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Abstract

Shorthand has been described as any system of waipilg using symbols or shortcuts
that can be made quickly to represent letters@fbtphabets, words or phrases.This study
sought to find out the factors influencing performoa of candidates in shorthand
examinations in training institutions in Nyerisubunty. After giving a background to the
study research questions and corresponding resebjettives were developed. Relevant
literature was reviewed and a research methodottepeloped. Questionnaires were
developed and administered to respondents, analgsicarried out and results presented
in form of diagrams such as frequency and percent@ges, bar graphs and pie charts. It
was concluded that the number of typewriters inrtblamd training institutions in
Nyerisub-county was less than the number of stsdant therefore students were not
given enough time for practice. It was also conetuthat the teachers were adequate and
qualified enough to teach shorthand. The study mesended that the ministry of
Education harmonises the entry point for the slaodhcourses and also ensure that
institutions offering shorthand have adequate iteesl The study also recommended that
the Kenya Institute of curriculum development puatplace a proper curriculum backed
by adequate locally developed and selected intemelt teaching-learning materials.
Finally the study recommended that institutionsnffg shorthand ensure that there are
adequate teaching- learning facilities for use hydents and also ensure they have

enough teachers who are well trained to handlstildents.
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CHAPTER ONE

INTRODUCTION

1.1 Background of the Study

Shorthand is a system of rapid handwriting emplgysymbols to represent words,
phrases, and letters. It is a, form, or instancabtiireviated or formulaic reference.

It has been described as any system of rapid \gritging symbols or shortcuts that can
be made quickly to represent letters of the alptsalveords or phrases. Various terms are
used for shorthand. One of the terms usefreechygraphyneaning short writing, from
the Greek word meaning sh&tenographymeaning narrow or small writing from the
Greek word meaning narrow is another term usedStorthandlachygraphyneaning

swift writing from the Greek word meaning swiftatso used for Shorthand.

Most historians date the beginnings of shortharttl thie Greek historian Xenophon who
used an ancient Greek system to write the memdiSoorates. It was in the Roman
Empire; however that shorthand first became grasBd. Marcus TulliusTiro, a learned
freedman who was a member of Cicero’s householdnted the first Latin shorthand
system which was devised in 63 BC. It lasted ovéhausand years. Middle ages in
Europe, however, shorthand became associated witbhomaft and magic, and

disappeared.

Between the years 1118-70, Thomas Becker who wstsoBiof Canterbury encouraged

research into Tiro’s shorthand. Influenced by T8reystem, Timothy Bright designed an



English system in 1588 that consisted of straigi@s, circles and half circles. With the
publication of Timothy Bright's system of shorthamd 1588, the modern era of
Shorthand began. In Europe Gabelsberger and Sioltee early nineteenth century
devised important systems but it has been thecpéati contributions of Isaac Pitman
(1837) and John Robert Gregg (1888) which have padrcularly significant for writing

shorthand in English.

Both Pitman and Gregg used phonographic approachjsmvere written according to
their sound instead of abbreviated spelling. Witle publication of Isaac Pitman’s
shorthand in 1837, the greatest epoch in the istbEnglish shorthand began. Pitman’s
shorthand may be said to be the first of the resdigntific instruments of rapid writing
that have been devised, and the inspiration ofmbiederful development of the art that
has taken place since its invention. Through itgeltgpment by numerous adapters,
Pitman shorthand is known, in one form or anothexvery country of the world. In 1840
Pitman brought out a new edition of his shorthamdvhich he introduced numerous
changes and the system was called phonography. édé@wns were brought out in a
rapid succession and the system was further deselapd improved until1857 when the
tenth edition appeared with a reversal of the voseelle. This innovation produced a
revolt among the writers of the system. The chamge generally accepted in England,
but in America phonographers generally rejected liis rejection was however solved
by Benn Pitman, a brother of Isaac Pitman who bnbtlie shorthand system to America

in 1855. He adhered to the old vowel scale.



Kenya adapted the Pitman version of shorthand fEamope. Under the East Africa
examinations council, Kenyans learnt pitman shaidhand were examined by people
from Europe. However Kenya got qualified shorthaedificate holders who were able
to teach shorthand in Kenya. Since its inceptione Kenya National examinations
council (KNEC) has been offering shorthand exanmmat to Secretaries and aspiring
secretaries in the country. These examinationsofiezed in July and November each
year. Shorthand examinations are done at threestagmely stages |, Il, lll. One has to

pass the lower stage before proceeding to the hayhe

1.2 Statement of the problem

Shorthand candidates have been performing verylypaoiKNEC Examinations. Such
performance indicates that this much needed skilbtir secretaries is not being acquired
as required. This poor performance has been noteseveral years and the institutions
offering the examinations seem not to be putting affort towards improving the
performance.

Below are performance statistics in shorthand slid¢etween 2006 and 2010.



Table 1.1: Performance in shorthand stage Il from2006 to 2010.

Year Number of | Number passing Number failing
candidates

2006 1201 508 693
(42.30%) (57.70%)

2007 1145 357 788
((31.18%) (68.82%)

2008 1103 400 703
(36.26%) (63.74%)

2009 1182 574 608
(48.56%) (51.44%)

2010 998 403 595
(40.38%) (59.62%)

As shown in table | the percentage of candidatéimdacach year has been higher than

the percentage of candidates passidgdies undertaken in Shorthand training globally

concentrate on the areas which students need tasfamn in order to achieve great

performance(Hong Kong Polytechnic, n.d.; Amukalet2011), the training methods employed

in Shorthand training in order to improve performar(Stonebridge Associated Colleges, n.d.;

Rocha et al. 2010), influence of teacher compei{@mymbs, 1970;Fayemi, 1991; Jekayinfa,

1993) and entry behavior of learners in practieakbns (Yadved and Singh, 1988; Adeyemi,

n.d.).

