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

Likewise the teacher or tutor is encouraged to integrate assessment where there is an opportunity to facilitate a learner in producing 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 or 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 or 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 
Text Production

Component Name and Code 
Text Production 5N1422

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
· It is a requirement that the learner is successful in the Skills Demonstration – re: LO15 and LO16.  If a learner is not successful in this section they cannot achieve certification in this QQI component. 
· There is no specific validation requirements however it is important that each Learner participating on the programme has access to appropriate ICT resources. 

Aim of the Programme Module
The aim of this award is to equip the learner with the knowledge, skill and competence to produce a range of documents to a mailable standard, within a minimum speed of 35 words per minute.
Objectives of the Programme Module

· To assist the learner to obtain the knowledge to understand the importance and application of good text production techniques.
· To equip the learner with the ability to appreciate the importance of consistent style and layout and apply accepted rules correctly and confidently.
· To enable the learner to acquire a thorough working knowledge of an input device.
· To assist the learner to develop the skills necessary to display a range of business and personal documents attractively to a mailable standard.
· To enable the learner to take responsibility for his/her own learning.

Learning Outcomes of Level 5 Text Production 5N1422
Learners will be able to:

1. Examine accepted rules of text production, including punctuation, spacing and word division. 
2. Examine accepted formats and conventions for a range of commonly used business documents, to include, letters.
3. Explain the importance of accuracy and the impact of errors in an organisation’s documentation, both internally and externally.
4. Input text and data accurately from a given source demonstrating correct text production techniques.
5. Apply accepted rules of text production including punctuation, spacing and word division.
6. Format and emphasise text, using blocked, indented and hanging paragraphs and horizontal and vertical centring.
7. Employ dictionaries and thesaurus to proof read documents accurately.
8. Use correct abbreviations for measurements, weights, money and time.
9. Produce documents in a range of layout styles including; letters, agendas, minutes, memos, invitations, reports and forms.
10. Insert appropriate references in documents, including, dates, reference numbers, special headings, appropriate marks for circulation and enclosures.
11. Output tabular statement or table in acceptable format with or without ruling.
12. Use standard speed building techniques.
13. Design documents that are consistent in layout, style and form.
14. Input text accurately from source within a specified time.
15. Attain a minimum speed of 35 wpm. 
16. Attain a minimum accuracy of 97%. 

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.

The Text Production module is broken into two sections, each with a different assessment technique. One section is concerned with speed and accuracy and is assessed through a Skills Demonstration, weighting 20%.  The other section concentrates on a range of text production skills, practices and ultimately document production to a mailable standard.  This section is assessed through exam and has a weighting of 80%.

Examine accepted rules of text production, including; punctuation, spacing and word division
Based on instruction, demonstration and example facilitate the learner to understand particular text production rules, to include:
· Recognising correct and appropriate punctuation
· Identifying correct spacing before and after punctuation
· Comprehending  accepted rules for word division

Examine accepted formats and conventions for a range of commonly used business documents, to include, letters
Enable the learner identify established document production styles, to include recognising and comprehending appropriate, accepted layout style for a number of documents including: 
· Letters
· Agenda
· Minutes 
· Memo 
· Itinerary 
· Advertisement 
· Invitation 
· Forms including boxes and reports

Explain the importance of accuracy and the impact of errors in an organisation’s documentation, both internally and externally
Enable the learner to comprehend established document production standards and use tools to achieve these standards, for example:
· Understanding the importance and role of dictionaries and thesaurus while proof reading documents accurately to ensure the document is up to an acceptable and mailable standard
· Understanding how to incorporate amendments to text/documents using standard correction signs


Input text and data accurately from a given source demonstrating correct text production techniques
Equip the learner with the ability to carry out a number of tasks, for example:
· Accurately input alphanumeric data from a given source
· Recognise abbreviations and input corrections accordingly
· Follow explicit and implicit instructions
· Incorporate amendments to text using standard correction signs
· Spell words accurately from abbreviations
· Copy unfamiliar terms e.g. technical or foreign


Apply accepted rules of text production including; punctuation, spacing and word division

Enable the learner to carry out a number of tasks, to include:
· Use of open or closed punctuation consistently throughout a document
· Following accepted rules for spacing before and after punctuation
· Applying rules for word division accurately
· Use of upper and lower case characters where appropriate

Format and emphasise text, using block indented and hanging paragraphs and horizontal and vertical centering
Facilitate the learner to follow instruction in order to, for example:
· Emphasise text as instructed or where appropriate e.g. bold, underscore, caps etc.
· Apply block, indented and hanging paragraphs where appropriate
· Centre text horizontally and vertically as required
· Use side, shoulder and paragraph headings as directed

