are not stated.

Content" Tl:e content for each of the courses in

office practice, clerical practice, and secretarial practice

is set out in units, covering twenty pages in the curriculum

booklet. Tkre texts prescribed for tlzpewriting and office

nrãôl-i¡a ârâoI/rsv

LessenJcerry, et al . 2 Oth
Edition" Ci-ncinnati:
1958.

Centurv Typel¡¡ritinq, Seventtr
South-Western Publishing Company,

Sparling, Allan E. Complete Course in Office Practice.
Toronto: Gregg Division, McGraw-Hill Book Co., fnc.,
1951"
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Measu.rement. Measurement in the tlzpewriting portion

of the crerical practice course and the secretarial practice

course, at the Grade XTI level, ís on the basis of speed on

straight-copy typewriting plus production tlzping" A ten-

minute straight-copy speed test, of the type giving a score

in net words per minute, is part of the final examination

in each course. Ttre speed test score is derived from an

average of the best two out of four tests administered

during one week early in ,June. A minimum speed of fifty

nwpm is required in each course. A score of sixty nv/pm

receives a maximum mark in the advanced cleri_cal course, and

sixty-five nwpm receives a maxj-mum mark in the advanced

secretarial course. No specific indication is given as to

the quality and quantity of production work expected,

although the outline states that students must be reguired

to meet the standards set by business for quality and quantity

of productj-on. ltrere is a Departmental examinatj-on set and

marked by a committee at the end of Grade Xff in the clerical

practice course and the secretarial practice course.

The August 1960 Departmental examj_nation j-n

secretarial practice was a 3-hour examination made up of



four parts.

Part A was composed of two ten-minute speed tests of

the type which gives a score in nwpm. Ttris part of the

examination carried a point value of 50.

Part B consisted of five letters which were to be

dictated at speeds from eighty wpm to one hundred ten wpm.

The letters dictated at eighty and ninety wpm constj-tuted

the test for Grade Xf students whÍIe the letters dictated at

ninety, one hundred, and one hundred ten wpm constituted the

test for Grade XII students " Fortv-five mÍnutes was the time

allowed for the transcription of the letters. Part B had a

point value of 10O.

Part C v/as made up of two typing problems; a short

tabulation, and a letter. The point value of Part C was 25.

Part D consisted of questions pertai-ning to office

practice and included questions on filing, cutting stencils,

arranging an iti-nerary, equating time in different time

zones, proofreading, mailing:, abbreviating, typing Roman

numerals, folding letters, addressing envelopes, and typing

letters. Part D had a point value of 25.

The total point value of the examination was 20O"
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Ttre Teacher and the Employer" In British Columbia

there Ís a cofiìmercial teachers' assoclation which meets

oftener than twj-ce a year and there is a provincial

advisory committee wtrose membership j-ncludes commercial

teachers and busirì.ess men. No students in British Columbia

wrote the NOI¿]Ã, Typewriting Test in 1960,

ALBERTA

General Information" A complete course in typewriting

has been authorized in Alberta for forty years. The

Department of Education has published a thirty-tvro-page

booklet entitled, Curriculum Guide for Business Education.
'

fhe Curriculum Guide indicates that vocatj-onal typewriting

is a three-year course of which Grade XII is the final year"

Office practice is a separate course which incl_udes typing

in Grades XI and XII"

Ob j ectives . In the Curri-culum Guide, typewri-ting

objectives are lmplied in descriptive Lerms rather than

stated in definite terms. Íhe implied objectives are specj-fic,

relating to achievement in tlzpewriting, rather than to the

broader objectives of attitudes and understandings. The lack
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of stated general objectives for typewriting is part.Iy

offset by the fact that the general objectives pertaì_ning

to attitudes and understanding are j-ncluded in the outline

of the separate office practice course which i-s studied

concurrently with the typewriting course in Grades XI and

xff.

Content. The content of the courses in typewriting

and office practice J-s set out in the prescribed texts.

The typewriting texts are:

LessenJcerry
Edition.
Limited,

or

et aI. 20th
Cincinnati:

1958.

Centurv Twewritinq. Seventh
South-Western Publishing Company,

Rowe, John L. and Alan C" Lloyd" Gregg Typ=Lnq. Second
Edition, Complete Course. Toronto: Gregg Publishing
Division, McGraw-Hitl Book Co., Inc., 1958.

Thre texts for Office Practice 20 (Grade XI) are:

One of I and 2 and one of 3 and 4"

I. Sparling, Allan E" A Complete Course j_n Office practice.
Toronto: McGraw-Hill Book Company, Inc., 1951"

2. Agnew, Peter L. Typewriti-ng Office Practice. Second
Edition . EA4. Cincinnati_: SouLh-Western publishinq
Company, Limited.



6'2.

3. Bassett-Agnew. Filinq Office Practice Set. 8981.
Cinci-nnati: South-lVestern Publishing Company,
Limited.

4. Smith, M" D. Canadian Filinq Practice. Toronto:
Sir Isaac Pitman & Sons (Canada) Limited.

Ttre texts for Office Practice 30 (Crade XII) are:

(A) Agnew et al. Secretarial Office Practice. Fifth
Edition. 834. Cincinnati: South-Western Publishinq
Company, Limited.

Worldcook: To accompanv the text.

OR

(B) Gregg, John Robert et al. Applied Secretarial Practice.
Fourth Edition. Toronto: Gregg Publishing Division,
McGraw-Hill Book Company, fnc. , L957 .

Handbook: To accomparry the text.

Measurement. Measurement for final accredi-tation,

in Alberta, is based on three factors in these proportions:

Speed and accuracy 30% (straight copy)
Problem and production Work 60%
hiork attitudes LO"È

Ttre speed and accuracy score is determined from a scale

'Alberta Senior Hiqh School Curriculum Guide for
Business EducaLion. September, L96O, p. 30.



63.

printed in the Guide. fhe scare indicates that the better

of two five-minute tests is used for scoring purposes. A

score of sixty gross words per minute with a maximum of

three errors receives a top score, while a score of

forty-five gross words per minute with a maximum of three

errors is the minimum score which can receive a passing

grade. No indication is gi-ven as to standards of quality

or quan'city of production v¡ork, nor j-s any indication giiven

as to grading work attitudes. No Departmentar examination

is given in Grade xrr tlzpewriting, therefore each school

sets its or,vn examination and marks its own papers-

The Teacher and the Employer" Ttrere i-s no cofirmerciar

teachers' association which meets oftener than twice a year,

but there is a provincial advisory commj-ttee whose membership

includes commercial teachers and business men. Ttrirty-one

students j-n Alberta wrote the NOMA Typewriting Test in

1960.

SASKATCHEI^IAN

Ggneral Information. A complete course in tlzpewriting

has been authorized in saskatchewan for twenty-five vears.
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Ttre Department of Education published a one hundred

nj-neteen-page booklet, A Guide to Technical and Vocational

Courses for Hiqh School and Special Classes, in which

twenLy-one pages v/ere devoted to commercial education.

Tlzpewriti-ng in Saskatchewan j-s a four-year course

beginning in Grade TX, with Grade XII being the final year.

fn Grades XI and XIT the course is listed in the Guide âs,

Tlzpewriting and Office Practice. Ttre Guide has this to say

about the combination of tlzpewriting and office practice:

"In Grades Xf and XfT the tíme required for
typewriting has been increased by one hour in
order to make allowance for units in office
practice in each grade. The combining of
tlzpewriting and office practice^should strengthen
the work in the senior qrades".¿

No separate office practice course is offered.

Olcìectives. General objectives pertaining to personal

development in terms of attitudes and understandings are not

stated as such in the Guide_, but are implied under specific

objectives. Specific objectives are given as to net speed

2a cuide to Technical and Vocational Courses for
Hiqh School and Special Classes. Regina: Saskatchev/an
Book Bureau,. p. 31.
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on strai-ght-copy tlzping, while recommended standards in

terms of words per minute are stated for timdproduction

of letters, of manuscripts, and of tabulations.

Content. The content of the typewriting course and

the office practice course is set out in the prescribed

texts which are:

Moreland, Paul A" Tvpewritínq and Offi-ce Practice. Toronto:
Sir Isaac Pitman & Sons (canada) Limj-ted.

AND

Lessen]¡erry et al, 2OL]n Century Tvpewritinq. Latest Edition.
Cincinnati: South-iniestern Publishing Company, Limited,
1958"

OR

Rowe, ,John L" and AIan C. Lloyd. Gregg Typinq" New Series.
Toronto; Gregg DÍvision, McGraw-Hill Book Co., Inc",
r953.

AND

Moreland, Paul A" Senior Secretarial Practice" Toronto:
Sir rsaac Pitman & Sons (canada) Limíted.

A detailed course outline Ís presented in the Guide, ârld

supplementary material for typing and office practice is

also listed.

Measurement. the system of measurement in Saskatchewan
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differs from that in other provinces in that minimum speed

scores are required for typing letters¿ manuscri-pts, and

tal¡ulations. Achievement at the Grade XII level is measured

by an external, two-hour Departmental examj-nation, which is

set by a committee. The examination for 1960 consisted of

f ive questions, the f irst of whj-ch was two ten-minute speed

tests of the type which gives a score in net words per

minute. OnIy the better of the two tests was submitted by

each candidate f or scori-ng purposes. Íhre percentage value

for this questi-on was thirty-five. A scoring scale for such

tests is provided in the Guide" While ten is set as the

maximum error limit, extra errors mav be allowed and

penalized by lowering the score for each additional error.

Ttre second question on the 1960 examination was a

two hundred and eighty-word letter, a copy of which was to

be addressed to each of two persons. Three minutes were

allowed for reading the instructions and setting the machine.

Ten minutes were allowed for typing the letters. Students

rlùere instructed to retlzpe the letters if tÍme permitted.

The stroke count was given at the end of each line in the

copy so the speed of each student could be recorded in terms
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of words per mi-nute of mairable tlzping. Ttrere was no mention

of a carbon copy or of an envelope" The directj_ons to the

students stated the length of typing line to be used, the

style of letter and form of punctuaLion, as well as the

paragraphing. ltre percentagie value assigned to this

question was twenty.

Question 3 consisted of an Estjmate of Revenue and

Expenditures for a firm. The total number of words was one

hundred and eighty-two. Five minutes !ùere allowed for

planning the tal¡ulatÍon and setting the machine, and ten

minutes v/ere allowed for the tlzping. Directions advised

students to retype the item if time permitted" The materj-al

v/as correctly arranged on the test paper and was to be

copied by the students" As in Question 2, the stroke count

was j-ndj-cated so the typing speed of each student could be

recorded in words per minute of mailable copy. Ttre

percentage value given to this question was twenty"

Question 4 asked for the typing of a table titled,

"Comparison of Branch Expenses, 1959". Five minutes were

allowed for planni-ng and setting the machine and ten minutes
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v\rere allowed for the typing. Thre material was unarranged.

Tkre students vùere instructed to prepare the table, provide

suitable headJ-ngs, indicate certain information by the use

of a footnote, find total-s, and include these totals in

the table" T'l:e stroke count was not given for this question.

Ttrere v/ere approxjmately sixty-six words j-n the tal¡le

exclusj-ve of title, headingis, and totals. No mention was

made of a carbon copy. The emphasis in this question was

on planning, computation, and meaning. The value assigned

was fifteen per cent"

Question 5 was made up of seven sub-questions orr

office practice. The percentage value for this question

was ten, which appeared to allow one mark per arì.swer. The

questions required explanations of the meaning of common

terms ín office practice, or the purpose of certain

procedures. The answers were to be typed.

Tire values for the five cruestions totalled one hundred

per cent. No indication \^/as given concerning the scoring of

the production portion of the examination or of the office

practice.
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Saskatchewan is the onlv province vt¡lch administers a

Departmental examination which sets mínimum speed scores, in

terms of words per mj-nute, in three areas of typewriting.

[hle standards for Lhese speed scores are based on a per cent

of speed on straight-copy typewriting.

Recommended speed standards in Saskatchewan are:

letter rate, forty-five v4rm; manuscript rate, thirty-five

\dpm; tal:ulation rate from eighteen to twenty-four wpm

depending on the difficulty of the material.

Ttre Teacher and the Emplover. Tkrere is a commercial

teachers' association which meets oftener than twice a year,

and there is an advisory committee whose membership includes

commercíal teachers and busirì.ess men. In 1960 no students

in Saskatchewan wrote the NOMA Tlzpewriting Test.

