Findings on the Keyboard Survey Conducted Spring, 2003

Kathy Moore, Antelope Valley College, conducted the keyboarding survey during the fall semester of 2002 and spring semester of 2003.  This survey was conducted as a result of the South Coast Regional Consortia’s request of the Business/CIS Education Statewide Advisory Committee.  E-mail announcements were sent to faculty, division deans, and department chairs at all 108 community colleges asking them to visit the BESAC Website and complete the keyboarding survey.  In addition, announcements were made at the Asilomar Conference and other BESAC meetings.  Individuals, including instructors, division deans, and department chairs from 31 colleges responded to the survey request.  

Results of Survey

Listed below are the results of the survey containing 40 questions. The first nine questions were general in nature, requiring the respondent to supply information about the college, their position, etc. They are not included as a part of the survey findings.  The results from the survey that are reported here will reflect the answers to questions beginning with Question No. 10.

Question No. 10:  What department/division teaches keyboarding?  The findings from the survey revealed the following:  

Name of Department/Division



     No. Responding

Business Technology/Office Technology 



12

Computer Applications 




  
  9

Business Department 






  6

Office Administration 





  1

Business Information Systems 




  2

Respondent did not answer





  2  

It should be noted that colleges differ widely on the names for their departments.  For example, in one college, the office technology area was in the Business Division.

Question No. 11:  How many keyboarding courses are being taught this year?  The following results were found:

Number of Colleges



   Classes Offered


10




  4-10 classes per year


10




15-20 classes


  5




20-28 classes


  1 




36


  4




40-49 classes per year 


  1 




No response

Question No. 12:  How many units per course?  This question was not answered by any of the respondents.  It is possible these questions were not answered due to the colleges’ offering an option such as 1 to 3 units.

Note:  The next 5 questions were combined to show the comparison of the number of sections and the number of students enrolled between this year and last year.

Question No. 13:  How many total class sections this year?  Results are indicated below.

Question No. 14:  How many total class sections were taught last year?  Results are indicated below.

Question No. 15:  How many total class sections were taught the year before last?  Apparently no statistics were available as no respondent answered this question.

Question No. 16:  Approximate total keyboarding students this year?  Results are indicated below.

Question No. 17:  Approximate total students last year? 

To analyze the above five questions, a comparison was made between this year and last year in both number of classes offered and number of students taking the classes.  It was found that there were approximately 10% (0.98) fewer sections of keyboarding taught and approximately 10% (0.97) fewer students enrolled in the classes this year than last year.  Since respondents apparently did not have data available prior to last year, Question 15 regarding “the year before last” was not answered for any college responding to the survey.

Question No. 18:  Approximate percent successful completers (A,B,C grades)?  Six of the respondents did not answer the question with a number.  Written responses were as follows:

Not available, (however) good retention

Don’t know

4 were left blank

The responses to this question show the total percentages and average completion rate.  Taking the average of the total percentages submitted (1,699), a completion rate of 68% was found for keyboarding classes among the colleges that answered this question.  It should be noted that for colleges that offer variable units, students can be counted as successful if they complete only one unit, while colleges that offer only 3-unit classes, students would not be considered successful.  These data do not specify how the class was structured.


Question 19:  Approximate average words per minute for completers?  Again this was apparently a difficult question to answer judging from the responses.  These included the following:

4 required a speed of 25-30 

8 required a speed of 30-35

6 required a speed of 40 to 45

The following comments were entered in lieu of the specific speed that had been requested:

Depends on which course they are completing.

25 in 3-unit class

40-60

20-55--depends on level of course

40-60

Not available--minimum standard 30

25-40 (Beg.-Adv.)

15-20

Information not gathered—self-paced

35 (total guess—no data)

3 were left blank

Question No. 20:  Is this enough for entry level employment in our area?  There were no responses to this question.

Questions No. 21-25:  How is keyboarding offered at your college?  The results to this question revealed the following regarding the number of classes and the formats:

Traditional

Online

Hybrid

Open Entry/Open Exit

        19

    11

      1


15

Looking at the data further, it was found that:

10 colleges offered only Traditional classes
5 colleges offered both Traditional and Open Entry/Open Exit

5 colleges offered only Open Entry/Open Exit 

4 colleges offered both Online and Open Entry/Open Exit

1 college offered both Traditional and Online

1 college offered both Traditional and Hybrid

Question No. 26:   Do any degrees REQUIRE keyboarding course(s)?  Twenty colleges indicated there was a requirement; some specified—others did not.

