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Lxperimental /rreu“m-(,l:;s cs in Clerical In ductu'm B
o Traintne-~-1 Julv - 21 Wovephor 1960
FROM: EAZNSION | HO.
4
Chief, Clerical Training Faculty ' —— _
LG A %'2100 11 Februarsy 1970
TOu (O;ﬁ':ccir destgnation, 1eon: wamber, ond DATE C-..'-!’!CEF:'S COMMENTS (Number cach comment lu show from whum'
kultding) [T T T T RNALS ta whem, Draw o line across coiumn oilur each comment) |’
: RECENTD | FORVA'DID LN ¥
1. |
DC/OTR/SUR/AT R
2. ;




Approved For Release 2000/05/08 : CIA-RDP78-03930A001 000600428

ADMINISTRATIVE-INTERNAL USE ONLY

11 February 3670

MEIORATDUI FOR: Dire ctor of Mreining
Depuby Direc sor for Recrultment and Flaccmenc
Orfice of Few

in Clerical Inducticon
arber 1809

1, Attached ic o report of heciel troining progrom con %ucted
for & grouvy of o s sere recruitcd from lover soclio~ccons
seqmentn of

phagses of t'*"'im' nZ
e ol Lhc !)L_J-JJ ~ of praining hours
Lh;., DIC] '\.u. algo is iacluded.

3. . 0 any v"utur cc hn(‘ullnr
:::..mlu Tun, We o ey theve be @ c"rof\i
f the i houa U 3 '1oyen T :-ln-'tf:‘"_;l;».n’f requi
Uhs ‘ﬂi.O) cor.t of this intenzive training; 1 the que _.Lu‘,f of
the ines the~job periormtnce. Ii vle C].cric:l Training Foculty
is a.ﬁ’-.c«." .~ conduct ancther of these speciol progrant, it wowld Dbe
; concider the crmloyment ol on additionsl instructor. Iz
Lot were to be scheduled Guring cur peaitload Lraining poricd
(June - Ceusber r), the hiring of two ccatrach instructors, instead of
the usanl one, wiglt be essenticd.

., Ve suggenb that the pecruitment and Places wend Division of the
Office of 1’31‘.“0’11 1 aseerbain fron the oftices of asnirnment T the on-the=-
job production ¢t sbilities ond the atii tuces of theee btrainecs Such
informzticin WO 11&1 be of valuz o the inmohincy 3 eporing percenmel
of this caliber for job assipgmmentse  gTATINTL
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REPCRT OF TRATHIL CCWDUJTFK
FOR FFERTIIFIDAL GROUP REC
ECORCHIC LH\J S

it

Commorition of the Byperimental Grouwp:

17 women (16 Negro snd 1 white)
-on~-duty Date: 1 July 1959

ng Scores:

2 begirmers vwho had never typed before; their scores averaged
Lrom 7 to ll wpra with 10 errors.
acncs who hed hod wprevicus typingz esperience; their
es renged from @ through 33 wpm with 15 to 27 errors,

students who had had previcus tyning erperience;
wcores averaged froa 25 to U8 wpm with 15 or fever

Acrignient to Typing Cles:

k. Begimning Typing: Started 1t July 1959
Ended 5 September 106G

The closs met twice a daoy:
1% hours in the morning; 1 hour
in the afternoon.

Practice work was required each
day.

Trainees

assigned to the
Begln inz clas

ass: 10 students (8 with previous
typing experience; 2 with no
previcus typing e:perience.)

5 students transferred to the
regular typing class after 5
wveeks of beginning training.

5 students remained in the

beginning class for an additional

3 weeks, making a total of 3 weeks

in beginning class for these students.

ADMINISTRATIVE-INTERNAL USE UNLY
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¢. Advanccd Typing: Storted 7 July 1969
Endcd 18 July 1909

Class met 1 hour daily for 2 vieeks.

HHER

Started 2L July 1069
Ended 12 Scptewber 1069

Close met twice dzily in l-houv
typing classes for 3 wecls.

FAAEEKR

Started 15 Scpbomber 1969
Ended 21 Tovenmber 1909

Class et 1 hour dally for O weeiis.

Traincen r"“igncd to the Advrneod
- — - . .

Typing clesso:

There vere octodonur o soerted with tie Advreneed claos--~thes
were the students with previcns inre emericnce, but those whose
scorcs avereged from “9 T o 1O vords oominaie with 15 or fewer errors.

Thense seme stadenvs werd reteined for the class starting on
21 July 155605 they waev for tuo l-hour typing classes daily; practice
work ves required each day.

There were 16 students in t1c 11
some were cnrolled nitor comnleting the ! :
stay in this Adve A praining ClnSa ransed fiom 2
gepending on pheir copyonce ona thelr progress.

ssignment to Grommar snd Punctuation Classes:

A. FPecouse of the obvious need for most of the st sudents to have

addibtional work in Frglish weage, 8 nev class was orgaancu in which
Gramnar and Runctuation were combined. This necessitated the instructor's
writing special lesson plens geared to the level of comprehension of these
trainees, designing special training aids and making certain that the
fundamentals of both English subjects were adequately covered, This class
met for 11 weeks for 1% hours a day; the dates were 21 July ~ 3 October 1969.