Employ dictionaries and thesaurus to proof read documents accurately
Equip the learner with the ability to, for example, use a dictionary and thesaurus while proof reading documents accurately to ensure the document is up to an acceptable and mail-able standard

Use correct abbreviations for measurements, weights, money and time
Facilitate the learner to, for example ensure correct notation is used for measurements, weights, money and time as instructed or where appropriate

Produce documents in a range of layout styles including; letters, agendas, minutes, memos, invitations, reports and forms
Facilitate the learner to produce a range of documents to established standards, to include the use of correct and accepted format for various documents including: 
· Letters
· Agendas 
· Minutes 
· Memos 
· Invitations 
· Reports 
· Forms
Insert appropriate references in documents, including; dates, reference numbers, special headings, appropriate marks for circulation and enclosures
Equip the learner with the ability to carry out tasks, to include:
· Insert date and reference numbers on documents as appropriate
· Insert special or particular headings on documents e.g. confidential
· Apply correct layout to continuation sheet where appropriate e.g. business letters
· Indicate enclosures e.g. enc
· Insert appropriate mark for circulation of copies e.g. cc

Output tabular statement or table in acceptable format with or without ruling
Equip the learner with the ability to, for example:
· Devise a tabular statement or table 
· Apply standard, accepted rules e.g. line spacing
· Insert leader dots effectively and appropriately

Use standard speed building techniques
Enable the learner to, for example, practice keyboard skills frequently using accepted rules.

Design documents that are consistent in layout, style and form
Create an awareness in the learner in order for them to use, for example, a consistent style and form of presentation throughout document production e.g. blocked centered, right aligned etc.

Input text accurately from source within a specified time
Enable the learner to input text accurately following accepted rules and specific instruction within the specified ten minute time limit

Attain a minimum speed of 35 words per minute (wpm) 
Through frequent, regular practice and text production exercises equip the learner with the skills to attain a minimum speed of 35 words per minute in alphabetic character text production.

Attain a minimum accuracy of 97% 

Based on example and frequent and regular text production practice and exercises, facilitate the learner to attain a minimum accuracy of 97% within the produced passage following the accepted rules of text production


Assessment  

11a.	Assessment Techniques
Skills Demonstration	20% 
Please Note: If a learner is not successful in the Skills Demonstration they cannot achieve certification in this QQI component.
Exam - Practical		80%

11b.	Mapping of Learning Outcomes to Assessment Techniques

In order to ensure that the learner is facilitated in demonstrating 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 accepted rules of text production, including punctuation, spacing and word division
	Exam

	2. Examine accepted formats and conventions for a range of commonly used business documents, to include, letters
	Exam

	3. Explain the importance of accuracy and the impact of errors in an organisation’s documentation, both internally and externally

	Exam

	4. Input text and data accurately from a given source demonstrating correct text production techniques
	Exam

	5. Apply accepted rules of text production including punctuation, spacing and word division
	Exam

	6. Format and emphasise text, using block indented and hanging paragraphs and horizontal and vertical centering
	Exam

	7. Employ dictionaries and thesaurus to proof read documents accurately
	Exam

	8. Use correct abbreviations for measurements, weights, money and time
	Exam

	9. Produce documents in a range of layout styles including; letters, agendas, minutes, memos, invitations, reports and forms
	Exam

	10. Insert appropriate references in documents, including; dates, reference numbers, special headings, appropriate marks for circulation and enclosures
	Exam

	11. Output tabular statement or table in acceptable format with or without ruling
	Exam

	12. Use standard speed building techniques
	Exam

	13. Design documents that are consistent in layout, style and form
	Exam

	14. Input text accurately from source within a specified time
	Skills Demonstration

	15. Attain a minimum speed of 35wpm 
	Skills Demonstration

	16. Attain a minimum accuracy of 97% 
	Skills Demonstration



11c.  	Guidelines for Assessment Activities

The assessor is required to devise skills demonstration and examination papers, marking schemes, and outline solutions for the Text Production.  In devising the skills demonstration /examination papers, care should be taken to ensure that the learner is given the opportunity to show evidence of achievement for ALL learning outcomes. Quality assured procedures must be in place to ensure the reliability of learner evidence.

	Skills Demonstration
	20%

	Assessment Criteria

	Please Note: The learner MUST successfully complete BOTH the Skills Demonstration and the Examination in order to achieve certification for this component. A learner who does not demonstrate a typing speed of 35wpm and 97% accuracy in the Skills Demonstration cannot achieve certification in this QQI component. 
In one or more skills demonstrations, candidates will be assessed in their ability to input text accurately in a ten minute period.

