SAULT COLLEGE OF APPLI ED ARTS & TECHNOLOGY
SAULT STE. MARI E, ONTARI O

COURSE QUTLI NE

SHORTHAND
Course Qutli ne:
SHD100
Code No. :
OFFI CE ADM NI STRATI ON
Program
ONE
Senest er:
SEPTEMBER, 1990
Dat e:
Previ ous Cutline
Dat ed: SEPTEMBER, 1989
JOAN MOCRE
Aut hor :
. . X
New. Revi si on:

A A A Q
APPROVED: 00 o

Dean, Business & Hospitality Dat e



SHORTHAND SHD100

PREREQUI SI TE;  None

PHI LOSOPHY/ GOALS;

- to develop in the student a thorough understanding of the theory
of Forkner Shorthand

- to develop in the student good techniques of witing Forkner
Shor t hand

- to develop/increase the student's ability to apply the theory of
Forkner Shorthand to all vocabul ary presented

- to develop/increase the student's ability to read famliar/
unfam liar shorthand plate at an introductory speed

- to develop/increase the student's ability to wite shorthand notes
fromunfamliar dictation

- to develop/increase the student's ability to transcri be MAI LABLE
letters at increasing rates of speed

SPECI FI C OBJECTI VES;

By the conpletion of the first senester, the student will be able to;
- have a good know edge of the theory of Forkner Shorthand

a) match correct outline with correspondi ng phonetic sound
b) nmenorize the abbreviated shorthand outlines
c) understand the advantages of phrasing

- use good techniques in witing Forkner Shorthand

a) wite correct outlines
b) wite legibly
c) practice correct usage of steno notebook

- apply the theory of Forkner Shorthand to all vocabul ary presented
a) select correct shorthand outline, shortformor phrase

- translate shorthand outlines accurately and fluently
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a) read fromshorthand plate randomy selected by the instructor
fromclass text with 100% accuracy at a mninumrate of 120 wpm
on a piece of naterial

b) read from his/her own shorthand
wite Forkner Shorthand fromdictation
a) select correct shorthand outline, shortformor phrase

b) wite shorthand outlines fromunfamliar dictation (approxinately
100 words in length) at a mninumof 50 womand transcri be on
the typewiter a MA LABLE copy

develop skills in shorthand, communication and typing to produce
a mail abl e copy

a) translate shorthand outlines

b) sel ect proper typing fornat

c) proofread typewitten copy

d) correctly apply the rules of English grammar and spelling

GRADE  BREAKDOMN

M

A+ 95 - 100%
A 89 - 94%
B 82 - 88%
C 75 - 81%
R (Repeat)

D- TERM REPORTI NG3

%ECU)

- Satisfactory

- Unsatisfactory Progress

Repeat (objectives not net)

- Gade not reported to Registrar's Ofice. This grade is used to
facilitate transcript production when faculty, because of

gxt egu?ti ng circunstances, find it inpossible to report grades by
ue date

SEMESTER- END REPCRTI NG

A+ - Consistently Qutstanding

A - Qutstandi nP Achi evenent _

B - Consistently Above Average Achi evenent

C - Satisfactory or Acceptable Achi evenent

R - Repeat - objective of course not achieved and course nust be

r epeat ed
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METHCD CF EVALUATI ON
1. Theory tests (8) 60%

2. Letters (3) at 50 wom= C (80%
Letters (3) at 60 wom= B (85%
Letters (3) at 70 wom = A (90%

Letters (3) at 80 wom = A+(95% _
These letters will be approximately 90 - 100 words in |length and
the dictation will be famliar nmaterial.

30%

3. Assigned honmework, readi ng (1 ndi vi dual
testing by instructor) and tapes 10%

If student does not obtain a 75% average on the theory tests but has
successfully achieved the reading and transcription of the five
required letters, the student may request a conprehensive challenge
exam on the theory portion of the grade. To receive credit for the
theory portion of the evaluation, the student nust pass this chall enge
examw th 75%

Theory tests will be a conbination of vocabulary, shortforns, phrases,
Forkner outlines to transcribe, and a letter to be dictated and
transcri bed.