Despite the poor performance in Shorthand by cateled in KNECexaminations, there is

deficiency of academic investigation in this anedenya in general and in Nyeri sub-county in

particular. This is the academic lacuna that thiglys hopes to fill. This study istherefore is a




modest attempt to examine the factors contributingoor performance by candidates in KNEC

shorthand examinations in colleges in Nyerisub-typpun

1.3 The purpose of the study

The purpose of this study is to find out the fastmfluencing performance of candidates

in shorthand examinations in training institutioméNyerisub-county.

1.4 Objectives of the study

The study will try to achieve the following objeas-:

1. To determine the ratio of students versus typevgriie training institutions
presenting candidates for KNEC shorthand examinatio in Nyerisub-county.

2. To establish whether the timecandidates are allofeegractice and tuition is
adequate before sitting KNEC shorthand examinatiorsaining institutions in
Nyerisub-county.

3. To determine teachers’ competencies in teachingsrad at the various stages
in training institutions in Nyerisub-county.

1.5 Research questions

In order to achieve the objectives of the study fildwing research questions will be

answered-:

1. How does the ratioof students versus typewriterluence candidates’
performance in shorthand in institutions presenticgndidates for KNEC
Shorthand examinations in Nyerisub county?

2. Does time allowed for practice and tuition affedrfprmance of candidates

taking shorthand in institutions in Nyerisub couhty



3. How do teacher competencies influence candidatesfopnancein training
institutions in Nyerisub-county?

1.6 Significance of the study

This study is significant to the students who wie taking KNEC shorthand

examinations in future. The students will be guidedmprove their performance in

shorthand and this will help them acquire the regfispeeds within a short time.

The study will also be of great significance to Kenya national examinations council in

that it will improve candidates’ performance in KREhorthand examinations. Due to

improved performance KNEC will be able to attracoren candidates for these

examinations. The institutions offering shorthan@rainations will also be guided to

look for ways to improve performance of the studetatking shorthand examinations.

The study will also help the policy makers speeifi Kenya Institute of

curriculumdevelopment (KICD) in evaluating the entrequirements for these

examinations. Above all it will be of great imparte to the Government of Kenya, since

the training institutions will produce highly quisdid secretaries for employment.

1.7 Limitations of the study

It is important to note that the study was carreed in a few selected institutions in

Nyerisub-county, due to financial and time consitisathat may impede the rolling out of

the research to all Institutions that offer KNE@ghand examinations.

1.8 Delimitations of the study

This study was carried out in Nyeri town in tharnag institutions within Nyeri town.



1.9 Definition of significant terms

1. Performance-  refers to accomplishment of a given task measwagainst
preset known standards of accuracy, completenesspaed.

2. Poor performance- refers to performing below expectations.

3. Examinations council-The national body responsible for overseeing nation
examinations in Kenya.

4. Shorthand-A system of rapid handwriting employing symbols itepresent
words, phrases, and letters.

5. Examination -A set of questions or exercises evaluating skillknowledge.

1.100rganisation of the study

The study will be divided into fivechapters. Chapte consists of introduction,

background of the study, statement of the probfmmpose of the study, objectives of the

study, research questions, significance of theystiiditations of the study, delimitations

of the study and definition of significant terms.

In chapter two, literature review is given. It indes introduction, importance of facilities

in practical lessons, importance of exposure ircgal lessons, teacher qualification in

practical learning, entry behaviour of learnerspnactical lessons and a summary. A

conceptual framework is also given.

Chapter three discusses the methodology used ia daltection and incorporates

introduction, research design, target populati@am@e size and sampling procedures ,

research instruments, validity and reliability betresearch instruments, data collection

procedure and data analysis techniques.



Chapter four will deal with data analysis and teeearch findings made while chapter
five gives a summary of the research findings asll vas conclusions and

recommendations.



CHAPTER TWO

LITERATURE REVIEW

2.1 Introduction

This chapter is important in that it will help uaiig insight into various issues concerning
factors influencing performance of candidates iordtand examinations. This chapter
discusses the influence of the ratio of typewritemsus Candidates in the performance
of Shorthand and influence of time allowed for piGand tuition in theperformance of
Shorthand.The influence of teacher competencyarptrformance of Shorthandisalso
discussed.

2.20verview of factors influencing performance in Sorthand Examinations

Beryl Pratt in her book “What Is Pitman's Shorthand?”writing on the performance of

pitman shorthand in the United Kingdomstates tih@ttdion cannot teach any shorthand
theory, outline or phrase. According to her, foedo do well in shorthand, they must
learn and concentrate on basic phrases. One nsasingrease reading practice from
printed shorthand instruction books to consolidatewledge of outlines.Beryl advises
those learning shorthand to endeavor to write stsfga person can speak.as this will

assist in improving the transcription speed.

Sweet Henry in his book, A Manual of Current Shantth, Orthographic and Phonetic,
says that leaners have to improve English andisgedlhile learning shorthand. He

advises learners to sharpen their powers of coratent and alertness which are both



essential attributes for shorthand writing. He @dwuises learners to occasionally practice

speed 20wpm faster than the examination for exuelesults.

Over the years, KNEC shorthand Chief examiners naiged various issues concerning
the performance of shorthand examinations. In tfegiorts the chief examiners have
indicated that a lot needs to be done at the utgtit level to help candidates do well in

their shorthand examinations.