Yes—All Business courses 

Yes—AS Degree—Office Management

Yes—Did not specify class(es)

Yes—Did not specify class(es)

Yes—Did not specify class(es)

Yes—There is a keyboarding requirement

Yes—1—Office Technology

Yes—1—Office Technology

Yes—2—CAOT (AA degrees required CAOT 2)

Yes—2— Office Information Systems

Yes—2—Adm. Asst., Office Asst. 

Yes—3 in BIS Association Degree Program

Yes—1

Yes—1

Yes—1

Yes—1

Yes—1

Yes—2

Yes—3

Yes—7

Nine colleges indicated there was no keyboarding requirement in any course.  Two colleges left the question blank



Question 27:  Do any certificates REQUIRE keyboarding course(s)?

Yes—13 courses

Yes—All business courses because it is part of the core

Yes—5 (receptionist, OA, OIS< Clerk, Data Entry

Yes

Yes

Yes—2—Administrative Assistant, Office Assistance

Yes—1—Office Technology

Yes

Yes

Yes—2

Yes—3—require CAOT 2

Yes—4

Yes—7

Yes—1—Office Technology

Yes

Yes—4

Yes—6 in BUS Certificate Programs

Post and CA

Yes—3

Yes—1

Yes—2

Yes—1

Yes—1

Yes—There is a keyboarding requirement.

Yes

No—3

Did not fill in blank—2

Recommendation—1

Twenty-five colleges indicated they do have a keyboarding requirement; 1 indicated there was a recommendation; 3 indicated they did not have a requirement; and 2 did not fill in the blank.

Question 28:  If enrollment is declining, to what do you attribute it?

Because of lack of equipment, stigma related to “typing” courses, prior training in elementary school or other training

Economy

Declining job market in IT industry as well as overall economy

Low employment, 8-12 have more access to computers at home and they learn on their own; students don’t have the time to take keyboarding

Personal discipline and priorities between school and family

Enrollment may be declining on some campuses because courses and classroom atmospheres continue to reflect the concept of “typing as a dumping ground”

Budget reductions—class cuts, K-12 offerings 

Other training from elementary through high school, adult ed programs which are free

People use Mavis Beacon software, have learned in high school, or would like to take the class online

CSULB no longer allows typing as a transferable course

Demand

Earlier knowledge of keyboard; shorter classes—non-credit

Twelve made comments on why they thought the classes were declining; 6 said enrollment was not declining; one said it was growing.  Five wrote N/A and 7 left it blank.

Questions 29-33:  What other training is available?  The only response by one person was “adult education.”

Question 34:  Do students generally have sufficient keyboarding skills?  Twenty-three respondents indicated they did not feel students have sufficient keyboarding skills, 3 said they did, 1 indicated it varied, 1 indicated he/she didn’t know, 1 indicated it depends on whether the student has had a formatting class, and 2 left it blank.

Question 35:  What actions have been taken to increase enrollment? Thirty did not respond; 1 indicated above response:  Articulation agreements between H.S. and college to boost enrollment in Advanced Keyboarding

Question 36:  What actions might be taken to increase enrollment?  Listed below are a variety of suggestions that are made to help increase enrollment.

· Develop a strong program and market it to the community 

· Speech recognition is not yet transparent

· Advertising

· Reach out to industry employees for training

· Offer short term courses during intersession, weekends

· Ask other faculty in other departments and programs throughout the campus to encourage students to learn keyboarding skills.  Prove to counselors (and other faculty) that keyboarding should be strongly recommended to ALL students.

· None

· More marketing

· Develop a strong program, market the program, and maintain professional standards.

· Enrollment is not a problem.

· Add as a requirement to more certificates and degrees

· Do not believe that there will be an increase in enrollment despite the best marketing efforts.

· Press releases

· Online

· Outreach into the community

· Not necessary

· Bridge to ESL classes

· Continue advertising and working with other departments; continue offering wide range of delivery modes and days/times

· Place keyboarding inside other courses

· Canvass local businesses

· Credit/No credit

Question No. 37:  Are new technologies being considered (e.g. including speech recognition)?

The respondents suggested the following comments:

· Yes, currently writing curriculum for this (speech recognition)

· Not at this time

· Yes (5 responses—no comment)

· Not at the moment

· Will be offering our first speech recognition course in the fall.  Do not anticipate this will make a significant difference yet, however.  Training is still required for speech recognition

· No (7—no comment)

· Online keyboarding

· Not at this time

· All new technologies are considered

· Yes, we offer keyboarding ad two speech-recognition classes

· Yes, speech recognition

· Speech recognition but limited by budget

· Yes, speech recognition is being developed.  Headsets have already been purchased

· Have offered speech—but it is not technologically developed enough.