If a student is not able to wite a test because of illness, or a
legitimate energency, that student nust contact the instructor prior
to the test and provide an explanation which is acceptable to the
instructor (medical certificates or other appropriate proof nay be

required). In cases where the student has contacted the instructor,
and where the reason is not classified as an energency, i.e. slept in,
forgot, etc., the highest achievable grade is a "C'. In cases where

the student has not contacted the instructor, the student will receive
a mark of "0" on that test. THERE WLL BE NO RE-WR TES CF TESTS.

Any non-returnable tests which have been returned to the student for
review only, must be returned at the end of the class or the student
wll be penalized 5 nmarks on the test grade received.

Each student _wll be required to keep a file in a designated
classroom This will facilitate the return of assignnents, grades,
aﬂd anydn"essages the Ofice Admnistration faculty need to relay to
the student.
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MARKI NG SCHEME FOR THEQRY TESTS;
Theory words, Short Fornms, Phrases - 1 point for each correct outline

Transcription of Qutlines - 1 point for each correctly transcribed
outline

Paragraphs - deduct 1 point for each error in transcription and each
| onghand outline

MARKI NG CR TER A FOR HOMBWIRK OR QUT- OF- CLASS ASS| GNVENTS;

1. Unless prior authorization has been received frominstructor, all
homewor k or out-of -cl ass assignnents nust be submtted on assigned
dat es.

2. Students who are absent for any reason will be responsible for any
theory covered during their absence. In addition, it is expected
that students will use prepared cassettes to nake up for absence
from speed devel opnent cl asses.

MARKI NG CR TERFA FOR LETTER TRANSCR PTI ON - 98% ACCOURACY REQU RED,

5 points will be deducted for a proofreading error.

1 point will be deducted for each unacceptable substitution, spelling
error, or omssion

1/2 point will be deducted for each major punctuation error or
unaccept abl e erasure.

(To calculate percentage - each word represents one point. Dvide
total nunber of points remaining after deduction for errors by total
nunber of dictated words.)

e.g. 100 word letter = 100 points; 2 error-point deduction would | eave
98 correct words or 98%

NOTE:

Shorthand notes with longhand in them wll cancel letter's
eligibility.
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OOURSE DURATION  Four 50-mnute periods per week.

VATER ALS REQU RED:

Forkner Shorthand for Colleges (VWber, VWeber, Forkner)

Forkner Shorthand Skill Builder for Colleges (Veber, \Wber, Forkner)
Short hand not ebooks (2)

Good quality ball point pens (2)

Typi ng paper - not corrasabl e bond

Erasing/correcting materials

Standard Dictionary

NOTE: STUDENTS WLL NOT BE ALLONED | NTO CLASS W THOUT APPRCPR ATE
VATERI AL FUR THAT SPEU FIC CLASS.

STUDENT LOAN
Shorthand Tapes - Forkner Shorthand Theory and Speed Buil di ng Tapes
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STUDENT PERFORMANCE OBJECTI VES;

Unit 1 - The student will learn to wite the sounds of |ong and
short E and long 1I.

Unit 2 - The student will learn to wite the sounds of A, T and
short 1,

Unit 3 - The student will learn to wite the sounds of hard C and K,
0/ and soft C.

Unit 4 - The student will build transcription skills.

Unit 5 - The student will learn to wite the sounds of U-00, M and
VENT.

Unit 6 - The student will learn to wite the sounds of soft G and J,
EN-1N-UN, and D or ED added to a root word

Unit 7 - The student will learn to wite the sounds of W WH,
AWA- AVAY, and CON- COUN- COUNT.

Unit 8 - The student will build transcription skills.

Unit 9 - The student will learn to wite the sounds of H SH, and
BE- DE- RE.