MANITOBA

In Manitoba certain commercial courses, including

the typewriting and office practice course, are currently

under revision, ârrd, therefore, some of the information gì-ven

here may soon be out of date.
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General Information. A complete course in tlzpewriting

has been authorized in Manitoba for thirty-five years. Ttre

Department of Education has pu,blished a one hundred and

ninety-five-page prograÍme of studies for the senior high

schools of Manitoba, of which progralnme eighteen pages were

devoted to the commercial course. Tlzpewriting and of fice

practice are combined in each year of ti:e three-year course

which extends over Grades X, XI, and XII-

Obiectives" General objectives of the commercial

course in terms of personal development are stated very

briefly in the programme of studies" General objectives of

the tlzpewriting and office practice course are also listed

briefly. Specific objectives of typewriting are not listed

although a speed in neL words per minute on straight-copy

tlpewriting is sug,gesteC, â¡rti a minimum speed rate is

stipulated.

Content. The course is outlined in topic form in

the programme of studies" The texts prescribed for

typewri'tj-ng and office practice are:
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Moreland, Paul A" New Course in T¡¡pewritinq. Toronto:
Sir Isaac Pitman & Sons (Canada) Limited, L957.

or

Smith, Harold H. et aI. Iwewritinq Technique.
cregg Publj-shing Di-vision, McGraw-Hill

, Inc., L943.

F. and L' LTean Cameron. Office Practice.
The Ryerson Press, Revised 1956"

Toronto:
Book Co.

Gregory, !ü.
Toronto:

¿.

.MoreIand, Paul
Toronto;
L952.

A. Tvpewritinq and Office Practice.
Sir Isaac Pitman & Sons (Canada) Limited,

Sprott, Arthur F. Office Practice for Stenoqraphers"
Revised Edition. Toronto: Sir Isaac Pitman ç
Sons (canada) Limited.

In the past few years the use of alternative typewriting

texts has been sanctioned. The two typewriting texts most

frequently used as alternatives have been Gregg T¡¡ping and

20th Century Typewritinq, which are the same texts as are

prescribed in Alberta"

Measurement,. Measurement in tlzpewriting at the

conclusion of Grade XII is based on a score in terms of net

words per mi-nute on a speed test of straight-copy tlzpi-ng,

and a percentage score from the speed test. plus a percentage

score from the final production examination. The prograrnme

of studies suggests a minimum speed of fifty net words per
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minute with orre per cent of errors, on ten- of fifteen-

minute speed tests, but adds that a mÍnimum rate of forty

words per minute may be permitted. fhe progralffne of studies

further states that fifty per cent of the final mark should

be given for the speed test, but special instructions issued

in 1960 lowered this to twenty-five ¡:er cent. fhe production

examination is made up of tlzping problems, scored on a point

basj-s" fhere is no Departmental typewriting examination at

the Grade XII level in Manitoba, so each school sets its o\,vn

examination and marks its o\Mn papers. Office practice is

also part of the machines course in Grade xII, in which

course achj-eve¡nent in office practice is measured by mearrs

of a written examinati-on whj-ch gives a point score.

The Teacher and the EmploVer. There is a coflrmerci-al

teachers' assoc j-ation in lVinni-peg which meets appro><imately

once a month, Many teac¡r-ers from the suburbs and neighboring

towns belong to the association and attend the meetings,

while some teachers from distant points are members of the

association and receive the monthly newsletter but do not

attend meetings. llhere is an advisory committee, the

menbership of which includes commercial teachers and
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business men. The local chapter of NOIvIA is very active in

Winnipeg, and is of great assistance to the teachers. Five

hundred and twenty-three students i-n Manitoba wrote r*re NOI"IA

Íypewriting Test in 1960, and three hundred twenty-four

students wrote the Federal CiviJ- Service Tlrping Test in 1960.

ONTARÏO

General Information. A complete course in typewri-ting

has been authorj-zed in Ontario for sixty years - fhre

Department of Education has published a thirty-seven-page

booklet, Curriculum I. and S. B, which outlines the vocalional

commercial course. The designated tlpewriting course, in

Ontario, is a two-year course, completed in Grades IX and X,

or a one-year course studied in Grade X, followed by a

two-year course in office practice in Grades XI and XI.I"

Íh¡is means that at the Grade XI and XIT levels t]. e

typewriting work is part of the office practice course. A

Grade XIII course in secretarial pracij-ce is offered in some

large schools.

Oþjectives. Ttre general objectives of the commercial

course, pertaining to personal development in terms of
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attitudes and understandings, are stated in broad terms in

the introduction to curricul-um f . and s" B. l]re specific

objectives concernj-ng typewriting are lj_mited to achievement

of speed on straight-copy tlzping in terms of net words per

minute- fhe objectives of the office practice couïse are

stated in general terms and pertain to course content rather

than to personar developmenL. rLre bookret also suggests

that approximately three quarters of the time arlotted to

office practice should be spent in practical worl< and skill

development in the typing room or office practice room. A

further suggestion j-ndicates that the remaining one quarter

of the time should be spent in teaching or discussing the

theory of office practice.

Content. Ihe content of the two-year tlzpewríting

course and the two-year office practice course is outlined

in the curriculum booklet in considerable detail. No texts

are prescribed, but the teachers are given freedom in

choosing texts from a list of approved texts. The approved

texts for typewritj-ng and office practice are;

Gregory, W. F. and I-,. Jean Cameron. OffÍce practice.
Toronto: Ttre Ryerson Press, revised f956"



Moreland. Paul A. New Course in Tvpewritinq. Toronto:
Sir Isaac pj-tman & Sons (Canada) Limited , Lg57 .

. Senior Secretarial Practice. Toronto: Sir Isaac
Pitman & Sons (Canada) Limited, revised 1959.

. Typewritinq and OffÍce Practice. Toronto: Sir
Isaac Pitman & Sons (Canada) I_,imited , L952.

Roszell, M" C. and B. H Hewitt. Applied Hiqh Scirool
Typewritinq. Toronto: Gregg publishing Division,
McGraw-Hill Book Co., Inc. , L959"

Hiqh School Tvpewritinq. Second Edition- Toronto:
Gregg Publishing Dj.vision, McGraw-Hill Book Co., Inc.,
195 9.

Seggie, A. P" Basic Typewritinq Toronto; Si-r Isaac
Pitman & Sons (Canada) Limited "

Sparling. AIIan E" Complete Course in Office Practice.
Toronto: Gregg Publishing Division, McGraw-Hilt Book
Co., Inc., 1951.

Stuart, Esta Ross and Evelyn M. Rut1edge. Complete
Typewritinq Course. Toronto: fhe Copp Clark publishing
Co. Limited, L939.

Mejrsurement. Measurement in Ontario differs from

that in other provinces in several respects. Grade xrrr is

the final year of high school, and admj-ssion to Universj-ty

is based upon results of external Grade XIII examinations.

Ttrree Grade xrrf commercial subjects form part of the system

of external examinations. llLrese three subjects are:

Secretarial Practice, Accountancy Practice, êÊd Mathematics
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of Investment. Ttlese courses are outl-ined in a sr¡ecial

booklet, Curriculum S. 24.

There is no Departmental examination at the Grade

XIT level, so each school sets its o\Mn examination and marks

its o\,vn papers. Ho\,vever, the Ontario Commercial Teachers'

Association, which is a very large group, sêts examinations

annually and di-stributes them to the school-s as requested.

Curriculum I. and S. B indicates minimum speed scores as

follows:

Iire minimum net rate of 60 words per minute, with
not more than L/" exror, should be required at the
end of the fourth year of the Secretarial Course.
Grading of speed skill should be based on a series
of tests of at least ten minutes I duration, and noL
on one test only. Thre standard for pupils of the
General Business Course may be five words per
minute lower, and for pupils of the Accountancy
Course, ten words per minute lower, but the same
degree of quality and accuracy should be maintained.3

It seems, then, that a minimum speed or¡ straight-copy typing

is required for each course and that this speed is measured

over a period of time. This means that the final

r Curriculum I. and S. B. Toronto: DepartmenL of
Education,.p. 29.
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examination consists of production typing plus some ques.tions

on office practice.

Itre Grade xrr office practi-ce examination for ,June

1960, wirich was set by the commerciar reachersN Association,

v/as a printed test sjmilar i-n appearance to Departmentar

examinations in other subjects. euestion I was a treasurer,s

report of receipts and expenditures in unarranged form,

requiring the computatj-on of a final bank balance as well

as the planning and tlzping of the report. Ihre value

assigned to this question was fifteen marks. euestion 2

dealt with a letter requiring a carbon copy and an envelope.

The value of this question was also fifteen marks. euestion

3 required construction of a graph and had a value of

fifteen marks. Question 4, which carried a value of twenty

marks, calred for the setting up of an itinerary. euestion

5 exami-ned upon lcnowredge and understandi-ng of forms and

procedures in office practice. [hre value for flris guestion

was thirty-f ive marks. fhe t,otal mark f or the examination

v/as one hundred.

The Departmental examination in secretarial practice
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questions. Question I required tlzpewritten answers

explaining the meaning of fifteen business terms. Question

2 asked for the preparatj-on of a tabulated report indicating

advantages and dj-sadvantages of suggested methods of

reproducing copies of material. Question 3 requested the

preparation of tabulations which would indicate a knowledge

of the duties of a secretary of an organizatj-on and a

l<nowledge of information necessary for setting up financial

statements. Question 4 presented nine probleins which a

private secretary might have to solve in the absence of her

employer. The students \^rere instructed to type their

solutíons to the problems a'rd then compose a letter to the

employer summarizing the matters and the manner in which

they had been handled. Question 5 necessitated a knowledge

of the l<inds of charqes whi-ch miqht be i-ncluded in an

expense account and the type of vouchers which would be

attached" Question 6 asked for the transcrj-pLion of four

letters taken down in shorthand. Thre letters varied in

length and were dictated at an averagie speed of approximately

ninety words per minute in office style dictation. lhe time
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length of the examination was not stipulated and the values

for the questions v/ere not indicated, rn general, the Grade

XïïI examination attempted to measure tle abilitv to solve

a]¡stract problems rather than the ability to solve concrete

typing problems"

The Teacher and the Empfover" The ontario commercial

Teachers' Association is a large group which holds a

convention at Easter, and holds regional conventions in the

fall" fhis association has functloned for many years and

its influence extends over a large part of the provj_nce. one

of its projects is the preparation of Grade xr and xrr

examinations which may be used by schools on an optional

basis- All vocational and composite schools must have an

advisory vocational committee which is appointed to assist

the schoor board. fhe outline of the Grade xrrr secretarial

practice course suggests some part-time office experience as

being part of the course" One hundred and sixty students

j-n Ontario wrote the NOMA Typewriting Test in 1960.
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QUEBEC (PROTESTANT DTVISTON)

Itre syllabus in commercial subjects, in the

Protestant Division of Quebec, i-s under revi_sion at the

present time. The course as outlined for 196O-L961 witl be

presented here, irrasmuch as the only information avaitable

concerning the revised course \^/as the following statement

in a letter from the director of curriculum;

Ttre main difference is that the new course will
not include Offi-ce Practice, which will be taught
as a separate subject. fhe authorized text will
be Tïventieth Century Typewriting by Lessenberry
and others. It will be a three-year course but
may in speclal circumstances be given in two years,
beginning in Grade X.4

General Information" A complete course in

tlzpewriting has been authorized in Quebec, Protestant Division,

for forty-five years. Ttre Department of Education issued a

ten-page syllabus in comrnercial subjects for Grades IX - XI,

which indicated that typewriting is a three-year course

begun in Grade IX and continued through Grade XI, being

4L"tt"r from the Ðirector of Curriculum, euebec,
(Protestant Division) .
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combined with offj-ce practice in Grades X and XI. No

separate course Ín office pract-i-ce is prescribed.

Ob 'iectives " General ob j ectives pertaining to

development of attitudes and understandings are stated

briefly in the syllabus. Specific objectives regarding

achievement in tlzpewriting are limited to straight-copy

speed in terms of gross words per minute on ten-minute speed

tests. The objective in office practice is simply stated as

typing "of office standard" "

Content. The texts prescribed for typewriting and

office practice are:

Moreland, PauI A" New Course in Typewritinq. Torontoa
Sir Isaac Pj-tman & Sons (Canada) Limited , L957 .

. Typewritinq and Office Practice. Toronto: Sj.r
Isaac Pitman & Sons (Canada) Limited, L952.

. Senior Secretarial Practice. Toronto: Sir Isaac
Pitman & Sons (canada) Limited, revised I959"

Roszell. M" C" and B" H. Hewitt. Hiqh School Typewritinq.
Toronto: Gregg Division, McGraw-Hitl Book.Co., Inc.,
195 9.

