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About this report

This report provides you with data arising from your recently completed ‘Type Faster, Work Smarter’ touch-typing course programme, delivered by Type&Test Ltd.
Its purpose is to illustrate how much time will be saved or gained through your staff’s new-found touch-typing skills.  It also shows the monetary value of the time saved in order to demonstrate your return on investment in as precise terms as possible.

If you have any questions about the report, please contact Type&Test Ltd on 017683 42821 or mail enquiries@typeandtest.com  
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A.
List of learners taking part in the course
The table below shows the name of each course participant, their job description, the number of hours they spend on average at their PC each working day, and their hourly pay rate.
The ‘PC hours per day’ is based on information provided by each individual.

The ‘pay rate per hour’ information was provided by the HR department.

The numerical information in this table is used later in the report to calculate the number of hours gained and the amount of money saved through each individual having learned to touch type.
	Name
	Job Title
	PC hours per day
	Pay rate per hour

	Aisha Dembele
	Receptionist
	2
	11

	Jane Dowse
	Training Manager
	2
	18

	Margot Hestor
	Human Resources Assistant
	4
	11

	Elizabeth Jones
	Marketing Assistant
	3
	11

	Peter Lawrie
	Sales Manager
	4
	22

	Sian Leader
	Customer Services Team Member
	4
	11

	Kirsty Lockyer
	HR Manager
	4
	22

	Zoe Marks
	Customer Services Team Member
	4
	11

	Wayne Robson
	IT Support
	4
	12

	James Rogers

	Sales Representative
	2
	16


B.
Results of initial automated typing assessment

	Name
	Job Title
	Speed wpm
	Accuracy %

	Aisha Dembele
	Receptionist
	28
	90

	Jane Dowse
	Training Manager
	26
	85

	Margot Hestor
	Human Resources Assistant
	25
	88

	Elizabeth Jones
	Marketing Assistant
	32
	92

	Peter Lawrie
	Sales Manager
	25
	89

	Sian Leader
	Customer Services Team Member
	35
	93

	Kirsty Lockyer
	HR Manager
	26
	92

	Zoe Marks
	Customer Services Team Member
	28
	78

	Wayne Robson
	IT Support
	42
	76

	James Rogers

	Sales Representative
	22
	90


The initial touch-typing assessment was completed by each individual on their work computer on or between 5th January 2015 and 9th January 2015.
The assessment included a preliminary ‘warm-up’ attempt lasting three minutes so that participants could familiarise with the format of the test.  The scored test was completed after the warm-up and it also lasted for three minutes.

Participants were presented with their score on screen immediately after the assessment and were able to view a copy of the text they had typed with errors highlighted. 
C.
Individual course objectives
Following the initial assessment, a group induction session was conducted via webinar with each participant.  The purpose of the induction was to:-
· Show participants the course

· Agree the training plan

· Agree objectives for each learner, taking into account the result of their initial assessment.
	Name
	Job Title
	Speed wpm
	Accuracy %

	Aisha Dembele
	Receptionist
	40
	95

	Jane Dowse
	Training Manager
	40
	95

	Margot Hestor
	Human Resources Assistant
	40
	95

	Elizabeth Jones
	Marketing Assistant
	45
	95

	Peter Lawrie
	Sales Manager
	40
	95

	Sian Leader
	Customer Services Team Member
	45
	95

	Kirsty Lockyer
	HR Manager
	40
	95

	Zoe Marks
	Customer Services Team Member
	40
	95

	Wayne Robson
	IT Support
	50
	95

	James Rogers

	Sales Representative
	40
	95


D.
Result of final typing assessment
The final touch-typing assessment was completed by each individual on their work computer between between 27th March 2015 and 30th March 2015.

The assessment included a preliminary ‘warm-up’ attempt lasting three minutes so that participants could familiarise with the format of the test.  The scored test was completed after the warm-up and it also lasted for three minutes.