Unit 10 - The student will learn to wite the sounds of CH, TH, and
hard S and Z.

Unit 11 - The student will learn to wite the sounds of NG | NG TH NG
AD- ADD, and TRANS.

Unit 12 - The student will build transcription skills.

Unit 13 - The student will learn to wite the sounds of NT-ND, AN,
and DI S- DES.

Unit 14 - The student will learn to wite QU, |NCL-ENCLOSE, and LY.

Unit 15 - The student will learn to add S to root words and wite
EVER- EVERY.

Unit 16 - The student will build transcription skills.

Unit 17 - The student will learn to wite ST and SITY-C TY.
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Unit 18 - The student will learn to wite the sounds of QU ON QUT,
and SELF.

Unit 19 - The student will learn to wite the sound of SHUN
Unit 20 - The student will build transcription skills.

Unit 21 - The student will learn to wite SP, CT and | NSTR
Unit 22 - The student will learn to wite RT-RD, and R TY.

Unit 23 - The student will learn to wite the sounds of d - Oy,
NCE- NSE, and PCST and PGSl Tl O\

Unit 24 - The student will build transcription skills.

Unit 25 - The student will learn to wite FOR FORE- FER- FUR BI LI TY,
LETTER- LI TER

Unit 26 - The student will learn to wite PRE-PR - PRO PER-PUR
Unit 27 - The student will learn to wite AX-BEX-OX and NGE.

Unit 28 - The student will build transcription skills.

Unit 29 - The student will learn to wite SYS SESS-SUS-SI S CESS-A S,
SCRI BE- SCR PT, AND ULATE.

Unit 30 - The student will learn to wite CONTR OVER OTHER AND UNDER

Unit 31 - The student will learn to wite ELECTR QOLOGY, AND
ITISI1ATIS.

Unit 32 - The student wll build transcription skills.
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Ti e Breakdown for SHDI OO, Senester
Chapter 1 TEXT: For kner Shorthand for Coll eges
Chapters 2,3,4 ACTI VI Tl ES: Skill Builder for Colleges
Units 1-4
Chapters 5,6
Test #1 (Chapters 1-4)
Chapters 7,8,9 TEXT: For kner Shorthand for Coll eges
ACTIVITES: Skill Builder for Coll eges
Units 5-8

Chapters 10,11
Test #2 (Chapters 5-8)

Chapters 12,13 TEXT:  Forkner Shorthand for Coll eges
Test #3 (Chapters 9-12) ACTIVITIES: Skill Builder for
Col |l eges, Units 9-12

Chapters 14,15, 16 TEXT: For kner Shorthand for Coll eges
ACTIVITIES: Skill Builder for Coll eges
Units 13-16

Chapters 17,18
Test #4 (Chapters 13-16)

I ntroduce Dictation and Transcription of letters on
famliar textbook materi al

Chapters 19,20,21 TEXT: Forkner Shorthand for Coll eges

ACTIMITIES: Skill Builder for Coll eges
Units 17-20

Chapters 22,23
Test #5 (Chapters 17-20)

Chapters 24,25,26 TEXT: Forkner Shorthand for Coll eges
ACTIVITIES: Skill Builder for Colleges
Units 21-24

Chapters 27,28
Test #6 (Chapters 21-24)
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Ti me Breakdown for SHD100, Senester 1 (cont'd)

Veek 13 Chapters 29,30,31 TEXT: Forkner Shorthand for Colleges
Test #7 (Chapters 25-28)

ACTIMITIES: Skill Builder for

Col T eges,
Chits 25-28

14 D ctation and Transcription
Letters @50, 60, 70, and 80 wom ACTIMTIES: Skill

Bui l der for Coll eges
Test #8 (Chapters 29-31) Ohits 29-31

15 D ctation and Transcription
Letters @50, 60, 70, and 80 wpm

NOTE: The above schedule is an approximate time breakdown