Sparling, Allan E. Complete Course in Office Practice.
Toronto; Gregg Division, McGraw-Hilt Book Co., Inc.,
1951.
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MeasuremenL. There is no Grade XfI tlzpewriting

course in Quebec, Protestant Division. Since, ho\,vever, the

course is a three-year one, measurement at the Grade XI

level will be descrjlced at this point. Achievement is

measured by a Departmental examination set by one peIson

and reviewed by a committee- Ihre candidatesn papers are

marked by a central commj-ttee. Tlzpes of questions which

may be used for measuring the sl<ills are listed in the

syllal:us.

ftre Grade XI examj-nation in June, 1960, \^/as a two and

one-half-hour examination. Question I was one attempt at a

ten-minute speed test. requiring a mínimum speed of fift'y

gross words per minute. No mention \^ias made of the error

allowance. Ttre percentage value for this question was

twenty. Question 2, valued at twenty per cent, \,vas a letter

of approximately two hundred and fifty words in unarranged

form, with instructions that it be set up, punctuated,

paragraphed, and tlzped with all errors corrected" No

mention was made of a carbon copy oI an envelope. Question

3 requÍred that a table be set up from unarranged material

of approximately ninety words. Students were instructed to
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cenLre and tabulate the information, supplying suitable

title and headings. ltre percentage value for this question

!üas twenty. Question 4, also valued at twenty per cent,

\^¡as a rough draft of a two hundred and forty-word letter

involving the correction of approximately fifty indj-cated

errors. No mention was made of a carbon copy or an. envelope.

Ttre remainder of the examÍnation, worth twenty per cent,

consisted of theory questions. T'l:e ans\^/ers, whj-ch \^iere to

be typed, required a knowledge and understanding of office

practice. The total value of the examination was one hundred

per cent.

The Teacher and the Emplover. Ttrere is a commercial

teachers' association in Quebec, Protestant Division, but the

frequency of its meetings could not be ascertained. There

is no advisory committee which includes commercial teachers

and business men in its membership. No students in Quebec,

Protestant Division, wrote the NOiMA Typewriting Test in 1960.

QUEBEC (CATHOT,IC DTVTSTON)

General Information. A complete course in tlzpewrit.ing

has been offered in Quebec (cattrotic Division) for
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approximately thirty years. Thre Department of Education

has pubrished course out]ines in both French and Enqlish.

Ttre French version of the outline is a three hundred and

eighty-one-page prograflìme of which sixty-six pages are

devoted to commercial work" fLrere is also a thirty-frve page

bookret pertaining specificarry to the regular commercj-al

collrse. The English version of the out.line is a one

hundred and forty-five-page book of which five pages pertain

to commercial courses. The course in typewriting may extend

over Grades VIIT to XI but is generally a two-year course

combined with office practice and offered in Grades x and

XI. Opportunì-ty is provided for an advanced course in

Grade xrr in those schools r¡i: ich are equipped to of fer such

a course. A feature of commercial education whi-ch is unicrue

to the catholic Division of Quebec is a separation of the

training for boys and girls. T'he training for boys is aimed

toward bookkeeping, commercial law, and managerial studies,

while the training for girls is aimed toward crerical worl<,

stenography, and secretarial work. The French-speaking

students are required to be proficÍent in their work in

both French and English, but no such requirement is made of
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the EngJ-ish-speal<j-ng students" For the guidance of marl<ers

and classroom teachers, the Department of Education

publishes yearly a one hundred and thirty-page booklet

containing copies of examinations in all subjects and

desirable answers.

ob jectives, ltre general objectives of the business

education course are clearry stated in the course outrines,

while objecti-ves pertaining to tlzpewriting and office

practice tend to be specific and rerate to achievement in

terms of tlzpewriting proficiency. office practice is noË

Iisted in the English version of the outline, while

typewri'bing is not listed in the thirty-five-page French

version of the outline of commercial courses.

Content. Íhe prescribed English text in typewriting

.l_s:

Smith, C. E. A Practical Course in Touch Typewritinq.
Toronto: Sj-r Isaac piLman & Sons (Canada) Lj_mited,
revised 1959.

No French tlzpewriting text. i-s listed in the course outline,

and no Engrish text in office practice is listed. For boys

the French office practj-ce texts are:
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Belisle, L. A. Le francais des affaires, publication du
Mini-stre des Postes "

Bassett, E, D. and Peter L. Agnew. Filinq Office practice
Set. Second EdiLlon, Cincinnat.i: South-Ï{estern
Publishlng Company"

For girls the French office practice texts are:

Bassett, E. D. and Peter L. Agnew" Filinq Office Practj-ce
Set" Second Edition" Cincinnati: South-lrlestern
Publishing Company"

Gregory, W. F. and L" Jean Cameron" Office Practice"
Toronto: fhe Ryerson Press, revised 1956"

Measurement" A Departmental examlnation, set and

marked by a committee, is administered at the conclusion of

the vocational typewriting course" For the boys, office

practice is combined with the examinations in commercial

l-aw, bookkeeping and commercial mathematics" Answers to the

office practice portion of these examinations require a

knowledge and understanding of the work and procedures of

office practj-ce, and these an.swers are scored on a point

basis" Some of the guestions require the student to assume

the role of a manager rather than that of a tlpist or clerk.

For the girls, office practice is combined with the

examination in bookkeeping. 5he questions in offj-ce practice
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are scored on a point basís, and are similar to those for

the boys but are aimed more toward clerical and stenographic

work. The typewriting examination is a short straight-copy

test consisting of one question which is timed, with the

score given on a percentage basis rather than in terms of

words per minute. lhe score is determined by tJre following

formula:

Total strokes tvped - nlmber of errors x 10 X 100 = x%
Total strokes

Íhe examination in the advanced typewriting course r'vhich may

be offered in Grade xII consists of one letter from

unarrarrged material, requj-ring a carbon copy and envelope.

The letter j-s scored on a point basis"

The minimum speed required at tl.e end of Grade XI is forty

wpm for girls and twenty-five wpm for boys" At the end of

Grade XfI the minimum speed required j-s fifty wpm for girls

and thirty-five wPm for boYs-

The Teacher and the Emplover" fhere is no coÛlmercial

teachers' association in the Catholic Division of Quebec,

but there is an advisory committee whose membership j-ncludes

commercial teachers and busíness men' No sÈudents in the



2Ä

Catholic Division of Quebec wrote the NOMA Tlzpewriting

Test in 1960"

NEW BRUNSWÏCK

General Informatiog. A complete course in typewriting

has been authorized in New Brunswick for fifty Vears. Íhe

Department of Education has published a fifty-page outline

of the commercial course for Grades X, XI, and XII for urban

and regional composite high and vocatj-onal schools of New

Brunswick. The outline indicates that the tlzpewriting and

office practice course is an optional two-year or three-year

course" The course may be considered as having two parts:

Tlzpewriting I, and Tlzpewríting II and Office Practj-ce.

Tlzpewriting I is designed for Grades X and XI, or Grade XI,

while Typewriting II and Office Practice j.s designed for

Grade XII

Ob'iectives" The outline of the course lists eight

general objectives in typewriting and five general objectives

in office practice" fhese objectives pertain to development

of the individual as a future employee. Some specj-fic
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objectives pertaining to tlzpewriting skills are included

in the general objectives" Specific objectives in terms of

words per minute are stated in terms of minimum standards

of achievement for straight-copy tlping, and items

completed on an hourly basis for production typing.

ConLent" The recommended tlpewriting and office

practice texts for the two- or three-year course are:

1" Lessenlcerry et al" 20th Centurv Typewritinq. Seventh
Edition" Cincinnati: South-Western Publishi-ncr
Company, l95B"

or

Rowe, ,John L. and Alan C. Lloyd. Greqg Tvpinq" Second
Edition" Toronto: Gregg Divlsion, McGraw-Hill
Book Co., Inc., 1958.

2. Gregory, !V. F. and L. Jean Cameron" Office Practice.
Toronto: fhe Ryerson Press, Revised 1956"

or

Spar1ing, AIIan E. Complete Course in Office Practj-ce"
Toronto: Gregg Division, McGraw-Hill Book Co.,
Inc", I95I.

3" SmiLh, M. D. Canadian filinq Practice. Toronto: Sir
Isaac Pitman & Sons (Canada) Limited.

fhe course outline gives a suggested lesson schedule for

the tlzpewriting portions of the two--year and the three-year
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course, and also lists suggestions to teachers regarding

the use of textbooks, worlçlcooks, manuals, reference lcooks,

and tests.

Measurement. Measurement of achievement at the

Grade XIf level is two-fold: speed on straight-copy tlping;

ancl a final examination in production typing plus theory

questions pertaining to office pracLice. A minimum speed

on straight-copy tlping j-s stated as forty net words per

minute wi-th an error tolerance of one error per two minutes"

Accreditation depends upon two separate scores; a minimum

speed score on straight-copy tests of ten mj-nutes' duration,

and a "passing" score on the final examination. Each school

sets i-ts orvn f inal examination and marks J-ts o\^/n papers,

but is guided by minimum standards of achievenênt set out

in the course outline" These mi-nimum standards are based

on a time of one hour and are cruoted as;

Business letters of medium length,
v¿i-th envelopes

Envelopes (chain feeding)

Stencils, masters, si-ngle spaced
for 81 x LL sheets

6B

B0 r00

2 - 35

f,Outline of Commercial Course for Grades X - XI
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The Teachetr and the Employer" There is a coÍrmercial

teachers' assoc j-ation, in Nev¡ Brunsv¿ick, known as the New

Brunswick Business Teachers' Association- In manv

localities there are advisorv committees on busi-ness

education v¡hose membership includes both l:usiness men and

commercial teachers" One hundred and sixty-seven students

wrote the NOIviA Typewriting Test in New Brunswi-ck in 1960"

NOVA SCOTIA

General Information. A complete course in typewriting

has been authorízed in Nova Scotia for Lv¿entv-five vears"

Ttre Department of Education has published an eighteen-page

pamphlet entitled, Curriculum Notes, dealing with speci-al

subjects plus scj-ence and French. fhe pamptrlet includes

four pages devoted to commercial subjects" Typewriting in

Nova Scotia is a two-year course which may be offered in

Grades X and XI, or in Grades XI and XII" In order to

receive Departmental recognition in typewriting a student

XfI Urban and Regional Composj-te
of New Brunswick. Fredericton:
Vocational Branch, p. 45"

Hiqh and Vocational Schools
Department of Education,



must also take either shorthand or bookkeeping" The

syllabus outlining commercial subjects does not mention

office practice but answers to the questionnaire Índicate

that office practice is part of the tlzpewriting course in

some cases, and is a separate course in others'

Objectives. General objectives are not stated in

Curriculum NoLes but specific objectives in terms of a

minimum typing speed on straight-copy typing, and a "pass"

mark on a production type of examination are stated"

Content" A new textlcook rental plan is being

instituted in Nova Scotia so suggested textbooks are not

listed in the course outline. A brief outline of content

of the tvuo-year typewriting course is given in the syllal:us.

No mention is made of an office practice course.

Measurement" Measurement of achievement concerns

speed on straight-copy tlping, arrd a minimum mark of

seventy-five per cent on a production t)æe of examinaLion.

