

[image: ]

Laois and Offaly ETB

Programme Module for 
Audio Transcription

leading to 
Level 5 QQI  
Audio Transcription 
[bookmark: Section11]Laois and Offaly ETB
5N1549
Doc No: 5N1549-02	Effective Date: 1st September 2020	Page 15 of 15
Introduction

This programme module may be delivered as a standalone module leading to certification in a QQI minor award. It may also be delivered as part of an overall validated programme leading to a Level 5 QQI Certificate. 
The teacher/tutor should familiarise themselves with the information contained in Laois and Offaly ETB programme descriptor for the relevant validated programme prior to delivering this programme module.
The programme module is structured as follows:
	1. Title of Programme Module

	2. QQI Component Title and Code

	3. Duration in hours

	4. Credit Value of QQI Component

	5. Status

	6. Special Requirements

	7. Aim of the Programme Module

	8. Objectives of the Programme Module

	9. Learning Outcomes

	10. Indicative Content

	11. Assessment
a. Assessment Technique(s)
b. Mapping of Learning Outcomes to Assessment Technique(s)
c. Guidelines for Assessment Activities

	12. Grading

	13. Learner Marking Sheet(s), including Assessment Criteria




Integrated Delivery and Assessment

The teacher/tutor is encouraged to integrate the delivery of content where an overlap between content of this programme module and one or more other programme modules is identified. This programme module will facilitate the learner to develop the academic and vocational language, literacy and numeracy skills relevant to the themes and content of the module. 

Likewise, the teacher/tutor is encouraged to integrate assessment where there is an opportunity to facilitate a learner to produce one piece of assessment evidence which demonstrates the learning outcomes from more than one programme module. The integration of the delivery and assessment of level 5 Communications and level 5 Mathematics modules with that of other level 5 modules is specifically encouraged, as appropriate. 


Indicative Content

The indicative content in Section 10 does not cover all teaching possibilities. The teacher/tutor is encouraged to be creative in devising and implementing other approaches, as appropriate. The use of examples is there to provide suggestions. The teacher/tutor is free to use other examples, as appropriate. The indicative content ensures all learning outcomes are addressed but it may not follow the same sequence as that in which the learning outcomes are listed in Section 9. It is the teacher’s/tutor’s responsibility to ensure that all learning outcomes are included in the delivery of this programme module.

Title of Programme Module
Audio Transcription

Component Name and Code 
Audio Transcription 5N1549

Duration in Hours
150 Hours (typical learner effort, to include both directed and self-directed learning)

Credit Value
15 Credits 

Status
This programme module may be compulsory or optional within the context of the validated programme. Please refer to the relevant programme descriptor, Section 9 Programme Structure.

Special Requirements
None

Aim of the Programme Module
This programme module aims to equip the learner with the knowledge, skill and competence to perform audio transcription tasks, using a range of input devices, to produce documents to mail able standard.

Objectives of the Programme Module

· To enable the learner operate an audio transcription unit effectively and efficiently.

· To assist the learner transcribe matters of a business, medical, legal and/or general nature from recorded speech, with accuracy and fluency.

· To enable the learner demonstrate personal initiative and resourcefulness in responding to audio transcription tasks.

· To assist the learner to develop the academic and vocational language, literacy and numeracy skills related to Audio Transcription through the medium of the indicative content. 
· To enable the learner to take responsibility for his/her own learning.

Learning Outcomes of Level 5 Audio Transcription 5N1549

Learners will be able to:

1. Examine the function and operation of an audio transcription unit.
2. Identify a range of reference material that can be used to ensure accuracy in carrying out audio transcription tasks.
3. Examine the conventions of written language and its application to the audio transcription process.
4. Examine appropriate layout, stationery and style of display for a range of documents.
5. Apply accurate and appropriate written language usage to audio transcription to include spelling, punctuation and syntax.
6. Use business and or vocationally specific vocabulary and terminology correctly.
7. Apply appropriate formatting to the layout of audio transcribed documents.
8. Follow dictated instructions to produce mail able documents.
9. Use dictionaries, spellcheck and thesaurus and other reference materials as required.
10. Carry out audio transcription in conjunction with an input device to produce accurate and fluent text.
11. Implement implicit, explicit and dictated transcription instructions.
12. Make calculations as necessary.
13. Use an audio transcription unit to produce mail able standard documents.
14. Exercise initiative and resourcefulness when performing audio transcription tasks.
15. Proof read documents using appropriate correcting techniques, amending any errors as appropriate.
16. Demonstrate organisational skills to include the efficient use of equipment and stationery.
17. Attain minimum production standards of 40 wpm and 97% accuracy.