Participants were presented with their score on screen immediately after the assessment and were able to view a copy of the text they had typed with errors highlighted. 
The table below shows the results expressed by speed and accuracy for each participant.
	Name
	Job Title
	Speed wpm
	Accuracy %

	Aisha Dembele
	Receptionist
	42
	96

	Jane Dowse
	Training Manager
	43
	93

	Margot Hestor
	Human Resources Assistant
	38
	97

	Elizabeth Jones
	Marketing Assistant
	45
	93

	Peter Lawrie
	Sales Manager
	35
	95

	Sian Leader
	Customer Services Team Member
	47
	94

	Kirsty Lockyer
	HR Manager
	40
	94

	Zoe Marks
	Customer Services Team Member
	44
	90

	Wayne Robson
	IT Support
	48
	92

	James Rogers

	Sales Representative
	35
	96


E.
Time spent on the course
The table below shows the period that each participant spent using the course and the total hours of study.  This data was collated from the course Learning Administration System.
The total time does not include sessions where participants did not complete a lesson as uncompleted lessons are not recorded by the system.
	Name
	Date of first lesson
	Date of final assessment
	Total Hours

	Aisha Dembele
	12 Jan 2015
	27 Mar 2015
	24.2

	Jane Dowse
	14 Jan 2015
	30 Mar 2015
	19.4

	Margot Hestor
	12 Jan 2015
	27 Mar 2015
	28.6

	Elizabeth Jones
	12 Jan 2015
	27 Mar 2015
	25.0

	Peter Lawrie
	15 Jan 2015
	27 Mar 2015
	17.5

	Sian Leader
	13 Jan 2015
	27 Mar 2015
	30.2

	Kirsty Lockyer
	12 Jan 2015
	27 Mar 2015
	22.3

	Zoe Marks
	12 Jan 2015
	27 Mar 2015
	24.5

	Wayne Robson
	19 Jan 2015
	27 Mar 2015
	27.3

	James Rogers

	13 Jan 2015
	30 Mar 2015
	32.0


F.
Improvements in speed and accuracy
	Name
	Initial speed

w.p.m.
	Final Speed

w.p.m.
	% increase
	Initial Accuracy
	Final Accuracy
	% accuracy increase

	Aisha Dembele
	28
	42
	50
	90
	96
	6.7

	Jane Dowse
	26
	43
	65
	85
	93
	9.4

	Margot Hestor
	25
	38
	52
	88
	97
	10.2

	Elizabeth Jones
	32
	45
	41
	92
	93
	1.1

	Peter Lawrie
	25
	35
	40
	89
	95
	6.7

	Sian Leader
	35
	47
	34
	93
	94
	1.1

	Kirsty Lockyer
	26
	40
	54
	92
	94
	2.1

	Zoe Marks
	28
	44
	57
	78
	90
	15.3

	Wayne Robson
	42
	48
	14
	76
	92
	21.0

	James Rogers

	22
	35
	59
	90
	96
	6.7

	Averages
	29
	42
	45
	87
	94
	8.0


This table shows a comparison between the score achieved by each participant in their initial typing assessment and the score achieved in their final assessment.
It also shows the percentage level of improvement for speed and accuracy separately.

G.
Hours gained per week and per annum
	Name
	PC Hours per day
	PC Hours per week
	Speed Increase

%
	Hours Gained per week
	Hours gained per year

	Aisha Dembele
	2
	10
	50
	5
	230

	Jane Dowse
	2
	10
	65
	6.5
	299

	Margot Hestor
	4
	20
	52
	10.4
	478

	Elizabeth Jones
	3
	15
	41
	6.15
	283

	Peter Lawrie
	4
	20
	40
	8
	368

	Sian Leader
	4
	20
	34
	6.8
	313

	Kirsty Lockyer
	4
	20
	54
	10.8
	497

	Zoe Marks
	4
	20
	57
	11.4
	524

	Wayne Robson
	4
	20
	14
	2.8
	129

	James Rogers

	2
	10
	59
	5.9
	271

	TOTALS
	
	
	
	74
	3392


This table shows the estimated time spent at the computer based on information provided by each participant and therefore it is possible to make an assessment of the amount of time gained or saved as a result of learning to touch type.  It also takes account of the number of weeks per year that the participant works.
Because touch typists keep their eyes on the screen all the time, they tend also to save time through checking their work as they type it rather than afterwards.  This table does not attempt to assess the time saved in this way as it is difficult to estimate.  However, what it suggests is that the ‘hours gained per week’ column is likely to be an underestimate.