There is no Departmental examinatj-on in typewriting so each

school sets its own final examination and marks its o\^/n

papers. A certain amount of guidance is given to the
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schools regardingi measurement. The syllabus states t]-at

the minj-mum speed for straight-copy typing is forty-five

words per minute for ten minutes, with not more than five

errors. Regarding the final examination the syllabus

states:

Tal¡ul-ar tlzping examination--At least five business
forms (including an invoice); one exercise on
tabulation; one long letter to arrange, paragraph,
capitalize and punctuate" pass mark 7S/P

Accreditation, thus, is based on two scoresr" a minimum speed

score j-n net words per minute on straight-copy typing, and

a minjmum percentage score of seventy-five per cent on a

production type of examination. fhe practice varies

regarding giving the speed test on the day of the final

examination"

fhre Teacher and the Emplover" In Nova Scotia Èhere

is no commercial teachers' association whlch meets oftener

than twice a year. An advisory committee whose membership

will include business men and commercial teachers is to be

set up in the near future" In 1960 no str-rdents in Nova

p" 7.
oCurriculum Notes. I{alifax: Department of Education,
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Scotia wrote the NOIvlA, Tlzpewriting Test"

PRÏNCE EDWARD ISLAND

General Informatj-on" A letter from the Ðeputy

Minj-ster of Education, who is also the director of education,

stated that most students in Prince Edward Island ¡,vho seek

commercial traÍning attend Prince of Wales CoIIege, a junior

college at Charlottetown, which is under the control of the

Department of Education. Two regi-onal high schools, ho\,vever,

have recently introduced courses in commerce" TLre two-year

course in commerce has been offered bv Prince of l,{ales

College for thirty years" TypewrJ-ting is taught in Grades

XI and XII. Approxlmately eighty students \^/ere enrolled in

the two-year commercial course at Prince of Wal-es College

in 1959-1960"

Objectives" General objectives of typewriting are

not stated in the Calendar of Prince of Wales Co1legie,

although a specific objective in terms of words per minute

on straight-copy tllgewriting is stipulated"

Can!e_n!. The prescribed typewriti-ng text is:
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Rowe, ,John L. and Alan C" Lloyd" Gregq Tyr¡inq. Second
Edition" Complete Course. Toronto: Gregg Division,
McGraw-Hill- Book Co.. Inc., 1958"

Office practì-ce is part of

a separate office practì_ce

description of the content

appears in the Cal-endar of

text is mentioned"

the t1'pewritingi course. although

course is offered. No

of the offi-ce pract.ice course

Prlnce of I¡'IaIes College and no

Measurement" There is no Departmentar examination

in Prince Edr,¿ard rsland, so prince of wales colrege sets its

o\^/n examinatj-on and marks its own papers. A ten-minute

speed test is part of the final examination and is

adminj-stered on the day of the final examination" The

calendar indicates that fifty words a minute is the minimum

speed required at the end of the second year of typewriting,

and that a "passing" percentage score on the production

examination i-s also required"

The Teacher and the Emplover. There is no commercial

teachers' association which meets oftener than twice a year,

and there is no advisory commj-ttee, the membership of whlch

includes business men and teachers" No students j.n prince
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Edward Island wrote the NOMA Typevøriting Test in 1960.

NEVfFOUNDLAND

General Information" The Department of Education

prrblished a forty-page outline of courses for Newfoundland

schools, of which outline two pages refer to the commercial

course" A letter from the Director of Curriculum stated

that typewriting is authorized as a one-year course which

is taught at the Grade XI level, although two schools have

introduced a two- and a three-year prograilìme respectively"

Obiectives. fhe information in the preceding

paragraph indicates that the authorized course is not

designed to develop typewriting sk1ll to a vocational 1evel

but that progress is being made toward development of a

vocational programme. fhe minimum speed requirement of

twenty words per minute for the one-year course is a further

i-ndicatj-on that the prescribed course is a one-year course

of what may develop into a three-year vocational course.

The objective of the course presently authorized is that i-t

shall r¡rovide an introduction to a vocation.
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content- office practice is part of the tlpewri-ting

course, although in some schools a separate office practj-ce

course is offered" No text is prescribed for typewriting,

but a brief outrlne of topics is presented in the programme

of studies.

Measurement. A Departmental_ examination for the

one-year course is set by a committee and the papers are

marked by a central- committee" A ten-minute speed test is

part of the Departmental examination and is given on the

day of the final examination. Ttre production typing and

office practice portion of the typewriting examination gives

a percentage score" Accreditatíon appears to depend upon

two things: a minimum speed score on straight-copy typing,

and a "pass" percentage score on the production tlzping and

office practice portion of the final examination.

The Teacher and the Emi:l-over" rn Newfoundland there

is no commercial teachers' association which meets oftener

than twice a year, and there is no advisory conmittee, the

membership of which includes business men and commercial

teachers. No students in Newfoundland wrote the NOMA,
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Typewriting Test in 1960"

In order to make compari-sorrs ¡ the information

contained j-n this chapter has been condensed in tabular

form and presented j-n the following chapter"
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COMPARISONS, CONCLUSIONS, AND RÉCOMMENDATIONS

COMPARISONS

General Information. A complete course in

typewriting has been offered in Ontario for as long as

sixty years, while in Newfoundland a complete course j-s

not yet offered" fhe approxÍmate number of years in which

a complete course in typing Ïras been offered in the various

provinces is shown in Table I"

TABLE Ï

NUMBER OF YEARS IN WHTCH A COMPI,ETE COURSE IN TYPING
HAS BEEN OFFERED IN CAT{ADIAIS PROVINCES

Province Number of Years

British Columloia
Alberta
Saskatchev/an
Manitoba
Ontario
Quebec (Protestant Division)
Quebec (cathoti-c Division)
New Brunswick
Nova Scotia
Prince Edward Is1and
Newfoundland

50
40
30
35
60
45
30
50
25
30

Not yet
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ff¡e amount of space devoted to vocati-onal commercial

education in the publications of the Departmentsof Education

varies from two to one hundred and eighteen pages" Table rr

shows the number of pages devoted to descriptions of

vocational commercial courses in each province"

TABLE II

AM.OUNT OF SPACE IN DEPARTS{ENT OF EDUCATION PUBLICATTONS
ÐEVOTED TO DESCRIPTTONS OF

VOCATIONAL COMMERCTAL EDUCATION

Province Number of Pagies

British Columbia
A]berta
Saskatche\,van
Manitoba
Ontario
Quebec (Protestant Division)
Quebec (catnolic Division)
New Brunswick

1IB
32
2L
1B
37
t0

r00
50

Nova Scotia 4
Prince Edv¿ard Island 5
Newfoundland 2

The length of the vocational tlzpewriting course

varies from the one-year inLroductory course in Newfoundland

to the four-year courses offered in Saskatchewan and Ontario"
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Nova scotia and Prince Edward rsland offer two-year coursesr

and the other provinces, British Columbia, Alberta,

Ivlanit,olca, Quebec (Protestant Division), euebec (Cathotic

Di-vision), and New Brunswick off,er three-year courses.

lhrere is no lndication that the course in anv

province varies to any appreciabre extent from the usual

one-period-per-day, five-days-per-week plan. fhe vari_ous

combinations of tlzpewriting and office practi-ce in the

different provinces made impossible an exact comparison of

the amount of time devoted to typewrj_ting.

AIl provinces offer courses in typewriting and

courses Ín offlce practice, but they offer them in different

combinations' British columbia offers: two courses in

Grade Xf , tlzpewriting, and one of clerical practice or

secretarj-al practice; and tv/o courses in Grade XIf , office

practice, and one of clerical practice or secretarial

practice. Alberta offers: two courses in Grade XI, typing,

and office practice; and two courses in Grade xfr, tlzping,

and office practice" Arl other provinces offer one course

each year, È1zping, or t1z¡gj-ng and office practice, except
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Ontario where the course is 1isted as office ,practice in

Grades XI and XII"

rn canada grade placement of vocatlonal- typewriting

does not forlo\,v a consistent pattern. Reasons for the

lack of pattern include these: (l) the course varies in

length in the different, provincesi (2) the course is begun

in different grades; (3) the combination of tlpewriting and

off ice practice differs; and (4) a certaj_n amount of

freedom in grade placement j-s permitted v¡ithín some

provinces" Table rrr summarizes the information given on

grade placement of subjects and the combj_nation of

tlzpewriting and the related practice course ln each province.

TABLE IIT

GRADE PLACE}4ENT
OF*"*.tm* *" *""-ï 11*

Prov" Grade IX Grade X Grade XI Grade XII

B, C, Typing Typing and Office practice
one of and one of
Clerícal Clerical Practice
Practice or

or Secretaríal
Secretarial Practice
Practice
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TABLE III (Continued)

Prov" Grade IX Grade X Grade XI Grade XIf

Sask" Typing Typing Typing Typing and O"p.
and O *P.

Man " Typing Typing
and O.P. and O.P.

Typing and O.P.

OnL" Typing Tlzping Office Office practice
Practice

Que" Typing Tlping Typing Nil
Prot. and O,P. and O.P.

Que" Tlpj.ng Typing Tlping Typing and O"p.
Cath" (Optional) and O*P" and O.p. (i.n some schoots)

Al-t.a.

N. B.

N- S.

P- E. ï.

Nfld.

Typing Typing
OffÍce
Practice

Typing Tlpj-ng

Typing Typing
and O.P.

OR
Typing

TYPing

Typing
and O.P -

Tlping
Office Practice

Typing and O,P"

Typing and O.P,

Typi-ng and O.P "

Nil

No mention of prognostic tests in tlpewri-ting can be

found in the publications of the Departments of Education
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in Canada"

Obiectíves. fhe objectj-ves of vocational tlpewriting

are of two tlzpes: general objectives, pertaining to

personal development in terms of attitudes, underst,andings,

and personal relations; and specific objectives, pertaining

to achievement in tlpewriting in terms of maitable words

per minute, or mailable iteins typed per hour.

The general obj ecti-ves of tlzpewriting and off ice

practice are clearly stated in the programmes of some

provinces, are implied in others, and are lacking in several"

Tne overall objective in all provinces, whether stated.

implíed, or assumed is to prepare students to secure and

hold beginning office positions and to advance in these

positi.ons.

The specific objectj-ves for the final year of the

course are clearly stated in all provinces in regard to a

minimum m^G)m score on straight-copy t1'ping. These minimu.m

rates rangie from forty to fifty nv/pm. The specific

objectives regarding ,r:roduction typing are not so clearly

stated" In the matter of quality of t1'ping most provinces
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indícate some standard of mailal¡ility, but concerning

quantity of tlping only Saskatchewan and New Brunswíck

indicate an objective in terms of mailable words per minute

or number of mailable items t1'ped per hour"

Íhre general objectives of the office practice course

are listed in the course outlines of British Columl¡ía and

of Alberta, where separate offj-ce practj-ce courses are

offered, In New Brunswick, where typevrriting and office

practice are combined into one course, general objectives

are listed j-n the outline, but in other provinces Lhe

objectives of the office practice course tend to stress the

understandlng of information and the appli-cation of typing

sklll "

Content. In order to make a comparíson of the

content of Lhe tlzpewri-ting courses, the v¿riter examj-ned the

tlzpewrit.ing texts and the governmental publications, in

terms of : (1) the six major areas of tlzpewriting listed

on page 49 of this study; and (2) the common typewriting

tasks listed on page . A comparison of the course

content indicated that all provinces offer courses which
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include work in the six major areas of typewriting, and

also incrude the common typewriting tasks" fhe typewriLing

texts prescri-bed or authorized in the various provinces

are summarized in Table IV"

ïn order to make a comparison of the content of the

office practice courses the wrlter reviewed the texts and

the course outlines, using as a frame of refererrce the

topical outrine of the office practice course for the

province of British columbia. Arthough the information on

office practice lvas meagre in the course outrines of some

provinces, the informatÍon contained in the texts indicated

a crose consistency of course content from one province Ëo

another. rhe main difference is one of ti-me alrotment. rn

British columbia and Arberta, where a separaEe course in

office practice is offered in Grade XI and XII¡ rnorê time

is accorded to office practice" Tabre v lists the prescribed

or autïrorized office practice texts"

No reference could be found in course outrines of a

co-operative business occupations programme in canada, except

in the secretarial course for Grade xrrr in ontario, where
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TABLE IV

TYPEúIRITTNG TEXTS, PRNSCRTBED OR APPROVED
IN CANADA
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TABLE V

PRESCRÏBED OR AUTHORIZED OFF]CE PRACTICE ]EXTS
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XX

X

X

X

X

X

X

XX

X

X

X

XXX

New list not ready, ol_d list not quoted

IrTo office practice prescri-bed

NfId" No office practice text in the one-year course.
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part-time experíence in a business offi-ce is a suggested

project. The writer is of the opiníon that indlvidual

schools i-n other provinces do conduct a worl<-experience

prograrûne, although no mention of it was found in the

course outlines.

Measurement. In provinces where measurement is

conducted, at the end of the fi-nal year of the coursen on

a school basis¿ rro at.tempt was made by the writer to secure

copies of examinations. rn provinces where Departmental

examinations are administered, the writer secured copj.es

of 1960 final examinations and incruded an analysis of them

in t].e description of the course j-n the provinces concerned.

Tabl-e VI shows which provinces adminj_ster Departmental final

examinations and which, school examinations.

Final examinations have certain sÍmilarities across

Canada" A minimum score in nwpm on a straight-copy speed

test i-s part of the final examination in all provinces, in

spite of the fact that research studies and the opinions of

experts indj-cate that tire use of a nwpm score is not a

justifiable measure of vocational competence.
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TÃBLE VI

F ÏNAL EXAIiIINATION--SCHOOL OR DEPARTI4ENTAL

Prov" School Exam Departmental Exam

Papers Marked prepared or papers Marked
by Classroom Approved by by a Central

Teachers Committee Marking

: Committee

B. C- x x

AIta.

Sask.

Man "

Ont"

Que.
Prot.

P, E" I. X

Nfld"

:X X

X

A

X

x

X

X

AA

Que. x
Cath

N. B.

N" S.