· Not in Open Entry/Exit setting; we teach a unit on this in the Office Systems and Procedures class.

· Yes, including voice recognition


· Already tried

· Speech recognition is becoming more available

Question 38:  What, if any, changes are planned for FALL 2003?  The following responses were given.

· Discipline has been suspended by Administrators.

· Speech being taught Fall ‘03

Question 39:  What do you think is the future of keyboarding on your campus?

· Addition of voice/speech/handwriting recognition in the keyboarding classes

· Static—no changes anticipated

· Strong

· I think it will continue

· It will remain part of the BIS Degree and Certificate program.

· I hope with the budget crisis we will still have the load to be able to continue to offer it.

· Steady enrollments for a couple of more years, then reduction in enrollments.

· Will be eliminated within near future.

· Our enrollments continue to increase.  Most of our students are non-Business Office Technology majors.  They are in our classes because their use of computers has increased.  Also, we have incorporated lessons in ergonomics within our 8-week courses

· Poor

· Dismal

· Continue interest

· Colleagues and students are gaining new insight into the professionalism of the keyboarding courses taught.

· The future looks bright.

· Eventual decline as student populations gains language literacy.

· Has been holding steady last four years—expect it to remain so next several years.

· Demand will remain at a different level.

· Speech recognition, less sections

· Continue at the current level provided the enrollment is sufficient to carry on these classes.

· Depends on budget.

· Unknown because of unknown disposition of the BIS program.

· Unknown at this time—proposed cut.

· In terms of student need, keyboarding is necessary

· Keyboarding classes are our highest enrollment for BOT.  I think this is partly due to the immigrant population from the Middle East and ESL students.  This is a class and format in which they can are successful without needing high proficiency in English.

· Enrollments are steadily declining yet industry still required that students type by touch; speed demands are becoming less critical, with more emphasis on accuracy.

· Should remain constant if included in other courses.

· Less enrollment; introduction of voice recognition classes.

· Remain—meets needs of students

Question 40.  Please provide any other comments, ideas, insights, that we may not have covered in this survey.

· Providing updated training for all instructors of keyboarding to include voice/speech recognition typing.

· Our typing program is successful in the traditional, face-to-face model because we offer three different levels of typing in the same section.  After the student completes Computer Keyboarding for 8 weeks, he/she can then move into Skill building repeating that up to 8 times to continue building skill.  In Computer Keyboarding, we emphasize injury prevention and deal with the psychological aspects of gaining this motor skill.  We also focus on proofreading in each of the different courses.  Almost every session in Computer Keyboarding has a short lecture which will be followed up by a written quiz.  The students do not teach themselves  how to type -- the instructor is their coach just like in other motor skill activities such as golf or tennis.

· Our school has a large number of immigrants who have not had any experience with a computer.   Keyboarding classes are their first classes in our area.  Others will take the 1-unit speed building class to improve existing skills.

· Keyboarding is an important skill to develop especially in this day and age.  It is important to learn it the right way to prevent injury to the wrists, etc.

· Administrators and faculty themselves in other departments and programs know how to keyboard but do not believe that encouraging their students to learn to keyboard is necessary.  Counselors do not place importance on and, therefore, do not strongly recommend Keyboarding as, at least, an elective.

· A close look at the presentation of and professionalism in keyboarding classes is long overdue.

· Our keyboarding program is so successful because faculty members meet regularly with students and "nurture" them.  The South-Western software and text is excellent.

· Seven years ago it was predicted that within five years keyboarding would be replaced by voice recognition - it hasn't happened.

· Other than working more closely with our ESL Department to develop special classes for their students, we have not been doing any new marketing or changes to our keyboarding classes in the last few years.  We believe the counselors and the business community have forced the issue for the need to keyboard.  Also, students in other departments must now type their assignments for their classes.  Instructors are no longer accepting handwritten papers.  In addition, the English Department has a lab and teaches their creating writing classes on computers.  Those instructors encourage students to take a typing class.

· I think that keyboarding should be taught daily for 9 weeks without wp.

· I'd like keyboarding at 30 wpm to be required for graduation from Coastline Community College.

· Community college should be a source for keyboarding classes.

· We have found that industry is requiring more typing requirements from other programs (auto mechanics; diesel mechanics; nursing, etc.)  We need to talk to these departments and teach it to their students emphasizing our expertise.

· Adding an online class has increased enrollments.

· Remains a strong starter but poor finisher because students stop once they know the keyboard and have mastered some accuracy.
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