Indicative Content 
This section provides suggestions for programme content but is not intended to be prescriptive. The programme module can be delivered through classroom based learning activities, group discussions, one-to-one tutorials, field trips, case studies, role play and other suitable activities, as appropriate.


Section 1: Layout
Learning Outcomes: 4, 7
LO4. Examine appropriate layout, stationery and style of display for a range of documents.
Learners should be able to identify and use:
· Portrait, Landscape orientation
· Paper sizes: A4, A5, A3, A2, A1 
· Different font sizes and line spacing
· Different house styles - fully blocked, Indented
LO5. Apply appropriate formatting to the layout of audio transcribed documents.
Learners should be able to:
· Format: Letters, Memos, Reports, etc.
· Use different house styles

Section 2: Language
Learning Outcomes: 2, 3, 5, 6, 9, 15
LO2. Identify a range of reference material that can be used to ensure accuracy in carrying out audio transcription tasks:  
· Learners should become familiar with some of the reference materials that they could use in order to ensure accuracy when they are carrying out an audio transcription.  For example:
· Atlas, street map.
· Phone books
· Customer database, old documents
· Reference dictionaries
· Web sites

LO3. Examine the conventions of written language and its application to the audio transcription process:

Learners should be able to apply:
· Rules of Grammar
· Homophones
· Correct use of capitals
· Correct use of apostrophes
LO5. Apply accurate and appropriate written language usage to audio transcription to include spelling, punctuation and syntax:
Learners should be able to apply:
· Proofreading skills
· Punctuation and spacing
· Use of hyphens and dashes
LO6. Use business and or vocationally specific vocabulary and terminology correctly:
Learners should be able to apply:
· Medical Terms
· Legal Terms
· Financial Terms
· Academic Terms
· Use of common Abbreviations
LO9. Use dictionaries, spellcheck and thesaurus and other reference materials as required:
Learners should be able to:
· Use recorded exercises, allowing use of dictionaries, spellcheck and thesaurus to correct spellings.
LO15. Proof read documents using appropriate correcting techniques, amending any errors as appropriate:
Learners will be able to apply:
· Different methods of proofreading.
· Spell checking exercises – students will correct a series of proof reading exercises.  The provider should stress the limitations of the spellchecker and the importance of having the learners proofread the documents themselves.

Section 3: Operation of Equipment
Learning outcomes: 1, 13, 16

LO1. Examine the function and operation of an audio transcription unit:
Learners will be able to:
· Set up the necessary equipment
· Attach the required equipment to the correct ports on the computer
· Operate the hardware and software necessary to perform audio transcription tasks

LO13. Use an audio transcription unit to produce mailable standard documents:
Learners will be able to:
· Set up the audio transcription equipment for their own computers
· Practice recorded exercises to include a range of documents e.g. memo, business  letter, report
· Sample exams 

LO16. Demonstrate organisational skills to include the efficient use of equipment and stationery:
Learners will be able to:
· Access the available equipment
· Set up the equipment
· Store equipment away tidily when exercise is completed

Section 4: Production
Learning Outcomes: 8, 10, 11, 12, 14, 17

LO8. Follow dictated instructions to produce mailable documents:
Learners should be able to:
· Follow dictated instructions to produce a mailable document.
· Listen to simple sentences, change words, font size, formats, etc. as required.
LO.10 Carry out audio transcription in conjunction with an input device to produce accurate and fluent text:
Learners should use:
· Practice exercises and equipment

LO10. Implement implicit, explicit and dictated transcription instructions:
Learners should be able to:
· Type documents according to ‘house rules’, including indented paragraphs, fully blocked paragraphs, different line spacing etc.
· Amend text as per instructions.
LO11. Make calculations as necessary:
Learners should be able to:
· Use calculators to carry out addition, subtraction, multiplication, division and percentage sums.

LO14. Exercise initiative and resourcefulness when performing audio transcription tasks
Learners should be able to apply:
· Implicit instructions to documents using different styles.
· Check for errors and amend as appropriate.