X X

ft fhe Ontario Teachers' Association prepares and distributes
an examination for optional use. The candidates' papers
are marked in own schools by classroom teachers"

frft Departmental examinations are administered in Grade xrrr
in secretarial practice¿ accountancy practice, and
mathemati-cs of investment,
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Pi:oduction typi-ng forms the main portion of the

examination in all provinces. rn saskatchev¡an a mj-nimum

score is required of all- students in terms of words per

minute for letters, tabulations, and rough drafts. rn New

Brunswick, although each school sets its ov/n examinations

and marks its o\^/n papers, the course outline offers some

guidance in measurement regarding the desirable number of

items to be completed per hour, In other provlnces the

production portion of the final examj-nation is scored on a

point basis. British columbia is currently conducting a

research prograflìme j-n tlpewriting"

fhe offi-ce practice portio.n of the final_ examination

in British Columbia, Saskatchewan, eu.ebec, and. Ontario tends

to measure the extent of knor,vledge and understanding of

termsr procedures, and the informational parts of the course.

The final examinati-on makes no attempt to measure the extent

to which the general objective of personar development has

been attaj-ned" fn Alberta, although no Departmental

exami-nation is administered, the course outllne stipulates

that ten per cent of the final mark must be used as a basis

for indicating desirable work habits " Tabre vrr shows the
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t]æe of f i-nal examination gi-ven in each province,

fhe comments of the wrlter in regard to examinations

j-n the various provinces are based on a limited knowledge

of the tlzpes of examinations administered. The Departmental

examj-nations for 1960 were analyzed because this was the

only year for which copies of examinations v/ere secured

from the four provinces which administer final Departmental

examinations, British Co1umbia, Saskatchev/an, Ontario, and

Quebec.

The Teacher and the Emplover. This section was

intended to indicate the liaison between the schools and

business " rf co-operatj-on betv¿een teachers and employers

is to be achieved on more than an individual basis, it must

be accomprished through groups. The writer ascertained

that at the present time in only six provinces: British

Columbia, Saskatche\,van, Manitoba, Ontario, euebec

(Protestant Dj-vision) , and New Brunswick are there commercial

teachers' associations which meet oftener than twice a

year. Six provi_nces: Brj.t.ish Columbia, Alberta,

Saskatchê\¡/ãrrr Manitoba, Ontario, and New Brunswick have
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advisory commj-ttees whose membershlp includes business men

and commercial teachers" Nova scotia is planni-ng to set up

an advisory conìmittee in the ïlear future" Table VrIr shows

the exi-stence of commercrar teachers' associati-ons and

vocational advisory committees in Canadian provinces.

TABLE V]II

COMMERCIAL TEA,CHERS I ASSOCIATION
AND

VOCATIONAL ADVISORY COMM.ITTEE

Province Commercial Teachers, Vocational
Association Advisorv Committee

B. C.

Alta.

Sask.

Man"

Ont"

Que"
Prot "

Que "

Cath "

N" B.

N, S,

X

0

X

X

X

X

X

X

\¿
l\

X

x

0

0

in some cases

to be set up

0

0
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TABIE VTII Continuied

Province Commercial Teachers' Vocational
Association Advisorv Committee

P- E. I"

NfId"

X represents "yes"
0 represents "no"

Ttre local chapters of NOMA (ltrati-onal Office Management

Association) sponsor the Noma Business Entrance Tests each

year j-n various cities" Ttre Noma Tlzpewriting Test is a two-

hour production typing test, with no straight-copy speed

test. T'l:e number of students in each province who wrote the

Noma Tlpewriting Test in 1960 is shown j-n Tabl-e IX. It is

not known w-hether these v/ere Grade XII students or Grade XI

students, lout. it ì.s probable that the majority of them v/ere

Grade XII students.

CONCLUSTONS

General Information" Ttre length of the three-year

vocational tlzpewriting course offered in British Columbia,

0

0

0

U
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TABLE TX

NUMBER OF STUDENIS TN EACH PROVTNCE hTHO I,{ROTE
NO}4A TYPEIVRITING TEST TN 1960

Province Number of Students

British Columbia
A]berta
Saskatchev/arr
Manitoba
Ontari-o
Quebec (Protestant Division)
Quebec (cathotic Division)
New Brunswick
Nova Scotia
Prince Edward Island
Newfoundland

Alberta, Manitoba, euebec, and

with the findings of research.

JI

523
160

L67

Ne\^/ Bru-nswick- ìs in âcrl-êêmên{-

l*re McCoyl study concluded

that a two-year course ls not rong enough to develop the

necessary typewriting skilrs. rf tvøo years is not 10ng

enough to develop these skills, then two years is not long

enough for the development of typewriting skills plus the

deveropment of desirabre attitudes, adequate understandings,

rMcCoy, _g!.. cit., p" 962.
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and satisfactorv personal relations which are stressed in

the office practice course.

Part of the time scheduled for tlpewriting is

frequently used for office practíce and shorthand

transcription, so the amount of tjme actually devoted to

typewriting could not be ascertained, but j-t seems to

approximate one-period-per-day, fi-ve-days-per-\^/eek which

Yuen2 said was the usual plan.

The amount of time actuallv devoted to office

practice could not be determined for all provinces, but

Brj-tish Columbia and Atberta, by offering a separate office

practice course in Grades XI and XII, accord more time and

attention to thj-s portion of the vocational t1'pewrÍting

course than do most other provinces. Saskatchewan has

increased the amount of tj-me devoted to the typewriting

prograrnme to allow for work in office practice.

Grade placement of vocational typewriting j-n aII

provinces except Nova Scotia, Quebec (Protestant), and

2Yuen, loc. cit.
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Newfoundland is Grades X to XII i_nclusive, while in

saskatchev¿an, ontario, ârid euebec (protestant and catholic)

tYping is al-so offered ln Grade IX" The literature indÍcates

that the course is usualry offered in the final year of

high school, so grade placement in canada is appropriate.

No mention of prognostic tesLs in tlzpewritì-ng can be

found j-n the publicatj-ons of the Departments of Education

in canada. fhe writer is of the opinion that the omission

of any reference to prognosis is due to the fact that

typewriting is a compursory course at some lever of the

vocational busj-ness education programme in alr provinces.

The rj-terature implies that tlping is a continuum from a

skill which has little correlation with interrigence, to

an applied skill, the application of which bears a

reratively high correration v¡ith intelrígence. ,fobs, too,

according to Tonne,3 form a continuum from routine jobs,

requiring little, if any, tlzping, to responsible jobs

requiring speedy solutions to complex tlzping problems. If

thj-s is so, then some skill in typing appears to have a

JTonne, oÞ. cit., p" 162"
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vocational advantage over no knowledge of typing.

Lessenl¡erry4 and stroops 
"orr"luded that interest or desired

to l-earn is very important in achieving competence in

tlzpewriting" The fact that typing is a compulsory course

poses a problem for teachers who must try to develop a skilr

in students who have little desire to master the skil_l-.

üihere student-interest is lacki_ng, perhaps the most the

teacher can do is to try to develop correct techniques as

a basj-s for the development of proficiency i-n post high

school years when interest may become a motivating factor.

Post high school proficj-ency might be deveroped through the

use of televisi-on,

obiectives" The main general objectÍve of vocational

typewriting in Canada is stated or implied as being to

develop in students those characteristlcs and competences

which r'''¡i11 enabre the students to secure and hold beginning

office positions and to advance in these posj-tions" This

overarl objective is in agreement with objectives mentioned

4lesserrlcerry, loc. cit.
tr^,JStroop, .cp.. cit. , p" 334.
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in the literature. but it is not stated as clearlv as

i-t should be in some programmes of studies.

speci-fic objectives regardlng speed in terms of net

words per minute are crearly sÈated in all provinces.

Balsley6 and crawfordT stated that the net-words-per-minute

scoring method was not valid for measuri-ng vocational

competence, whire Russon and i¡ianous8 and Tonne9 point out

that scores in net words per mlnute may be used in the class-
room to stimulate interest, provide incentive, and act as a
measure of individual improvement, but should not be used

to indicate the extent of competence in vocatlonar type-

writj-ng- ïn most provi-nces speclfi-c objectives for
product,Íon work are indicated in terms of quality of work,

but only in sas]<atchewan and New Brunswlck are specific
objectives lndicated in terms of quant.ity as welr as quality

of work typed. fhe riterature states that, while standards

6ea1sley, -cp,, cj-t., p. 15,

TCrawford, oÞ: cit., p. I95.
BRusson and Vfanous, -g!." cit., 386 , 3g4,

9Tonne, gp. cj-t., p. L64.
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in production v¿ork are nebulous as yet, some production_

rate objectives should be suggested as being appropriate

for the dífferent courses.

ïn British columbia objectives are tisted for each

unit of the offj-ce practice course, but in other provinces

the objecti-ves of offlce practice tend to refer to appli_ed

tlpewriting only" personal development and personal

relations form part of the office practice course ¡ so ob-

jectives pertaini_ng to them should be listed.

content" Thre course content of vocational typewriting
i-s similar across canada. rn each province the course

incl-udes: (r) work in the six major areas of tlzpewritinq;

(2) the common tlzpewriting tasks; and (3 ) the dutj-es of
general clerks, Course content is, therefore, in agreement

with recommendatlons made in ttre pertinent literature.

Measurement" In regard to straight_copy typing,

measurement is similar in the various provinces of canada,

but i-s in contradiction to recommendations from research.

All provinces set a minimum speed in net words irer mi-nute

on straight-copy typing as one of the requirements for
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certifj-cation in vocational tlpewriting, but research

studies and experL opinion state that such a score is not

a valid measure of vocationa] competence.

In production ty¡9ing, evidence was not obtained

from aII provinces, but the examinatÍons in Saskatchewan

and New Brunswick appear to bear a closer relationship to

the recommendations made in research studies than do the

examinations in other provinces. Saskatche\^/an require,s

that students equal or surpass minimum speeds on letters,

tabulations, and manuscripts, while Nev¿ Brunswick suggests

minimum speeds in terms of items completed per hour for

Ietters, envelopês, and stencils. A conclusion regarding

the appropriateness of the speeds required in Saskatchewan

could not be reached because the timing period in this

province included only the time devoted to typing, whereas

the speeds quoted in the literature are based on tests

which include many nontyping but associated activities in

the timing perÍod" The course outline for New Brunswick

gave no indication of what activj-ties v,/ere to be included

in the timing period, so no conclusion regarding the

approSrriateness of the su-ggested speeds could be made"
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In office practice measurement. tends to emphasj-ze

the understanding of terms and procedures as well as the

applícation of typewritlng skill. Only in Alberta j-s part

of the final score assigned to personal development" The

Canadian survey, f0 reported in 1951, disclosed that

fifty-flve per cent of the employers participating j-n the

survey contacted schools in order to obtain j-nformation

concerning students in the areas of personalì-ty, character

and suitability for the partj-cular posit.j-on, and yet

schools are not including appraisal in these areas ín the

office pract,ice course whic}. deals specifically with these

topics.

Ttle Teacher and the Employer. Kteiner, ll LÍguori, 12

and Lanhaml3 recommend.ed closer co-operation between educa-

tj-on and business, Co-operatíon could be achieved through

groups such as commercj.al teachers n ass,fciations worklng

with NOivIA and other assoclations of busi-ness men and women"

IOa Report of the Canadian Research Committee or¡
Practical Education, op" cit", p, 5"

llKleiner, loc, ctt.

l2l,iguori, loc. cit"

I3lanhamr loc. cit.
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In only six provinces, ho\dever, British Columbia,

Saskatchelvan, Manitoba, Ontario, Quebec (protestant) and

New Brunswick are there associations of commercial

teachers which meet oftener than twice a year" only six

provinces, British Columbia, Alberta, Saskatchewan,

Manitoba, Ontario, and New Brunswick have advisory

committees whose membership includes teachers and business

men- The local chapters of NOMA are wirllng to sponsor the

No¡{A Business Entrance Tests each year, but in 1960 only

four provinces, Alberta, Manitoba, ontarlo, and New Brunswj-ck

participated in the ritrol4A Typewriting Test. nhose provlnces

in which there are commercial teachers' associatlon and

advlsory committees whose membership includes commercial

teachers and business men have a basls on which cl-ose

co-operation between business education and business could

be established.

RECOMMENDATIONS

The purpose of this study was to survey the vocati-onaL

typewriting course in the high schools of Canada and to

discover whether the course incorporated findings of
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recenL research" Ttre conclusions reached indicate that

in certain respects; length of course, grade placement,

scheduling, objectives and content, the course is in har-

mony with recoÍrmendations contaj-ned in the literature but

that in some respecLs, such as measurement and the link

with employers, the course is in contradiction to

recorìmendations substanti-ated bv research.