There were 17 S tudentse

ADMINISTRATIVE- INTERNAL USE ONLY
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The class vas designed for a couplete review of grammar and punctuetion,
In =ddition, a 1,254 word lict was us ¢d, This 1ish, which was compiled by
outh~tcebern Publichi 13 Compony, Cincinmatbi, Chio, provided a pood
;o veecabuldery., The 3 re studied for meaning,
ictionary refercence or identific ation, snd os parts of speech in
the study of begic groenmar,
The Tirst scoves Tor he Groammer and Nunchuation Cclasses
vhich met for 1 wveel: firom 7 throush 11 Joly 1959 vere as follows:
Gramaor scores ransed from 54 4o 92,
Punctuation ceores renged from 9 to 83,
Ce Ihe rocond scores Tor these subjects afber atbendan ¢ce in the
regular Clerical Tuduction Inglicsh clogses during the week of 6 throuszn 10
October 1809 were as follows:

-~

Gramier scores ranged from 66 to 100 (representing en improvenent
of from 2 to 27 points,)

Punctuation scores ranged from 4l to 83 (zepresenting an improve-
uent of from I to 45 - points,)
Aves JLudics 5508 s trainces also abtended 2 veeks of Arca
lasses, which mct for 6i; hours each veek. Filin~ and Office
sEea SELACE
¢ clisses: Their time in those <lasses eccounted for 5 hours .

one wveei,

ADMINISTRATIVE-INFERNAL USE oy
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- muaber of hours devolb ; e ngg for 17 students
oo followu:

2 weeks of Lrea Studice

1 veek of Tiling
5 hovrs a week

Tobal hours in Beriiraing and Advonced
Typing clacaes

Ingilich Uraze classesd

it AGS
TiT CLALY

Teacher Iouvrs:

A, Significant ere the total muwmber of inniructor houvs spent in

prepreabion for these specicl clasper Tor this ciperimentsl group. Thot
breskdoyn is ¢s follove: Iours

Eugliuh Useze: At lewst 2 hours a days
5 days & weelk for 11 weeks

Advanced Typing: At leust 1 hiour a day,
5 days o veek for 20 veeks

Peginuing Tywing: AL least % hour a day,

5 days a veek fo: § wecks

L

D. The tosol number of instruchor hours cnent

teaching was an fellows:

Typing

Other classes
Total Instructor Hours
The number of hours spent in student counseling can only be estimated

and, therefore, is not imcluded in this report.

ANMINISTRATIVE-INTERNAL USE DRLY
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mrainee Time in the Ty'pex-n‘iting Training Classes?
The folloving is & preakdown of traince time in the Beginning and.

the ACvar scc0 typing v rreining ol z3888°

Jascimum $ime in class for Qualificaftion 18 weeks
Minimam +ime in cless for O,ualii‘ics.tion 8 yeeks
1inimwn time in cless with failuwre to quallly 12 weeks

Jaximum time in class with failvre to qualify 19 weeks

VvITi,. atetist ricel Swmary of Progran:
of the X7 students, 8 met AL rsewriting Que alifications and 9 did
nob.
of the 7 1 a3 gguelificd for Agency ezrs,_oloym.ent and
1 resigmels
STATSPEC
of the 1)} students remainings 13 yere assigned uo-l wes assigned

o Tinonce 08 & clerk. (A2L hsd reque sted assignment in the Rossiy? area.)

Tote: M aeteiled record of cach student’® s time in classes vas main“oained
n the Glerical Tnduction Training office in Room 32, Ames Bulldings

Extension 3280.
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Instructor Comnents Concerring Training Programs

The ianstructors found that this gpeclel class vas comprised of &n

crtremely interesving Eroup o They were well-dresced, courteous,

jva--most of The time; selves properily.

repators aid hove to o spend ¢o

(DA S

endeevoring o motivete them. peegne bored and lazy--naT=

ticularly len they were try to & finer points of Ingl -"h usagen-

be reminded of its futwre VOILC £o them. Also, the level of

» 1ed bo be el wed to cope the limibatior thelr

1 pachgrounds und ep sprooched t therc was certainby thab

mebier cowld be gro gred. AT times they becon Jiscourased

with v neadcd conficence ond div ccbion. Those who

SRR

were pore copable needed to be told that they might neeb byping @ue ificationse

1

i€ thoy would pub a 1ittle more cfford into their practice work, When this

type of mobvivetion did nob vemedy the s1tuation, a sterner epproach wo.s

Trequently necessarys pub there wes o1MAYS good repport betueen the

end the teachors.

There were two deb ~imentel factors i the pcrsonali'bics of these

students. Lhe rirst was thelr 1ate arrival in elags-~their tardiness

to tuc hours; somebtimes they were not pr sent at

ranged from a half hour

a1l during the day and frequently they aid not call to explain thedr
absence., Several of them took adventage of their siclk lcave. The

overall average of tardincss applied o four or five people out of thec

seventeen.

ADMINISTRATIVE-INTERRAL USE DHLY
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The socond detrimental factor in their pergonalitics was theix great

cepacity and compulsive desire 1o talk to each other at any time, In

order to cope with this cherscteristic, the instructor found it necessary

to orpenite the training prof:rom oo thet they moved cuiclly from one
€ G { ) Rt

project to enother and, vhenever possible, to erranne the clasg seating

5o that these students vere seporated froa coch other.

The members of the Clerical Training Faculby roolized that in oxder

to prepare disadvantosed students to be job-rcady, cmphasis needed to be
placcd nob only on rlills but olso on appetrance, attitudes, and tne
ability to cope with the rigid ctrueture of business; thet is, retting

1 . . . . . 3
there cvery day, arviving on tiuw, folloving directions, and working

with others. Consldcrable instouctor time wes devoted %o councellug,

] listening to their porsonal problous, making an effoxrt to dircct and
i
1 motivate +hem, and instilling in them a will to succceed. The project

bepan as o typing treining project, but wn 1t developed it encempassed
iy 15} (&) \J J FH

far more than skill training.
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