According to the July 2006 chief examiner’s reporgst candidates’ scripts displayed
lack of masterly of the subject. This shows thatdandidates were not well prepared for
the examination. In the same report, the chief exanalso noted that some candidates
hadnot achieved the speed of the examination thdyéygistered for. The chief examiner
indicates that such candidates register for thenenations when they are not ready and

consequently fail.

In the subsequent chief examiners’reports, incotagtanscriptions have been identified
as contributing to poor performance in these exatrans. Wrong transcriptions and
wrong outlines are also a common featurein theidates’ work presented for marking.
This according to the chief examiner indicates lat&nough reading and practice. It
also shows that the candidates have not mastegeshtivthand theory well enough to sit
for the examination.

Anyone willing to learn shorthand must have sonmecsje skills also known as the entry
behaviuor. Entry behaviourare the necessary speaiils that students must have prior
to beginning an instruction. It is not a list oirtfs that students can do, but the specific

skills that must have in order to begin a certauarse(University of Wisconsin-Whitewater,

10



n.d.) These are the required grades or qualificationtadest needs to gain entrance to a
particular level of learning. Different levels had#ferent entry requirements.

The entry behavior of learners affects the speéd wiich a teacher can introduce new
material, the amount of reading of primary sourgms can expect and the level of

critical analysis you can demand. In practical saty students need certain forms of
literacy to enable them succeed. One of them iditecacy, or the ability to understand
and use the practical and conceptual tools relewaeducation and the areas of work and
professional life that the individual expects thabit(White, 2009). One of the entry

behavior expected of a shorthand student is mgstethe English language. The KNEC chief

examiners indicate thaatk of masterly in English is also displayed in thedidates’
scripts during marking. The chief examiners indédditat masterly of English is a must
for one to do well in shorthand since dictationgaages are written and dictated using the

English language.

2.3 The influence of the ratio of typewriters versa Candidates in the performance

of Shorthand

There are two important aspects of practical ckas®me of them is that ‘doing’ is an
important part of the knowledge. A leaner learngudtthe doing part in a practical class.
In a practical class one has to apply the theami@spractical situation. During a practical
class the learner plays an active role in doing therk and applying the
conceptéHongKong Polytechnic, n.d.)This implies that each learner has to have the
required facility so as to be able to apply thegtdutheories in a practical situation.
Inadequate relevant laboratories and workshop léadsractical courses being done

theoretically and this leads to poor performancexamination®\muka et al., 2011).

11



Shorthand candidates must perfect their speed endacy through practice.To be able
to achieve this, candidates should have adequaetind typewriters for practice.
2.4Influence of time allowed for practice and tuiton in the performance of

Shorthand

Practical exposure to students in the relevantsaaad a sound theoretical background
provides a modern industry oriented educationiniisaat producing trained professionals
who can successfully meet the demands of the varmalustries. A more practical and

applied way of teaching can improve the relevariceank.

Practical skills are an essential part of competemmc some disciplines. As well as
developing these practical skills, good laboratang practical work also helps students
develop expertise in critical enquiry, problem sady experimental design, data analysis
and presentation, and a long list of important acsid and professional abilities.
Practical classes can also help students to devbktojginds of practical intelligence so
highly valued by professionals in many fields, abg those who employ them.

(Stonebridge Associated Colleges, n.d.)

Dominant theories in Education point to the idealval rounded education that can
educate “the whole person” that education shoulclde moral, aesthetic, physical and
practical capacities not just cognitive knowledggamized in academic principles.
Practical subjects can have the additional justiftsy that they allow students to learn
more active doing than what is typical in acadesuibjects. Due to inadequate relevant

apparatus, machines or equipment, some studernts@ec these gadgets in examination

12



rooms as they have never used them. This is awdnrtunate situation which leads to
poor performance in examinations.

Practice is an efficient facilitator in the apptica of theory taught. Eunice and Fleith
(2004) emphasize the importance of preparing stsderthink for themselves and solve
new problems requiring the development of creatind independent thinkin@ocha et

al. 2010).

Emphasis in teaching practical subjects should mestadents’ active involvement in
doing the practicals. Practical process skills sashcareful observation, interpreting,
predicting events, designing experiment, organizinfprmation and reporting and
generalization will be acquired. Good quality wadomotes the engagement and interest
of the learner as well as developing a range dfsslgcience knowledge and conceptual

understandin@nited Kingdom Parliament, September, 2011).

For shorthand candidates to perfect their speedaandracy in transcription, they need
enough exposure in practical lessons. The teael®ysneed to ensure that the candidates
are well grounded in the theory aspects of theesmibgo that they can easily write
shorthand outlines during dictation. Candidatestlaeeefore required to increase reading
practice from printed shorthand books and alsotfmem transcription to be able to pass
their examinations.
2.5The influence of teacher competency in the penrfimance of

Shorthand
Teachers represent a large proportion of the inpah educational system. Coombs
(1970) observed that “the problem of teacher sugphot one of simple numbers. Itis

first and foremost a problem of quantity and oftiggtthe right qualit{dekayinfa,

13



1993)Fayemi (1991) also observed that “it is a truisat tleachers are the hubs of any
educational system” that upon their number, theality and devotion depend the
success of any educational system”. Assuming theg¢ssary facilities are adequately
provided for, the environment is conducive to l@agnthe curriculum satisfies the needs
of the students and the students themselves htareshin learning, learning cannot take
place without the presence of the teacher.

The quality of education is directly related to theality of instruction in the classrooms.
It is a fact that the academic qualifications, kienlge of the subject matter, competence,
and skills of teaching and the commitment of tleeher have effective impact on the

teaching learning process.

Quality improvement in education depends upon prajpéing of teachers. The teachers
cannot play any of the roles unless properly thif¥adved and Singh, 19§8deyemi,
n.d.).