LO16. Attain minimum production standards of 40 wpm and 97% accuracy
Learners should be able to:
· Transcribe recorded exercises to a speed of at least 40 wpm with an accuracy level
              of at least 97%.


Assessment
11a.	Assessment Techniques

Assignment	25%
Examination	75%


11b.	Mapping of Learning Outcomes to Assessment Techniques

In order to ensure that the learner is facilitated to demonstrate the achievement of all learning outcomes from the component specification; each learning outcome is mapped to an assessment technique(s). This mapping should not restrict an assessor from taking an integrated approach to assessment.

	Learning Outcome
	Assessment Technique

	1
	Examine the function and operation of an audio transcription unit
	Exam

	2
	Identify a range of reference material that can be used to ensure accuracy in carrying out audio transcription tasks
	Assignment

	3
	Examine the conventions of written language and its application to the audio transcription process
	Assignment

	4
	Examine appropriate layout, stationery and style of display for a range of documents
	Exam

	5
	Apply accurate and appropriate written language usage to audio transcription to include spelling, punctuation and syntax
	Assignment

	6
	Use business and or vocationally specific vocabulary and terminology   correctly
	Assignment/Exam

	7
	Apply appropriate formatting to the layout of audio transcribed documents
	Exam

	8
	Follow dictated instructions to produce mailable documents
	Exam

	9
	Use dictionaries, spellcheck and thesaurus and other reference materials as required
	Assignment/Exam

	10
	Carry out audio transcription in conjunction with an input device to produce accurate and fluent text
	Exam

	11
	Implement implicit, explicit and dictated transcription instructions
	Exam

	12
	Make calculations as necessary
	Exam

	13
	Use an audio transcription unit to produce mailable standard documents
	Exam

	14
	Exercise initiative and resourcefulness when performing audio             transcription tasks
	Exam

	15
	Proof read documents using appropriate correcting techniques, amending any errors as appropriate
	Assignment/Exam

	16
	Demonstrate organisational skills to include the efficient use of        equipment and stationery
	Exam

	17
	Attain minimum production standards of 40 wpm and 97% accuracy.
	Exam



11c.  	Guidelines for Assessment Activities

The assessor is required to devise assessment briefs and marking schemes/examination papers, marking schemes and outline solutions for the assignment.  In devising the assessment briefs, care should be taken to ensure that the learner is given the opportunity to show evidence of achievement of ALL the learning outcomes. Assessment briefs may be designed to allow the learner to make use of a wide range of media in presenting assessment evidence, as appropriate. Quality assured procedures must be in place to ensure the reliability of learner evidence.

	Assignment
	25%

	Time allowed: week or at the assessor’s discretion
Learning Outcomes: 2, 3, 5, 6, 9, 15

	The learners will complete a practical assignment that will demonstrate their understanding and application of: 
· reference material that can be used to ensure accuracy in carrying out audio transcription tasks.
· conventions of written language and its application to the audio transcription process.
· application of accurate and appropriate written language usage to include spelling, punctuation and syntax.
· business and or vocationally specific vocabulary and terminology.
· dictionaries, spellcheck and thesaurus and other reference material as required.
· proof reading, using appropriate correcting techniques, amending any errors as appropriate.

Learners should be provided with pieces of recorded material to transcribe.  This piece should be transcribed by hand.

The piece should require the learner to consult reference materials at least 3 times e.g. phone book for a company address, reference dictionary for correct terminology, thesaurus for alternative words. 

The piece of recorded material should include business and or vocationally specific vocabulary and terminology.

Learners should be provided with 2 pieces of typed documentation, each piece should contain 6 proof reading errors.  Learners will be required to mark the errors on the sheet and indicate their correction of each error.

Each student will be required to sign a declaration that the work presented is all their own work.  The assignment must be handed up on or before the given date.  It will be necessary for each learner to sign a submission form.

All instructions for the learner must be clearly outlined in an assessment brief.






	
Examination – Practical 
	75%.