Analyses and comparisons of data give rise to the

f ollowing reconmendations :

General Information"

(1) fhe three-year course offered in British

Columbi-a, Alberta, Manítoba, euebec (protestant Di-visi_on),

and New Brunswick should be considered as being adequate

and practical.

(2) More attention shourd be given to the personar-

development portion of the office practice course in all
provinces other than British corumbia and Alberta.

Ob'iectives.

(1) A clear and separate listing of the objectives

of typewriting and of office practice should be given in
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the course outline.

(2) Thre specific objectives for the finat year of

tlzpewriting should be stated j-n terms of Net productíon

Rate a Minute (N-pne¡¿) for letters, tabulations, business

forms and fill-ins, and manuscripts.

(3) The objectives for straight-copy typewriting

shourd be considered as classroom objectives used for

individual motivation, not as objectives for vocational

competence "

Content.

(1) rhre course outli-ne should include information

regarding films and film strips appropriate for each year

of tlzpewriti-ng and office practice. such information

should include title, brief description of content, and

source from which films or film strips may be obtained.

(2) rnvestigations should be commenced or renewed

into establishing a co-operative school and office ex-

perience progralnme,

Measurement"

(1) speed tests scored. in nwpm should be considered

as crassroom measu.res used for indi-vidual motivati-on.
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be used to measure

vocational competence.

(3) Departmental

by a committee, should be

of the fj-nat year of the

following features:

examinations, sêt and marked

admi-nistered at the conclusion

course, and should include the

a. fhe examination should be at least a two-hour
examinati-on.

b" of the four major areas of typewriting, (retters,
tabulations, busÍness forms and fill-ins includ_
ing legal documents, and manuscripts) three areas
should be tested each vear.

c- lhe length of test in each area should be thirty
minutes.

e.

Each item of tlzping shoul_d be short so that in
addition to tlzping skillr rnêri1z related skills
such as readj-ng and following instructions,
making necessary computations, handling supplies,
and making machine adjustments, could be tested
during the thirty minutes,

Carbon copies shoutd be required of a1l items
of whlch carbon copies are usually required in
offices.

ftems whj-ch are usually written in longhand in
offices, should be written in longhand on the
examinatj-on. Such items include receipts,
deposit slips, and telephone messages"

Envelopes should be required for all letters-

Problems should be presented to students on the

9"

h
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examination in much the same form used in
offices, i.e. some tabulations from un-
arranged material, some ltems from rough
draft, and invoices to be typed from purchase
orders "

i- The penarty for each deviation from instructions
should be a fj_fteen-word penalty rather than
disqualification, Lf. the item could otherwise
be made mailabl-e.

j " Disquallf j-cation of an item should be reserved.
for items containing uncorrectible errors.

k. "Tudgment as to what constitutes an error should
be based on rules governing production tests,
such as the NoI,tA Tlzpewriting Test, rather than
International Rules for speed tests. It must be
remembered t}.at standards of quality vary from
office to offi_ce and from situation to situation
w^j.thin a single office so a cert.ain amount of
intelligent subjective judgment is required"

t" Some of the marks for office practice should be
allotted to personal development as recorded
throughout the year"

m" Records should be kept pertaining to personal
development and students should be informed
pri-vaLely of areas in whictr lmprovement .i.s de-
sirable.

(4) fhe central marking committee should prepare

recommendations arisl.ng from the marking, and the Department

of Education should distribute these recommendations to all

commercial teachers i-n the province.

Many of the reconrmendations regarding measurement
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might be summed up in a statement by Clem who saj-d:

" The tjme may not be f ar a\,vay when speed in typj_ng will

mean rate on a designated type of production work.,,14

Íhre Teacher and the Emplover"

(1) Conslderation should be given to the formation

of commercial teachers u associations in provinces where no

such associatlon now exists,

(2) Advlsory committees composed of business per-

sonnel and business educators should be establlshed in all

provinces.

(3) Research should be conducted with the co-

operation of business groups to determj-ne standards j-n

N-PRJ\M on letters, taÏ¡uratiorrs, business forms and filr-ins,

and manuscripts on thirty-minute tests of each arêèr for

experienced and for beginning tlzplsts" Such a research

project is already being planned by the Manj-toba commercial

Teachers' Assoclation and the Personnel Association of

Greater lVinnipeg.

l4,lane E. Clem, TechniqJ:es of Teachinq T\rpewritinq,
Second Editfon, Toronto: cregg Publish.j-ng Ðivision,
McGraw-Hill Book Company, Lnc., L959" p. 299"
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(4) Employers should be encouraged to report to

schools the adjustment and progress of employees who have

recently left hlgh school" fhrough the comblned efforts

of The Manj-toba Commercial Teachers' Association, Ttre

Personnel Association of Greater Winnipeg, and the Winnlpeg

office of the Natlona.J. Emplolment Service plans for re-

portlng system are presently under conslderation"

SUMI4ARY

A complete course in typewritlng has been offered

in Canada for many years" fhe Department of Education in

each province prescriJces the course and authorizes or

approves the use of certain textbooks. IIhe usual length

of the course ls three years duri-ng part of whlch time

office practice is comblned with typewriting. The major

objective of the typewriting course in all provinces,

except Newfoundland, ls to prepare students to secure

beginning office positions and to advance ln these positions"

The content of t}.e courses ln typewriting and office

practice is similar in all provinces and includes the

typing and related tasks suggested ln the literature,
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although some weal<ness 1s apparent in the time and attention

glven to personality development. Five provinces administer

Departmental examinations at the conclusion of the course,

while in five provinces each school sets and marks its

own examination. A minimum speed in terms of net words per

minute on a straight-copy test i-s part of the requirements

for accreditation in all provinces, although the llterature

states that thls tlzpe of test Is not valid for measurlng

vocational typewriting competence" Only Saskatchewan and

Ne\^/ Brunswick state minimum reguirements on productíon

typing in terms of words per minute or Ítems completed per

hourr ãs is suggested in the literature. Ihe Ontario Grade

XIII examlnation i-n secretarial practice stresses the

solution of problems of an abstract nature rather than mere

typing problems. In six provinces there are associations

of ccrnrnercial teachers and In six provinces there are

advisory committees, the membership of which includes

teachers and employers.

In general the data presented in this report indi-

cate that regardi-ng the length of the course, grade

placement, objectives, and content, vocational typewriting
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in Canada bears a close relationship to recommendations

made in recent literature; but that regardingi measurement

and the liaison between teachers and employers improve-

ments could and should be made if the major objectj-ve of

the course is to be achieved"



133.

BTSLIOGRAPHY

BOOKS

Barr, Avril S., Robert A. Davis, arrd Palmer O. ,Johnson,
Educational Research and Appraisal, Chicago: J" B.
Lippincott Company, 1953 "

Best¿ John W" Research in Educat=Lon. New Jersey;
Prentice-Ha1l, 1959 "

Campbell. Ttlilliam Giles. E-orm. and Stvle in Thesis I,frit.inq.
Boston: Houghton Mifflin Company, L954.

Clem, Jane E" TeghnLgues of Teaching Tvpewritinq, Second
Edition" Toronto: Gregg Fublíshing DivÍsion,
McGraw-Hill Book Companyn Inc", L959"

Festinger, Leon and Daniel Katz" Research Methods in the
Behavorial Scienc.es, New York: Dryden Press, 1953,

Finch, Roberi: (ed") " Appraisinq Businegs Education" Tl-e
Amerj-can Business Education Yearbool<, Volume III.
Somerville, New ,Tersey: Somerset Press , Inc. , L946 "

Good, Carter V., and Douglas E. Scates" Methods of Research.
New Yorl<: Appleton-Century-Crofts, Inc., L954"

Hardaway" Mathilde, and fhomas B. Maier, Tesle and
Measurements in Business EducaL.ion, Second Edition.
Cincinnatis South-lVestern Publishins Co., L952.

Hillway. Tyrus. Introductiog to Reseaåch. Boston:
Houghton Mifflin Company' L956"



L34-

ramb, Marion M" Your First year of Teachi-nq Tvpewritrnq.
Cincinnati: South-lrlestern publishing Company, Lg47 "

Rowe,, ,rohn L", and Harry Huffman (ed.). curricurum patterns
in Business Education" fhe American Business Ed.ucation
Yearbool<, Volume XIII. Somerville, New ,-Tersev:
Somerset Press, Inc., 1956"

Rummel, ,f" Francis. An rntroduction to Resgarch procedures
in Education- New York: Harper & Brothers, pul¡li-shers,
1958 "

Russon, Allien R., and. S. J. I¡Ianous. philosophy and
Psycholoqv of Teactrinq Typewritinq. Cincinnati:
South-Western Publishing Companyr 1960"

Tonne, Herbert A. PË.inciples of Business Education"
Toron-to: Gregg PubrÍshing Division, Mccra\¡i-Hill Bool-"
Companyr Inc", L947 "

Tonne, Herbert 4., EsteLle L. Popham" and M. Herbert Freeman.
Methods of Te.achinq Busines_s Sl¡þ jeçËs. Toronto; Gre-og
Publishing Division. McGraw-Hill Bool< Company. Inc."
L949"



'l?tr

REFER"ENCE BOOI(S

Buros, oscar Krisen (ed") " The Fourth Mental Measurements
Yearbook" New Jersey: Gryphon press, 1953"

fhe Fifth Mental Measurements yearbool-,. New
r-Tersey: Grlzphon Press, 1959.

Harris, chester vüirlj-am (ed"). Encycropedia of Educational
Research. Third Edition. New york: MacMillan company,
1960"

Munroe, Walter Scoit (ed"). Encyclopedia of Educational
Research. New Yorl<: MacMillan Company, L952"

MONOGRAPHS

Bals1ey, Irol WhÍtmore, A Study. of. lhe Velidity of Some
Methods of Measurinq straiqhttopy Typinq skilI" . Rr¡ston:
Ðepartment of Business and Economic Research, School of
Business Administrat.ion, Louisiana Polytechnic Institute,
L956.

canadian Educat.ion Association" Educat.ion for office
vüorkers. 206 Huron street, Torontos A report of the
canadian Research commit.tee on practical EducaLion, 1951"



136 "

PÜBLÏSHED THESES

Brehaut, Ìrlillard" A Quarter Century of Educational
Research in canada. ph. D. dissertation, uni-versitv
of T'oronto, 1958.

Canadian Educatj-on, Offi_cial publication of
the canadian Education Association, ilune 1960, pp " 4L-84"

UNPUBLISHEÐ TTMSES

Crawford, fhomas James. "!Ihe Effect of Emphasizlng
Production Typewriting contrasted v¿ith speed Typewriting
in Developing Production Typewritlng Ability"', ph" D.
dissertatlon, University of pÍttsburgh, 1956"

Futch, stanrey Kazmere. "An Analysis of the Factors Affect-
ing success in the Teaching of Typing in Rural schools.',
Master's thesis, University of Manitoba, L}S .

MANUAT,S

LessenJcerry, D" D', and T. ,James crawford" Manual for 2oLh
Century Tlzpewriting, Fifth Edj-tion" Cincínnatj-:
South-!{estern publishlng Company, Ljmited , L947.

Manual for 20th Century Tlzpewriting, Seventh
Edition. cincinnati: south-üIestern publishing companyr
r9s9 "



L37.

Loso, Foster !V", and Peter L. Agnew" Manual for Clerical
Office Practice, Cincinnati: South-Vüestern Publishing
Company.

" Manual to Secretarial Office Practice, Fourth
Edition" Cincinnatia South-Western Publishing Company"

Rowe. ,.Tohn L", and Alan C. Lloyd" Manual for Gregg Tlping,
Second Edition" Toronto: Gregg Publishing Division,
McGraw-Hj-Il Bool< Company, Inc., 1960,

PERIODICALS

The Balance Sheet" Cincinnatj-: South-Western Publishing
Co"

Crawford, T" James. "Teaching Typewriting by Televisj-on,"
The Balance Sheet. (February, 1960), pp. 244-246, 253.

Dravis. Tod O. "Co-operat,j-ve Office Training,¡' The Balance
Sheet, (September, 1953), pp" 10, 11. 15,

ilenserr, lüarren M" "Äbsence, Tardiness, and the Office
lilorl<er, r' The Balance Sheet, (ffanuary, 1959) , pp " 206, 2O7 .

Starkey, Mrs" Lillian, "Can lfe Teach Personality Traits?¡¡
The Balance Sheet, (November, L952), pp. 10O-I02.