2.6 Summary of reviewed literature

In order for a student to succeed in practicaldessit is important that the relevant
facilities are availed to them to enable them gitgaate practice. Exposure in practical
lessons is also very vital for the learners. has proper to expose learners to the relevant
machines, apparatus or equipment during an exaimmaits this amount to exposing
them to very new conditions during an examinatidmclv leads to poor performance.
Exposing students to machines, apparatus or eguipdwging an examination amounts
to inadequate teaching since practical subjects Havbe taught using the relevant
apparatus to enable the learner develop the rehsikéls. In this context shorthand

learners must have adequate practice using typmwrito perfect their speed and

14



accuracy.The candidates should also be allowedgenbme for practice and tuition ot

be able to do well in their examinations.

Teachers should also be competent so that theyngazert the expected knowledge and
skills to the learners. This implies that teactsfrsuld be properly trained in their areas
of specialization. The required grades or qualifares a student needs to gain entrance to
a particular level of learning should also be cdesed as this will affect the speed at
which the learner is able to grasp what is beingtd The qualifications of the learner
will also determine the success level of the lelaiméhe practical lessons.

Studies reviewed above give a global perspectivéhefareas which students, teachers and
Institutions need to focus on in order to achieweag performance. These include the training
methods employed in Shorthand training in ordeintprove performance, influence of teacher
competency and influence of time given for tuitiand practice. While the reviewed studies
concentrate on the period before examinations, dtudy examines performance of students in

Shorthand in KNEC exams. Nevertheless, these stémddorm a basis upon which this study is

pegged.

2.7 Conceptual framework

The conceptual framework for this study is basedbotors influencing performance of
candidates in shorthand examinations. Various factome together to contribute to
either poor or good performance. In any learnimggsion and specifically a shorthand
class, there are several variables which will emslat students perform well in their

examinations as illustrated in figure below.
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Input Process Output

Availability of typewriters -High transcription
Exposure to use of facilities and ~Shorthand speed
q e tuiti examinations in »Good listening skills
adequate tuition training
institutions -Accurate transcription

Teacher competency

-Accurate shorthand

outlines

From the figure above, availability of facilities an important variable for a candidate to
be able to do perform well in shorthand examinaiMith availability of facilities, a
student is able to apply the theories in a praksitaation. The learner is able to play an
active role in doing the work. Without the requirfedilities, the learner is not able to
apply the theories taught in a practical situatdmch leads to practical courses being
done theoretically and this leads to poor perforrean examinations.In a shorthand
class typewriters are the much needed facilitidsetp candidates practice what they
have learnt and perfect their speed to enable thess the examination. Practicing on

typewrites help candidates improve speed and ingotio®ir transcriptions to accurate.

Exposure to use of facilities in the relevant aygawvides a modern industry oriented
education. Exposure to facilities ensures thanlkear gain the relevant skills in the
classroom situation and this enables them to peepell for the examinations. If a
learner does not get enough exposure, they ar@ateto develop the practical skills
needed for them to perform well in their examinagioAdequate tuition time is also
paramount in helping candidates perfect their staod outlines. It also trains the

candidates to listen carefully and this helps adagis when taking down the dictation.
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Teacher competency is another important varialdie. quality of education is directly
related to the quality of instruction in the classns. For a learner to be successful, the
teacher has to be competent, committed and hasl $mawledge in the subject matter
they are teaching. Unqualified teachers will n@egguality instructions which can help
students prepare well for their examinations amghhll lead to poor performance in
examinations. Shorthand teachers should be contpatengh to be able to give quality
tuition to candidates and also give proper guiddo@nable candidates pass their

examinations.
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CHAPTER THREE
RESEARCH METHODOLOGY
3.1 Introduction

This chapter is divided into eight sub topics.tiludes the research design, target
population, sample size and sampling proceduresareh instruments, validity and
reliability of the research instruments, data aiten procedure and data analysis

techniques.

3.2 The Research Design

A Research Design is a framework or structural ol for conducting the study. It
entails the procedures necessary for obtainingetpeired information and its purpose. It
is meant to determine possible answers to the m&seguestions and provide the
information needed for information making.

Survey method which falls under descriptive desigmwsed in this study. This method
provides statistics on various issues (Ngechu 2086jvey research is an attempt to
collect data from the members of a population imheorto determine the current status of
that population with respect to one or more vadablSurvey research seeks to obtain
information that describes existing phenomena bkings individuals about their

perceptions, attitudes, behaviour or values (Mugearl Mugenda, 2003).

The survey method enabled me to use both closeopad ended questions.The open
ended questions gave me a variety of responsesiwidpe very crucial in answering the
research questions.Thiswas the most appropriate efagollecting data on factors
influencing performance of candidates in shorthandminations in institutionsin

Nyerisub-county using a questionnaire.
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3.3 The Target Population

The target population contains members of a grbapd researcher is interested in
studying.The target population for this study wbfa shorthand students and teachers

in ten colleges in Nyerisub-county.

After getting the number of shorthand learnersaghestage in the ten training institutions
in Nyeri sub-county, it was established that theasan average of three (03) students
taking shorthand stage Ill in each college makingtal of thirty (30) students. In stage Il
each college had an average of six (06) studerksgna total of sixty (60) students.
Stage | had an average of nine (09) students @iairtg institution making a total of
ninety(90) students. The total average populasaherefore one hundred and eighty
students in tentraining institutions in Nyerisuhtoty. Each of the training institutions
had an average of one teacher teaching shorth&edstlidy targeted all the ten teachers

since the number is very small.