	Time allowed 11/2 hours and 5 minutes for speed and accuracy test.
Learning Outcomes: 1, 4, 6, 7, 8, 10, 11, 12, 13, 14, 15, 16, 17

	The learners will complete a practical examination that will assess the candidates’ mastery of the audio transcription equipment and software and their ability to complete 3 different audio transcribed texts to which they will have to apply different house styles.  Learners will also be examined on their ability to achieve a speed of at least 40 wpm and an accuracy level of at least 97%.  
The internal assessor will devise a 5 minute speed and accuracy test based on a minimum of 200 words. The text should consist of alphabetic characters only.  At the end of the test the learner should save and print their work.
In calculating errors, the following constitute 0.5 of an error:
- incorrect case
- incorrect punctuation
- extra space between words
- no space between words

All other errors constitute 1 full error.  For example:
- a spelling error in a single word
- word omitted
- extra word inserted
- word repeated
- line repeated
- incorrect line spacing 

In the practical transcription test learners will have to produce 3 documents from 3 different audio recordings.  Each document must require the application of a different house style.  Each document should require the learner to make one calculation.
Evidence will be presented in hard copy, and also saved to a specified folder on an exam drive.  Printing can take place outside of exam time.  The format of the exam will require candidates to demonstrate a range of audio transcription skill to include:

· Operation of an audio transcription unit.
· Following dictated instructions to produce mailable documents.
· Applying appropriate formatting to the layout of audio transcribed documents.
· Using appropriate layout, stationery and style of display for a range of documents.
· Implementing implicit, explicit and dictated transcription instructions.
· Making calculations as necessary.
· Exercising initiative and resourcefulness when performing audio transcription tasks.
· Proofreading documents using appropriate correcting techniques, amending errors as appropriate.
· Use business and or vocationally specific vocabulary and terminology correctly.

All instructions for the learner must be clearly outlined in an examination paper 





Grading
Distinction: 	80% - 100% 
Merit:		65% - 79%
Pass: 		50% - 64%
Unsuccessful:	0% - 49%

At levels 4, 5 and 6 major and minor awards will be graded. The grade achieved for the major award will be determined by the grades achieved in the minor awards.
	Assessment Criteria & Marking Scheme Guide
MARKING SHEET 1
	AUDIO TRANSCRIPTION 5N1549
ASSIGNMENT 25%

	
Learner Name: 			


	Assessment Criteria
	Maximum Mark
	Learner         Mark

	Learning Outcomes: 2,3,5,6,9,15

Accurate use of 


· Spelling
· Grammar
· Punctuation
· Proof reading
· Vocationally specific vocabulary
· Appropriate sentence construction 
· Correct usage of reference materials

	




3
3
4
4
4
4
3

	

	Total Marks
	25
	



NO ROUNDING OF MARKS
The Assessor has signed the Summary Results Sheet to verify that the evidence presented in the attached portfolio is the work of the named learner and that the marks awarded here have been transcribed to the Summary Results Sheet

External Authenticator's Signature: ............................................................   Date: ...............................

	Assessment Criteria & Marking Scheme Guide
MARKING SHEET 2
	AUDIO TRANSCRIPTION 5N1549
EXAMINATION (PRACTICAL)   75%

	
Learner Name: 			


	Assessment Criteria
	Maximum Mark
	Learner         Mark

	Learning Outcomes: 1,4,6,7,8,10,11,12,13,14,15,16,17

· Accurate use of business or vocationally specific vocabulary and terminology.
· Appropriate layout applied.
· Implicit, explicit and dictated transcription instructions carried out.
· Use of calculators where required.
· Mailable documents produced.
· Proofreading demonstrated.
· Minimum standard of 40 words and 97% accuracy achieved (see separate detail sheet).

	
10
10
15
5
15
5
15
	

	Total Marks
	75
	



NO ROUNDING OF MARKS
The Assessor has signed the Summary Results Sheet to verify that the evidence presented in the attached portfolio is the work of the named learner and that the marks awarded here have been transcribed to the Summary Results Sheet


External Authenticator's Signature: ............................................................   Date: ...............................


Speed and Accuracy Test – marking detail
	Criteria
	         Achieved

	Speed:             Minimum of 40 words per minute
· Divide the words typed by 5 to obtain the speed in wpm.
· If the speed is greater than or equal to 40 wpm then award. 
  Yes for speed and proceed to mark for accuracy.
	

           YES / NO

	Accuracy:       Minimum 97%
· Procedure for calculating Accuracy.
· 97% accuracy equals 6 errors per 200 words.
If the number of errors is less than or equal to the number of errors
allowed then award Yes for accuracy.
	

           YES / NO

	TOTAL MARKS (15 OR 0)
[bookmark: _GoBack]Award 15 marks if Yes in both Speed and Accuracy.
This mark will  be transferred to the Marking Sheet 2.
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