Business Education Vüorld" Toronto: Gregg Publishing
Division, McGraw-Hill Bool< Co." Inc"



Krause, Ruthetta. "Teachinq
Business Education Vüorld,

13 B.

the Right Letter Styles?,,
(November, L949), pp" L44-L46.

Timm, Gerald L"
Students, "
pp" I1-13.

"!tle Must Develop Self-Confidence in our
Business Education World" (January, l95B),

üIiggin, N. C.
Business

"Our Customers
Eduçation üiorld,

Don't Pardon
(May, L957),

Typing Errors, "
pp" 16, L7, 4r"

Business Teacher" Toronto: Gregg
McGraw-Hill Book Co., Inc"

Publishing Divisi-on,

Archer, Fred c. Dr. "office practice The other Half of
Our Job, " Business Teacher, (February, 1959) pp. L4"

. "fLre Offlce-Practice Course, How? InIhaL? üIhy? "
10"Business Teacher, (May-June, 1957), p"

Boer. Henry ,J- "Businessman Gets specific About ryping
Weaknessês," Business Teacher, (February, l-956,1 , p, 3"

Boyle, Joan. "Office Tlping i-s Not Just Speed,', Business
Teacher, (March, I956), p- 3"

Lloyd, Alan C" Dr" "Hov,/ Long Should a Timed V'Iriting Be?',
Business Teacher, (November, L9S7), p" 10.

"Gettj-ngi a Typist Ready for an Employmen,t Test, "
(May-June, I95B), p" L4.Business Teacþ¡1,



13 9.

The 'Journal of Business Education, East Stroudsburgr
Pennsylvania; Robert C. Trethway, Publisher.

AJ:lering, I.nez" "Brlsiness Helps the Schoolsrfi
of Business Education, (Februâ.rfr L954) ,

The ,fournal
pp.2O3-2O5"

Andrews, Margaret E. "Co-operative Vüorl< Students, ¡' The
,fournal of Buginess Education, (May, L954), pp.3291 330,

Blackledge, Ethel HaIe" o'Help Solve the Problems for the
Beginning trforkeråÊu The .Tourna1 of Business EducaL:Leno
(May, f 960) , pp, 343, 344"

Brady, Mary Margaret" ¡¡Establishing Production Rates for
Typewritingf , rr Ttre .Tournal of Business Ed.ucation,
(January, I953), pp, 158-160,

Brendel, Leroy A" ¡'Yes, They Proofread, IF--rt' &,.Tournal
of Education, (March, L954), pp, 24L-243, 255,

Daughtrey, Anne Scott, ¡oFinding .IIer
lvor1d, " re ,Journal of Business
L956), pp, 249, 25O"

Place j-n the Business
Education, (Marctr,

Diloreto" Eleanor, "An Experimental Study to Determine the
Effectiveness of the Electrj-c Tlpewri-ter as Compared
with the Manual Typewriter in Tlping Straight-Copy
Material, Numbers, Fi1l-in-Formso and Tabu1ations."
Abstract of Ed" Ð, dissertation, University of Boston,
1956, fhe Journal of Business Education. (October, L957)
p" 39.



L40.

Dodson. Glenna Ardath. "The Effect of In'teresting and
Noninteresting Copy Material on Speed and Accuracy in
Typewriting,rr Abstract of Ed. D. dissertationa
Universi.ty of Florj-dan L959" Tl'e ,fournal of Business
Education, (Marcha 1960)u p" 272"

Fitcl.o Stanley J. "Some Implications of Modern Theorj-es
of Learnj-ng for Research in TypewriLing4 " The ,fournal
of Businegs Education, (November, 1959) ¿ pp, 66-68"

Hudnallo Sarah lalarren¿ "Building Typewriting Techniqueo,,
The ,fournal of Business Education" (Mayo L9591 a

pp.368-370,

Passewarko lrlilliam Robert, "The Effectiveness of Television
as a Medium of Learning Typewritingr " .Abstract of
Ph" D" dissert,at,ionn Universíty of lrÏew York, L956" The
Journal of Busi,ness Educationo (Januaryu 1958), p. L74"

Phelano Doris N. "Do You Teach Erasing?" & Journal of
Business Educat,iono (Oct,obero L957') " pp" 32-36.

Sister M. Ttrerese¿ O"S"F" "Make Office Practice Class Ivlore
than Pract,j.ceo rr Tlre ,fournaL of Business Educat,ionu
(Februaryu 1955)o pp" 2O4-2O8"

Stroopo Ctrristina. o'Research Conclusions for Teaching
Typewrit,i-nga " & Journal oÉ Business Educationu
(May, L954) e PP. 333 o 334.

Dissertat,ion Abstracts" University Microfilms¿ Inc. n Ann
Arboru Michigan, 1955-1960"



LAL.

Kleiner, ,fulius" 'u,Tob Placement in the Vocational HÍgh
Schools: A Survey and an Appraisal of 'Job Placement
Services in Vocational High Schools of l-,arge Cities "¡r
.Abstract of Ed. D. dj-ssertation. University of New
York, 1959, Ðissertation Abstracts, Vol' X>C, No" 9,
p" 3574.

Lanham. Franl< Wesley" r'A FÍeld Investigation of the
Co-operative Business Education Program in the Midland
(¡tlictrigan) High School"" Abstract of Ph. Ð" dissertation,
University of Michigan. 1956, Dissertatj-on Absfracts,
VoI" >(VII, No. 1, p" 63"

Liguori, Frank Edward" ¡nProblems of Beginning Office
lrlorkers." AbstracL of Ph" D" dissertaLion, University
of Pittsburgh, 1955, Disserleit:þq Abstractsn Vol. )fi/I,
No, I, p, 47 "

McCoy, Carl. " A Study of Achievement in Second-Year
Typewriting.Bn Abstract of Ed- D. dissertation, University
of Oklahoma, L959, Dissertation Abstracts, Vol" )Q(¡

No. 3, pp. 96L, 962"

Shepherd, Reginald Inlilliam" "'Job Competence--An Approach to
the Appraisal of Business Education." AbstracL of Ed" D-
dissertationo Stanford University, 1959, Dissertatj-on
Abstracts, Vol" XIX, No" L2, L959, p* 3239.

Tucker, Taloodie L" I'The Relationship Between Personality
Traits and Basic skill in Tlzpewriting,I' Abstract of
Ph, D. díssertation, University of Pittsburgh, L959,
DisserÈation Abstracts, Vol" )O(, no. 5, p. L694"

Yuen, ,Jaclc. t'fhe Effects of Variable Scheduling on the
Achievement of llpewriting Skill," Abstract of Ed" D"
dissertation, Stanford. University, L959, Dissertation
Abstracts, Vol" )O(, No. B, p" 3138"



L42.

PRESCRTBED TEXTS

Agnew, Peter L. Typewrj-ting Office Practice, Second Edition"
Cincinnati: South-Western Publishing Company, 1955"

Agnew, Peter L. and James R.
Practice, Fifth Edition"
Publishing Company, f956.

Bassett, E. D. and
Practice Set"
Company.

Gregg, John Robert,
Toronto: Gregg
Company, ïnc",

Meehan" Secretarial Office
Cincinnati: South-!{estern

Peter L. Agnew" Typewritj-nq Office
Cincinnati; South-inlestern Publishino

et al" Applied Secretarial Practice.
Publishing Division, McGraw-Hill Book

L957 "

Greg'ory, W" F. and L" ,Jean Cameron. Office Practice.
Toronto: The Ryerson Press, Revised 1956.

Lessenlcerry, D. D., T. Lfames Crawford, ârld Lawrence I¡I .

Erickson, 2OLh Century Typewritinq, complete course¿
Seventh Edition" Cincinnati; South-üIestern Publishinq
Company, 1958.

Moreland, Paul A. New Course in Typewritinq" Toronto;
Sir Isaac Pitman & Sons (canada) Limited, Reprinted 1956"

" Senior
Isaac PÍtman

Secretarial Practice" Toronto: Sir
& Sons (Canada) Limj-ted, Revised 1959,

Tirpewritinq and Office Practice" Toronto, Sir
Pitman & Sons (canada) Limited, 1952.Isaac



143 "

Roszell, M. C" & B. H" Hewitt- Applied Hiqh School
Tr¡pewritinq" ToronLo: Gregg publishing Division,
McGraw-Hi1l Book Company¡ Inc,, 1959.

. Hiqh School T¡¡pewri-tinq, Second Edition. Toronto:
Gregg Publishing Division, McGraw-Hilt Book Co., Inc.,
1959"

Rowe, John L" and Alan C" I_rloyd. Greqg Tvpinq, New Seríes,
Complete Course" Toronto: Gregg publishi-ng Division.
McGraw-HiII Book Co., Inc", 1953"

Gregq Typingr Second Edition, Complete Course.
Toronto: Gregg Publishing Division, McGraw-HiII Bool<
Co., Inc", 1958"

Seggie, A. P. Basic Tvpewritinq. Toronto: Sir Isaac
Pitman & Sons (canada) Limited"

Smi'Lh. C. E, A Practical Course i-n Touch [vpewritinq.
Toronto: Sir Isaac Pitman & Sons (Canada) Lì:ni.ted,
Revised 1959.

Smith, HaroLd H., et, al" Typewritinq Fechnique" Torontoc
Gregg Publishing Divisiono McGraw-HiII Bool< Co,, fnc. 

"L943 "

smith' M- D" canadian Fitinq Practice. Toronto: sir rsaac
Pitman & Sons (Canada) Limited"

Sparling. Allan E" Complete Course in Office practice.
Toronto; Gregg Pr-:blishing Divisiorr. Mccrav/-Hill Book
Co", Inc", 1951"



L44 "

Sprott, Arthur F" Office Practice for Stenoqraphers,
Revised Edition¡ Toronto: Sir Isaac Pitman & Sons
(canada) Limited.

Stuart, Esta Ross and Evelyn M" Rutledge" Complete Typewri'cinq
Courseo Revised Edition. Torontoa llhe Copp Clark
Publishing Co" I-,imited, 1939"

GOVERNMENTATJ PUBI.¡TCATTONS--COURSE OUTTTNES

British Columbia

Commerce, 1958" Division of Curriculum. Department of
EducaLion, Victoria,

Prescribed Text-Books, L96O-6L, Grades I-XII. Division of
Curriculum, Ðepartment of Ed.ucation¡ Victoria"

Alberta

Senior High School Curriculum Guide for Business Education,,
Septembern 1960. Department of Education, Edmonton.

Senior High School Handbook, 1960-61" Department of Educaiion,
Edmonton,

Sasl<atchewan,

A Guj-de to Techanical and Vocational Courses for High School,
and SpecJ-al Classes" Authorized by Minister of Education.
Copi-es may be purchased from Sasl<atche\,varr Book Bureau,
Regina,
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Manitoba

Programme of Studies for the Schools of Manitoba, Senior
High Schools, 1960-61" Department of Education,
Winnipeg,

Ontario

Curriculum I, and S. B. Courses of Stud.y, Gradaes 9, 10,
1I, and 12, Commercial Courses- Department of Education,
Toronto.

Currj-culum S, 24- Courses of Studyn Grade 13 Commercial
Courses. DepartmenL of Education" foronto'

Circular L4, Text-Bool<s, Approved or Recommended for use
in Elementary and Secondary Schools, L96O. Ðepartment
of Education, Toronto,

Quebeco Protestant Division"

Syllal¡us in Commercial Subjects for Grades IX - XI, June
1955" Department of Education, Quebec.

Qg-gbec-, Catholic Ðivision.

Course of Studies for the English Catholic High Schools,
L957 " Department of Educationo Quebec"

Programme Ð'Etudes Des Ecoles Secondair€s¿ 1960' Department
of Educationn Quebec"

Le Course Commercial, 1959. Ðepartment of Education, Quebec.

Service des Examens OfficÍels" L96O" Department of
Education, Quebec.
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New Brunswick

outl-ine of commercial course for Grades x - xr - xrï,urban and Regional composite High and vocational
schools of New Brunswick, Jury, 1958. Department
of Education, Fredericton.

Nova Scotia

curriculum Notes " L954. Department of Education,
Halifax.

Prince Edward Island

Calendar, Prince of trrlal_es College and Normal School,r960-61" prince of war-es correge, charrottetown.