3.4 Sample size and Sampling Procedure

Mugenda and Mugenda (2003) define a sample as engmmber of members or
casesselected from the accessible population.Sagnjdi the process of selecting a
number of individuals for a study in such a wayt th& individuals selected represent the
large group from which they were selected. Systemmahdom sampling was used where
33% of the students were included in the sampleimgak total of 59 students.All the ten

teachers were targeted to take part in the stu@dylsectheir number is small.

3.5 Research Instruments
The study used two questionnaires one for the sga@nd one for the students. The

teacher questionnairewas divided into two sectiSestion one gathered informationon
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the bio data of the respondents. Section two ofjthestionnaire contained items aimed
at gathering information to answer research questichich relate to teachers.

The student questionnaire was also be dividedtimtosections. Section one gathered
information on the bio data of the respondentsti&etwo of the questionnaire was
divided into parts each of which dealt with specrgsearch questions.

3.6  Validity of the Research instruments

The developed instruments were subjected to theofewhether the sample of the
items represented the content that the instrumsmight to test.Pre-testing them in
some institutions offering shorthand ensured thkabdity and validity of the
instruments. The pre-test was carried out in twiteges to assess language suitability
of the instrument and their clarity. Content validias used in this study. Content
validity is the degree to which a test measurestwha supposed to measure. Content
validity implies the degree to which a test camdthy itself as an adequate measure of
what it is supposed to measure. Each test itemldHmei a sampling of knowledge,

which the test purports to measure.

3.7 Reliability of the Research instruments

Reliability is the extent to which answers confotm measurements which are
repeatedly made by different persons using the sagasure of an attribute. The main
purpose of determining reliability in this study svéo make sure that the research

instrument was consistent in producing expectedltses
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Reliability was determined by the split half tedum. The pearsons correlation
coefficient (r) between scores of the halves wasdu® check the reliability of the

instruments using the formula-:

NYxy— (%) Cy)
JINEx2 = (% 2] [N3y? —Cy) 2]

T =

Where

Y x = sum of scores in x distribution

Y. y=sum of scores in y distribution

¥ x? =sum of squared scores in x distribution

¥ y? =sum of squared scores in y distribution

Y. xy = the sum of products of the paired x and y scores

N = the number of paired x and y scores

Spearman’s brown prophesy formula (Re=2r/l+r) wasntused to calculate the full
reliability test.

After the pilot study, the items that were foundsuitable were discarded and others
were modified to improve the instrument.

3.8 Data collection procedure

The researcher began the procedure by obtainingiggon from the principals of the
colleges targeted in this study, who had prior rimfation through contact with the
researcher. The researcher then chose to develpestionnaire as the main research
instrument for data collection. The questionnadteveloped was simple and

straightforward capturing the data towards answgetime problem in question. The
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guestionnaire was also specific to the targetegoredent in this case, both teachers and
students. The researcher was observant of ethsslles before administering
guestionnaires by ensuring confidentiality and/omplete anonymity where requested
by the respondents. The researcher also madeatt ttlat the study was for academic
purposes only and information collected would netused against the respondents. The
researcher administered questionnaires to the megpbs who filled them up. The
researcher collected all the filled up questioregithere was a 100% return rate on the
part of students and 80% from the teachers.

3.9Data analysis techniques

The researcher ensured that data gathered wassedahgcurately and honestly. The
reseacher also protected the data and kept it safa place. The data was analysed
without any bias whatsoever.

Data gathered from the questionnaires had botle daged and open ended items. The
data wasanalysed both qualitatively and quantgétivQuantitative data which was
mainly from close ended items was coded and kewa the computer using the
statistical package for social sciences (SPSS)orei20 to calculate frequencies and
percentages.

Qualitative data | mainly came from the open eniteds. The items were coded, keyed
into the computer and analysed using the SPSS diaewhs then summarized and used

to write the findings according to the objectives.
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CHAPTER FOUR

DATA ANALYSIS

4.1 Introduction

The chapter presenst and discusses the data anadgsd on the objectives of the study.

4.2 Questionnaire return rate

The sample population for students was 59. All shelents were female and they all
filled the questionnaire and returned them. This W@0% questionnaire return rate. The
teachers were also given gquestionnaires. Eighhemtwere given questionnaires and

returned them. This was 80% return rate which vessyed acceptable.

4 3Interview for students

59 students filled and returned their questionsaire

4.3.1 Age Bracket of Students

The study sort to find out the age brackets ofdtuelents. The results are presented in

figure 1.
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Figure 1:Age bracket of student
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The results show that 71.2% of the respondents agee between -30 years of age
while 18.6% were aged between-45 years of age. Only 10.2% of the respond
were aged between 48 years. This suggests that short hand is undarthi young

people below age 45.

4.3.2 Matrital Status of Student

The study sort to find out the mtal status of the respondents. The results arepred

in figure 2.
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Figure 2: Marital Status of Students
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The results indicate that 81.4% of the respondest® not married while 18.6% we
married. This suggests that shorthand is a highplving proffession which require

high concentaration hence the high number of unathrespondent

4.3.3 Academic Qualification of Student

The study sort to find the academic qualifications loé respondents. The results

presented in table 4.1.



Table 4.1: Academic Qualification of Students

Academic Qualification Frequency Percent
Secondary 34 57.6
University 19 32.2
Others 6 10.2
Total 59 100.0

The results indaicate that 57.6% of the repondéats attained secondary education,
while 32.2% of the respondents had University etiaoa Only 10.2% had other
academic qualifications. This illustrates that migyoof the shorthand students have

attained secondary education.

4.3.4Professional Qualification of Students

The study sort out to find that the professionalldigation of the students. The results

are presented in table 4.2.