H.
Return on Investment in year one

This table takes account of the cost of the course, including the cost incurred as a result of the time taken by each participant in using the course.  This assumes that participants used the course during working time and not in their own time.

	Name
	Hourly pay rate
	Total Hours spent on course
	Time cost
	Cost of course

	Aisha Dembele
	11
	24.2
	266
	195

	Jane Dowse
	18
	19.4
	349
	195

	Margot Hestor
	11
	28.6
	314
	195

	Elizabeth Jones
	11
	25.0
	275
	195

	Peter Lawrie
	22
	17.5
	385
	195

	Sian Leader
	11
	30.2
	332
	195

	Kirsty Lockyer
	22
	22.3
	491
	195

	Zoe Marks
	11
	24.5
	269
	195

	Wayne Robson
	12
	27.3
	328
	195

	James Rogers

	16
	32.0
	512
	195

	Totals
	
	
	3521
	1950


The total cost of the course is £3521 + £1950 = £5471.

Given that the money saved per year through staff increases in speed and accuracy (see table I on page 11) is calculated as £50,922, the Return on Investment in Year 1 is calculated as £50,922 - £5,471 = £45,451.
I.
Money saved per annum year 2 onwards
	Name
	Weeks worked per year
	Hourly pay rate £
	Hours gained per week
	Annual savings £

	Aisha Dembele
	46
	11
	5
	2530

	Jane Dowse
	46
	18
	6.5
	5382

	Margot Hestor
	46
	11
	10.5
	5313

	Elizabeth Jones
	46
	11
	6
	3036

	Peter Lawrie
	46
	22
	8
	8096

	Sian Leader
	46
	11
	7
	3542

	Kirsty Lockyer
	46
	22
	11
	11132

	Zoe Marks
	46
	11
	11.5
	5819

	Wayne Robson
	46
	12
	3
	1656

	James Rogers

	46
	16
	6
	4416

	TOTALS
	
	
	74.5
	£50,922


The annual savings figure is calculated using the following formula:-
Weeks worked per year X hourly pay rate X hours gained per week
The total hours gained per week and total annual savings demonstrate the value of purchasing the programme which cost just £1950 plus VAT.

Other benefits, such as improved typing posture and, as a result, a drop in repetitive strain injuries, and the improvement in the quality of business communications may give rise to further savings but these are at present unquantifiable.

J.
Summary of evaluation feedback from participants

1.
How much did you enjoy the course?

	Immensely
	Quite a Lot
	It was OK
	Not a lot
	Hated it

	4
	4
	2
	
	


2.
How well did the course meet your objectives?

	Fully
	Mostly
	Partly
	Only a little
	Not at all

	6
	3
	1
	
	


3.
How much do you think the course will help you in your job?

	Immensely
	Quite a Lot
	 A bit
	Not much
	Not at all

	8
	1
	1
	
	


4.
How helpful was the course tutor?

	Extremely
	Very
	 Moderately
	Only a bit
	Not at all

	7
	2
	1
	
	


A selection of comments:-

· I never thought that learning to type would make so much difference to my speed.

· This will help me to get through so much more work.

· My accuracy has improved and it makes my emails look more professional.

· I will continue to practise my skills using the course as I think that I can become much faster.

· The course was difficult sometimes and it was not always easy to find the time to use it but having a tutor to encourage me really helped.

· I think everyone should learn to type because they don’t realise how much they can improve.

· It has increased my confidence.

· When I ‘ditched and switched’ it really made a big difference.

· It is important to have more time as my workload is heavy.
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