Newfoundland

Programme of sLudies, 1960" Department of Education,
St. John,s,
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cjiESTr.llNlFE 
----Þñvù,c¿. ---*--

Please use check rnarks lvher.e iipplícable"
)-" Tire }figh school- Comnercial Course (Business Educal,ion Course) in tnis

n-¡¡r¡i nno i cy! i-'vrrrve ro å, 2-¡reaf:, oy a )-year course " 2-=ye¿ìf_*-_Jryear_*_.,

2" The High Schccl Cclnmercial Ccurse is ¡rescril-----bed by the Prcvincial
Departrnent cf Educaticn" lies )Ic

3" An cutline cf the ccurse as prescribed ma.r T:e cbtained frcnr

(Organizaticn) / ^ ¡¡ \
(AOCTeSS 

'
L. Hi qh Schnol Tr¡ner¡r.i f.i no í s, a 2-tronyr ^F 

q ?^¡¡e¡r. n^rrrqô-9.:-j"*.:"-.5 -" q ç-JçqL t ur 4 -)^JçéL vvurÐEò 2-year.-3--year

5" A text is nrescribed fci: the fina'l 1¡êâr.f l{iøli School Trmcr,rr.i t,inc- f-e.s tTn¿ ruEjrr uvlrwv! aJpsurr r u¿rri-_g Igù -L!u

ó, The title cf the text prescribed fcr the final vear is:

/ no¡¡+ I (Au.bhcr)

/' I'Tc text is prescribed" The texts ¡ncst ccmrncnlr¡ usecì are:

t/ lowtl / ¡r.* h^-\\ õv. ulrvr ,f

(iext) / n ,.+ ¡^-\
\ -a q u!1vr /

1" A ccmplete ccurse in Typerrriting has been cffcred in the i{ign Schccls in .bhjs
i¡r¡t¡i nee f¡r. :¡nnr¡r¡i m¡*.p'l rr hnr.r m¡n¡r? 2n )( ?ft o*n \jJ¿ v varrvv aur cy¡:r r^f,r,rquç!,./ \rlJur r.rør,y , Lv , L), )w vúv ã ) -y€, l_ì:.:;,,

),riOffice Practicel' crrrsecretarial Practiceti is a part cf 'the typer.ri'itirrg
u.Jur.¡ie o t"" i,ìc

jl "3f.iice Practicell cr rrsecre',,aria1 P::actice'r is an independenr ccu.l:ser
tau-ght and evalu.ated as a ccurse in itself'. yel: i{c

Il" Iligh Schccl Typewriting is des-r-gnare,:l as a -?..ycar ccurse bu+, tne l;.ci ¡16¡¡
-i-s nainl'/ a course in Office Prac'r,ice cr Secretarial Practice, Tes Ì,:o

12" Each schccl sets and marks its c-r.¡n e:raminaiicn at the ccnclusicn cf the
l{i oh Ênh¡¡l ¡lrri¡or^rni *i rrn. nar.rtr.r-t_-Il ÈulIUUI -., --,,E. -.-*. Se, lle :. liC
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APPENÐIX B

OFFICE PRACTICE

Outline of course in the province of British
Columbia

"Commerce" pages B0 - 86

Unj-t I--PERSONALTTTT DE\ÆI-,OPMENT

Obj ectives
To assist students in developing attitudes and habits
that will enable them to make a satisfactory adjustment
to actual office conditions,

Content
l" Importance of an Attractive Personality.
2. Personal Appearance.
3" Voice and Expression.
4. Desirable Character Traits.
5" lrlholesome Attitudes.
6" Steps in Achieving an Attractive PersonaliLy,

Unit 2--OFF]CE ORGAÀTTZATTON

Obj ectives
To give the students a clear picture of the routine
of the business office.

To impress on the students the fact that each offj-ce
worker is an integral part of a larger unit and that
each worker must do his utmost to make his o\,vrL

department, and therefore Lhe entire organi_zation,
function smoothly.
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Content
1" fhe Office Manual--purpose and content"
2" Ðepartmentalization in the Office"

(a) Necessity for division of labour in a large
offj-ce.

(b) Various departments--functions of each.
(c) Duties of employees"
(d) Stream of work--the course of various business

forms through the departments of the office;
e. g" , order forms (mult,ipte copies ) , lncoming
orders, f1lled orders, invoices (multiple
copies), shipping orders"

(e) Interdepartmental forms.
3. Equipment

(a) Office machines--description of commoner types
of machines i ttre work that each does and the
kind of business in whi-ch each ls used most
extenslvely.

(b) Office appliances--description and function of
each"

(") Of fice supplies--grades, weigihts, sizes,
rulings, and different kj-nds of paper; other
supplies.

4" Standards of Performancet e"g", number of envelopes
to be addressed per hour, number of letters to be
filed in a ten-minute perlod, number of postings per
hour on a ledger-posting machine, number of 1ines to
be transcribed from Dictaphone or Ediphone records
j-n an hour.

Unit 3--hIORK OF THE RECEPTIONTST

Obj ectives
To gj-ve students information concernlng the work of the
receptionist.

To develop in the students the qualitj-es requlred in a
good receptionlst; e"9., courtesy, alertness, and
discrimination,
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To give students practice in the duties of the
receptionist"

Content"
1. Function of the Receptionist.
2, Dut,ies of the Receptionist"

(a) Classification of callers.
(b) Methods of dealtng with catlers"
(") The reporting of messages"
(d) Use of the appolntment book.

3. Training on the Switchboard and in Effective Use
of the Telephone.

Unlt 4--BUSTNESS INFORMATION .A.bTD BUSTNESS
PRACTICE

Obj ectives
To review factual material relating to office procedures
taught in previous courses, and to expand the pupils I

knowledge of such procedures"

To glve practice in the performance of actual office
duties.

Content
t. Reference Books Used in the Office,

(a) Secretarial reference books--dictiorrârlr
style-book of business Englísh, Who's
Vüho, book of synonyms"

(b) Trade and professÍonal directories--financial
and manufacturers I directories, Canada postal
Guide, shippers' guides, trade and firm
catalogues "

(c) City directories, telephone directories.
(d) Almanacs and year-books"
(e) Credit reference books.
(f) Atlas, gazeLLeer"
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2- Preparation and Sending of, Various Classes of
Telegrams, Cablegrams, and Radiograms.

3" Financial and Banking Duties.
(a) Deposíts"
(b) Bank reconciliatlon statements"
(") nxpense accounts.
(d) T'he payroll-computation of wages, payroll

deductions, payroll time-sheets, currency
memoranda.

4" Transportation of Goods-Shipping"
(") Methods of shipping--express, freight.
(b) Documents--straíght bill of lading, order bill

of lading, express receipt, freight bill,
advice notice"

(c) Shipping regulations and rates"
(d) Customs duties and customs forms.

5" Invoicing"
(a) Preparation of outgoing bills.
(b) Disposition of lncoming bills--checklng

quotati-ons, checking extensíons and discounts,
checking goods against invoices"

Unit S--FTLII{G

Obj ectives
To acqualnt the puplls wj-th the various systems of
filing and the conditions under which each may be used-

To teach the pupils t}.e most ef,fective techniques of
flting.

To gi-ve practice in filing business papers employlng
various standard filing systems.

To give practice j-n the use of diff,erent tlpes of card
files "

Content
J-, The Need for Efficient Flling.
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2. Various Methods of Filing and the Conditions
Favourable to the Use of each Method-

3" Review of Inde><ing.
4. Filing Equipment--cabinets, card files, sorting

trays, transfer cases, other equipment.
5" Íhe Successive Steps in the Filing of Correspondence

and Other Buslness Papers"
6. Practice in Filing Correspondence, with Special

Emphasis on A1phaJ:etic Filing.

Unit 6--TI{E SEARCH FOR EMPLOYMENT

Ob j ectives
To give pupils information on occupatlonal opportunities
in local business-houses.

lo teach pupils techniques that will assist them in
securing business positions.

Content
1. ,Job Specif ication--duties, salaries , opportunities

for promotion.
2" Sources of Information about Job Openlngs.
3. ilob Opportuníties ln the Community.
4" fhe ilob-huntfng Campalgn"
5. The Application.

(a) fhre letter of application"
(b) The application blank"
(c) The apptication i-ntervj-ew.
(d) The follow-up.

UnlT 7--[TTE OPERATTON OF ÐUPLICATING,
AÐDTNG, A.\TD CAI,CULATING MACHT¡IES

Obj ectives
To teach the students how to use efficiently various
duplicating-machines and appliances "



153.

To train the students how to perform at a reasonable
speed the fundamental operations on adding and
calculatinq machines.

Content
1. Types of Duplicators and Ttreir Special Uses.

(a) Stencil-using machines, rotary style--
Gestetner, Mimeograph, Roneo, Dupllmat"

(b) Embossed metal-stencil machlnes--DupIigraph.
(") Gelatine-duplicating machlnes, flat-bed and

rotary style--Hectograph, Ditto.
(d) Addressing-machines--Addressograph"
(e) Offset-type duptlcating-machj-nes--Ditto,

Copyrite "

2" Tlpes of Adding-machines--ten-ke!, full keyboard.
3 " Calculating-mactrines'--commoner types in use and

work for which each is speciallv adapted.

Unit B--RELATED TYPEVüRITING PROJECTS

Obj ectives
To supplement the students' previous traini.ng j-n

handling routine jobs ¡ ê.9. t preparing invoices and
statements, filling ln blank forms, typing legal forms,
copying manuscript, and typing reports and statistical
material of various kinds"

To raise the students ¡ sklll in applied tlzpewritj-ng to
vocational standards.

Content
Tlzpical Duties of Representative Business Offices"
(An exceltent series of proje¡:ts may be found in Part V
of the third edj-tj.on of Gregg Tlping, Book II, Advanced
Course, by Sorelle, Smith, Foster, and Blanchard,
"Related Typing Projects." The followlng fifteen projects
are contained in this section: Railroad, banking, real
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estate and insurance, manufacturing, department store,
electrical, automobile agency, legar, cluJr organizati-on,
hotel, building company, investment office, publishing,
wholesare offlces, and advertizing" projects coverj-ng
work done in other types of business offices, such as
lumber office and customers-broker,s office, may be
included as a part of the unit.)
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APPENDIX C

MOST FREQUENT ÐUTTES OF GE¡IER.AL CLERKS

Duties Rank

l. Use filing system or systems
2" Use telephone
3" Use adding machine
4" fype addresses on envelopes
5" Ilake carbon copies
6. Use calculating machines
7. Copy data from one record to another on

typewriter
Veri-fy and/or list information from
busj-ness papers
Prepare material for filing
Use stapler
Copy from rough draft or corrected copy
on typewriter

L2" Figure extensions on bills, invoices,
statements

13 " Type letters
L4. Fold, insert letters, âDd seal envelopes
15. Type cards
16 " Fill in printed forms on tlrpewriter
L7 " Use follow-up f,i1es
18" Prepare trial balances
L9" Examine and/or sort business papers
20" Prepare operating and/or financial

statements
2L" Keep inventory records
22" Make journal entries
23" Figure discounts
24. Compose and type letters with or without

instruction as to content
25" Make cross references
26" Prepare stencil for use on duplicating

machl.ne
2'7, Receive business callers

l-
2

3

4
5

6

B.

10.
't '¡

7

B

Y

10"5
I0.5

L2
13
L4
t5
L6
L7
1B
L9

20
2L
22
23

24
26

26
26
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Most Frequent Dutles of General clerks--continued

Dutj.es Rank

28"
29"
30"

Type bills, invoices, statemencs
Mal<e entries in ledger accounEs
Open, sort, and distriJcute mail

¿ó. )
28.5
30

Tonne, Principles of Business, Education, .S." cit.,p" 332, citing the 30 most frequent of 78 duties, operations,
and tasks performed by 442 general clerks according to
"survey of office Duties and Employer Recommendatic¡ns for
Improving High School Training,', pittsburqh Schools,
)OilII .(September-October, L}AB), pp. 2L-22.
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DEPARTÞÍ,ENT OF EDUCATION

QUEBEC " QIJE "

February 1, 1961.
COPY

Mrs" A. Pybus,
457 Niagara Street,
tüinnipeg 9,
Manitoba.

Dear Mrs. Pybus,

The stat.ement attached to your lett,er of ,January
16 concerrring the teaching of Typewriting in er',ebec proLestan-t
schools seems 'to gj-ve an accurate description of ,che presenL
course-

A new course has just, been approvecl to come into
ef fec'ì: next sep,tember, but the syllabus has not. yet been
reproduced for distribution, and r cannot send you a copy at
thj-s stage.

The mai-n clifference j-s tha-b, the new colirse wi-l-l- not,
include office practice, which will be taugh't as a separaie
subject. Ttre authorized text will be T\rentieth century Type-
writing by' Lessenberry and others. rt. wj-lr be a three,-year
course but, niay in special. circumstances be given in two years ?

beginni-ng in Grade X"

Yours sincerely,

(n" üoren)

ÐirecLor of Curriculum.
Eo/nw