Table 4.2: Professional Qualification of Students

Professional Qualification Frequency Percent
Secretary 19 32.2
Diploma 8 13.6
Entrepreneur 3 5.1
No Qualifications 29 49.2

Total 59 100.0
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The results show that 49.2% of the respondentsnioadualifications while 32.2% he
secretarial training. Another 13.6% had a diplommal &.1% had enterpreneursl
courses. This suggests that most students entshorthand training without secretatr

training.

4.3.5 Level of Shorthand currently being Studied bystudents

The respondents were asked to indicate the levehofthand they were in then. T

results are shown in figure

Figure 3: Level of Shorthanc currently being Studied by Student:
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The results show that 67.8% of the respondents welevel one of shorthand while
22% said that they were in level three. Only 10\2&te in level two of shorthand. This
suggests that many students find shorthand chafigritence the drop in involvement

for higher levels.

4.3.6 Number of Students at the beginning of the CurrenClass
The respondents were to indicate their number vitlney joined the shorthand class. The

results are shown in figure 4.

Figure 4: Number of Students at the beginning of auent Class

How many students were you when you started your
current class

Frequency
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The results indicate that the enrolment is usuailij at first but confirmed to reduce as

the students continue the course together.

4.3.7 Number of Students Currently In Class

The respondents were asked to indicate their nusnibetlass currently. The results are

presented in figure 5.

Figure 5: Number of Students Currently In Class

How many students are you in your class currently

Frequency

Figure 5 shows the number of student currently lesdo
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This figure indicates drop in number of candidatesipared to those who were enrolled
in the shorthand classes. This suggests that thesedecomes tougher as the students

move to the higher level.
4.3.8Avalilability of typewriters

Table 4.3: Students Who Own Personal Typewriter OtJse The Institution Typewriters

Own Personal Typewriter Or Institutional Typewriter s Frequency| Percent
Own personal typewriter 12 20.3
Institutional typewriter 45 76.3
Have both 2 3.4
Total 59 100.0

The table shows that 76.3% use institutional typtewicompared to 20.3% who have

their own typewriters. Only 3.4% out of 59 studenined personal typewriter as well as

used institution typewriters.

The students' said some of the problems they fadeei facilities used to teach shorthand
in the school were classes being crowded, no endughiture, unavailability of

textbooks, old typewriters and computers, lack mbugh teaching staff and stationary

was very expensive.
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4.3.9 Number of theory and practical lessons per ve&
The respondents were asked to indicate the nunfli&eory and practical lessons they

have per week. The responses are presented in Zdble

Table 4.4 : Theory and Practical shorthand lessonStudents Have Per Week

Shorthand Lessons Students Theory Lessons Practical Lessons
Have Per Week
Frequency| Percent | Frequency Percent
0 16 27.1 6 10.2
1 10 16.9 8 13.6
2 10 16.9 20 33.9
3 15 254 14 23.7
4 4 6.8 4 6.8
5 4 6.8 5 8.5
7 - - 2 3.4
Total 59 100.0 59 100.0

The results show that 59.32% of the students haavarage of 1-3 theory lessons per week
while 71.19% had an average of the same numbesebhs. This indicates that most students
attending theory lessons also attend practicabtess

4.3.10 Time provided for practical lessons

The respondents were asked if they get enoughfomeractice. The results are shown in the

table below:
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Table 4.5: Time for practice during practical lessos

Enough? Frequency Percent
Yes 45 76.3
No 14 23.7
Total 59 100.0

The table shows that 76.3% of the respondents hadgh time for practice during
practical lessons while the minority, 23.7% did hawve enough time for practice. This

indicates that time for practice is not a big obadje to most of the shorthand students.

4.3.11 Time provided to teach shorthand

The respondents were asked if their teacher hadgbnbme to teach them shorthand.

The responses are presented in table 4.6:

Table 4.6: Do teachers have enough time to teachasthand

[Response Frequency Percent
Yes 46 78.0
No 13 22.0
Total 59 100.0

32



The table shows that 78.0% of the respondents tegbdhat their teachers had enough
time to teach shorthand while 22.0% reported thatrtteachers did not have enough

time to teach. This suggest that enough time igigeal to teach shorthand.

4.3.12 Failure in KNEC shorthand examination

Table 4.7: Reasons for failure in KNEC shorthand eaminations

No %
Long Passages Yes 23 39.0
No 36 61.0
Total 59 100.0
Not Enough Practice Time Yes 21 35.6
No 38 64.4
Total 59 100.0
High Marks Yes 18 30.5
No 41 69.5
Total 59 100.0

The table shows that 39% of the respondents saidthiy failed KNEC exams because
of long passages while 35.6 %said that they failedause of lack of enough time to
practice. Another 30.5% indicated that failure v to the high marks required by

KNEC.
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4.3.13 Suggestions on methods of improving performae in shorthand KNEC

examinations.

Respondents were asked to suggest waggobving performance in KNEC examination. It
was suggested that the examination pass mark éowOther respondents suggested that
the dictation speed be lowered. It was also sugddbiat more time for examinations be
provided and that shorter passages for examinbBagiven to students. Finally many of the

respondents indicated that more books for shorthemalvailed in the market.
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4 .4 Interview for teachers

There were 8 teachers interviewed out of the exgedD, which was a return rate of

80%. All of them were female.

4.4.1 Demographic information of the teachers

Table 4.8: Age bracket of Teachers

Age Bracket No. %
31-45 years 6 75.0
46-60 years 2 25.0
Total 8 100.0

Table 4.9: Marital status of Teachers

Marital Status No. %
Single 4 50.0
Married 4 50.0
Total 8 100.0
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Table 4.10: Academic qualification of Teachers

Academic Qualification No. %
University 6 75.0
Diploma 2 25.0
Total 8 100.0

All the eight teachers who participated in the gtueere female. This indicates that
shorthand is a profession exclusively undertakemvbmen. It was also found that 75%
of the respondents (teachers) were aged betweetb 3fars while 25% were aged
between 46-60 years of age. The results as showheirtable show that 50% of the
teachers were not married indicating that teackmgthand is very involving hence half
the number of teachers were not married. Those lvaldlouniversity education were 75%
while those who had diploma were 25%. This suggésiisshorthand is taught by highly

qualified individuals.

4.4.2 Level and Speed attained

The respondents were asked to indicate their lelvepeed which is determinant of their

employment as teacher. The results are providéueitable below.
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Table 4.11: Level and Speed attained

Speed Frequency Percent
100 wpm 2 25.0
110 wpm 2 25.0
120 wpm 2 25.0
130 wpm 2 25.0
Total 8 100.0

The results indicate that 2 teachers each (25%hpttathed speeds of 100wpm, 110wpm,
120wpm and 130wpm. This suggests that shorthardhighly professional field with

gualified teachers.

4.4.3 Level Currently Teaching

The respondents were asked to indicate their afespecialization with reference to

teaching shorthand. The results are presentectitatite below:

Table 4.12: Level Currently Teaching

Frequency Percent
Theory 2 25.0
High Speed 2 25.0
Theory and Speed 4 50.0
Total 8 100.0
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The results indicate that 50% of the teachers teélaebry and speed while 25% teach
theory only. Another 25% of the teachers teach Bigded. This suggests that there is a
balance in the area of teaching in short hand gedewhich can lead to good

performance of candidates.

4.4.4 Number of Years of Teaching

The study sought to find out the experience of hee in teaching. The results are

presented in the table below:

Table 4.13: No of Years of Teaching

[No. of years in teaching Frequency Percent
8 3 37.5
10 1 12.5
20 2 25.0
13 1 12.5
15 1 12.5
Total 8 100.0

38



The table shows that 37.5% of the teachers ha&& yxperience while 25% of t
respondents had 20 years experience. Another 1€as¥%had 10, 13 and 15 rs

experience. This is an indication of a highly exgeced staff teaching in these colle:

4.4.5 Availability of facilities for use in teachirg shorthanc

The respondents were asked whether the instituiadsenough facilities for teachi

shorthandThe results are presented in figur

mYes mNo

The results show 50.00% of the teachers said tisifutions had enough facilities

enable students pass KNEC shorthand examinatioie Wi remaining half indicate
that institutions did not have enough fities to enable students pass KNEC shortt
examinations. This is an indication that there werstitutions whichdo not have

adequatdacilities for learning of shorthan
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4.4.6 Steps to be taken to enhance passing of exaation

The respondents were asked to suggest the stdms timken in order to enhance good

results. The results are presented in table 4.14.

Table 4.14: Steps to be taken to enhance passingesminations

No. %
DVD{CD players, radio tapes are never provided fostudents to 5l 950
practice after lessons
The facilities are enough but more are still needetbr the library 6| 750
Total 8| 100.0

Majority of the teachers 75.00% indicated that fheilities were enough but more

facilities were still needed for the library.
4.4.7 Problems faced regarding the facilities used teach shorthand in institutions

Respondents were asked to state the problems fagedding facilities. According to
them there were no enough books published in Kemghthat students were also not
allowed to keep the few shorthand books which vesaglable long enough for personal

practice.
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CHAPTER FIVE

SUMMARY, CONCLUSIONS AND RECOMMENDATIONS

5.1 Introduction

This chapter gives a summary of the research fgulias well as conclusions and
recommendations.

5.2 Summary of the study

Shorthand has been described as any system of waipinlg using symbols or shortcuts
that can be made quickly to represent letters efalphabets, words or phrases. Various
terms are used for shorthand. One of the terms is&tachygraphyneaning short
writing, from the Greek word meaning sh&tenographymeaning narrow or small
writing from the Greek word meaning narrow is amotlterm used for Shorthand.
Tachygraphymeaning swift writing from the Greek word meaningfsis also used for
Shorthand.

This study sought to find out the factors influengciperformance of candidates in
shorthand examinations in colleges in Nyerisub-tpuisfter giving a background to the
study research questions and corresponding resebjettives were developed. Relevant
literature was reviewed and a research methodottepeloped. Questionnaires were
developed and administered to respondents, analgsicarried out and results presented

in form of diagrams such as frequency and percent&ges, bar graphs and pie charts.
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5.2.1To determine the ratio of students versus typewrites in training institutions presenting
candidates for KNEC shorthand examinations in in Neri sub-county.
This study found out that the typewriters provided in the institutions of training were not
enough. There is a need to avail each student avigpewriter to enhance practice. The study
also found out that some students resulted in lgutfiair personal typewriters to supplement this

deficiency.

5.2.2To establish whether the time candidates ardl@aved for practice and tuition is

adequate before sitting KNEC shorthand examinationgn training institutions in Nyeri
sub-county.

The study found out that 76.3% of the students ér@alugh time for practice during practical
lessons while a minority 23.7% did not. The stutodound out that most students received
enough tuition time accorded to them by their teaslThough there is enough time fortuition,

practice is compromised by unavailability of enotgewriters.

5.2.3 To determine teachers’ competencies in teaolgi shorthand at the various stages in
training institutions in Nyeri sub-county.

The study found out that shorthand is taught bylgigjualified individuals. The teachers who
had university education were 75% while those whd Hiploma were 25%. The teachers also
had attained high speeds. The results indicate?tteachers each (25%) had attained speeds of
100wpm, 110wpm, 120wpm and 130wpm. The study aead that shorthand teachers had a lot
of experience; 37.5% of the teachers had 8 yeaile 6% of the respondents had 20 years of

experience.
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5.3 Conclusions of the study

Based on the findings of the study the followinglosions were made:

1. The number of typewriters in shorthand collegetNyerisub-county was less than
the number of students. It was also concludeddbate colleges had more students
than the number of typewriter hence forcing stuslémiuse their own typewriters.

2. It was concluded that students were not given emdinge to practice shorthand since
typewriters were few and not enough for all, ofntheAlso concluded was that
students were given enough time for tuition.

3. The study concluded that the teachers teachinghslrad were enough and qualified
to teach the students in the selected colleges.

4. It was concluded that most students joined shodltateges with the lowest O-level
grades (D-) hence high dropout rates. It was alsod that most students had other

qualifications before entering shorthand collegellyerisub-county

5.4 Recommendations of the study

The following are recommendations from the study-:

1.The ministry of Education should harmonize th&yepoints for the short hand courses
and also ensure that institutions offering shorthemurses have adequate facilities.
2.The Kenya Institute of curriculum developmentwddaensure that there is a proper
curriculum in place backed by adequate teachingiieg materials developed by
local experts and selected international shortheaching materials.

3. Institutions offering shorthand courses should ensioe there are adequate teaching-
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learning facilities for use by students taking @@ in their respective learning
institutions. They should also ensure that theyelenwough teachers who are fully

trained to handle students undertaking shorthandses.

5.5 Suggestions for further study

1. The same study should be carried out in anothecsuhty to find out whether similar

results will be found.

2. In addition a study should be carried out ontdaeher-training facilities for

shorthand teachers.
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SECTION 1

STUDENTS QUESTIONNAIRE

APPENDIX A

Kindly answer the following questions as honestly as possible. Put a tick ( V) where

appropriate.

1. Indicate your sex

Male

A
B

Female

2. Indicate your age bracket

A 0-15 yrs

B 15-30 yrs

C 30-45 yrs

D 46-60 yrs

E Over 60 yrs

3. Marital status

Married

Single

A
B
C

Divorced

4. What are your academic qualifications?

Primary

Secondary

A
B
C

Degree

5. What are your professional qualifications ?




6. Level and speed of shorthand currently studying.

SECTION 2

7. How many were you when you started your currerdsfa

8. How many students are you in your class currently?

9. Do you have your own personal typewriter or do ysa the institution
typewriters?

A

Own personal typewriter

B

Institution typewriter

10.1f you use the institution typewriters, do you hare to yourself or do you share
with other students? Please explain.

11.What problems do you face regarding the facilitised to teach shorthand in the

school?

SECTION 3

12.How many shorthand lessons do you have per week?

13.Out of the number of lessons you have indicateguistion 1, how many are
theory lessons and how many are practical lessons?
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Theory lessons
Practical lessons

14.Do you get enough time to practice during the pcattessons?

Yes
No

If no, please explain your answer.

15.Do your teachers have enough time to teach youtsimt?

Yes
No

If no, please explain your answer.

16.In your opinion, what makes it hard to pass KNEGrgtand examination?
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17.Give suggestions on what can be done to improvieqpeance of shorthand in
KNEC Examinations?

THANK YOU
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APPENDIX B

TEACHER QUESTIONNAIRE
SECTION 1

Kindly answer the following questions as honestly as possible. Put a tick ( V) where
appropriate.

1. Indicate your sex

A Male
B Female

2. Indicate your age bracket

A 20-30 yrs
B 30-45 yrs
C 46-60 yrs
D Over 60 yrs

3. Marital status

A Married
B Single
C Divorced

4. What are your academic qualifications?

A Primary
B Secondary
C Degree

5. What is your highest qualification in shorthand?

6. Level of shorthand currently teaching.
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SECTION 2

7. For how long have you taught shorthand?

8. Do your students use the institution typewritersl@ithey have their own
personal ones? Please explain..

9. Does your institution have enough facilities toldeastudents pass KNEC
shorthand examinations?

A yes
B No

Please explain your answer.

10.What problems do you face regarding the facilitised to teach shorthand in the
school?

11.How many shorthand lessons do you have per wealparticular class?

12.0Out of the number of lessons you have given in jue4d, how many are theory
lessons and how many are practical lessons pesxlas
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Theory lessons
Practical lessons

13.Do students get enough time to practice duringthetical lessons?

Yes
No

If no, please explain your answer.

14.Do you have enough time to teach shorthand?

Yes
No

If no, please explain your answer.

15.What is the entry requirement for the lowest sgaeshorthand 1?

16.1s the entry requirement given in question 2 taghtor too low?

A Too high
B Too low

Please explain your answer.
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17.1n your opinion, what makes it hard for candidaigsiss KNEC shorthand
examination?

18. Give suggestions on what can be done to improvieqpeance of shorthand in
KNEC Examinations?

THANK YOU
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APPENDIX C

LIST OF TRAINING INSTITUTIONS IN NYERI SUB-COUNTY

S/NO NAME OF INSTITUTION

1 LITTLE FLOWER INSTITUTE

2 CONSOLATA CATHEDRAL INSTITUTE

3 ST THERESA'S COMMERCIAL COLLEGE

4 NYERI TECHNICAL TRAINING INSTITUTE

5 INSIGHT COMMERCIAL COLLEGE

6 TURINE COMMERCIAL COLLEGE

7 PINNACLE COLLEGE OF PROFESSIONAL STUDIES
8 FUTURECOM INSTITUTE OF PROFESSIONAL STUDIES
9 EXCEL COMMERCIAL INSTITUTE

10 SKYNET BUSINESS COLLEGE

Source, KNEC (2012)
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