The internal assessor will devise a 10 minute speed and accuracy test based on a minimum of 350 words and a maximum of 700.  The text should consist of alphabetic characters only.  No numbers or special characters should be included.

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

 

	Examination Technique 2 
	80%

	Please Note:  If a learner is not successful in the Skills Demonstration they cannot achieve certification in this QQI component. 
Examination – 80% - The examination will be based on a range of specific learning outcomes and will be of 2 hours duration.

	
The internal assessor will devise a practical examination that assesses candidates’ mastery of specified practical skills demonstrated in a set period of time under restricted conditions.
      The examination will be based on a range of specific learning outcomes and will be 2 hours in duration.
      The format of the examination will be as follows:
      4 documents to be completed by the candidate.
      Each document will require candidates to demonstrate a range of text production skills.
      The following skills must be demonstrated within the examination:
· Inputting text e.g. use upper and lower case characters appropriately
· Editing text e.g. make appropriate amendments
· Correct spelling applied
· Grammar and punctuation style and presentation e.g. apply indented paragraphs
· Enhancing e.g. bold, underscore etc.
· Appropriate style applied
· Document layout e.g. agenda, memo, letter etc.
· Production of mail-able documents e.g. indicate enclosures (encl.)
Evidence will be presented in hard copy, and also on a disk file where appropriate.
In calculating errors the specific marking scheme devised per document and the Summary Deduction Sheet should be applied.
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.
	Text Production 5N1422
	Learner Marking Sheet 1
Assessment Technique 1
Skills Demonstration – weighting 20%



Please Note: The learner MUST successfully complete BOTH the Skills Demonstration and the Examination in order to achieve certification for this component. A learner who does not demonstrate a typing speed of 35wpm and 97% accuracy in the Skills Demonstration cannot achieve certification in this QQI component.
Learner’s Name: ________________________________		
	Assessment Criteria

	Maximum Mark
	Learner Mark

	

Learner must attain a minimum of 35 words per minute (wpm)


	


YES/NO
	


	


Learner must attain accuracy of 97% (equal to 10.5 errors per 350 words)



	YES/NO
	


	
Award 20 if Yes in BOTH speed AND accuracy                         Total Mark

(Candidates must achieve a YES in both speed and accuracy categories in order to gain the 20 marks. Failure to successfully achieve BOTH categories will result in zero marks in this section)

	
20
	



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: ___________________

	Text Production 5N1422
	Learner Marking Sheet 2
Assessment Technique 2
Examination – weighting 80%


Please Note:  
· If a learner is not successful in the Skills Demonstration they cannot achieve certification in this QQI component. 
· Re: Summary Deduction Sheets: Total of marks per deduction sheets per document to be divided by 4.
Learner’s Name: ________________________________		
	Assessment Criteria

	Maximum Mark
	Learner Mark

	
· Text inputted accurately
· Text accurately edited
· Accurate spelling applied throughout documents
· Correct use of grammar and punctuation
· Appropriate enhancements applied
· Appropriate style applied
· Appropriate layout applied
· Mailable documents produced


(2.5 marks per each document per criteria assessed 4X2.5 (10)



	
10
10
10
10
10
10
10
10
	

	Total Mark

	80
	


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: ___________________
Please Note:   Total of marks per deduction sheets per document to be divided by 4.
Summary Deduction Sheet
	List of Errors (to be deducted per document)
	Mark Deducted

	Omission or Insertion of:
full column in tab
word
words or line
lines of text/paragraph
	
12
4
8
12

	Text:
word repeated or inserted
line repeated or inserted
lines/paragraphs repeated or inserted
poorly aligned
misplace date
incorrect case
	
4 per occurrence 
8 p.o.
12 p.o.
2 p.o.
2
2 p.o. to max of 8

	Failure to make:
a new sentence
a new paragraph
neat corrections
	
4 p.o.
4 p.o.
4 p.o.

	Inconsistency:
blocked or centred style
line spacing
paragraphing
open/full punctuation
use of words/figures
(do not penalise same error twice)
	
4 p.o.
4 p.o.
4 p.o.
4 p.o.
4 p.o.

	Incorrect Line Spacing:
before and after heading
between paragraphs
between end text & footnote
between numbered items
in footnotes
between footnotes
	
2 p.o. to max of 8
2 p.o. to max of 8
2 p.o. to max of 8
2 p.o. to max of 8
2
2

	Misuse of:
initial caps
	
2 p.o. to max of 8

	Spelling Errors:
each word
(do not penalise repeated spelling error twice)
	

4

	Incorrect Spacing:
before/after punctuation
before/after dash
before/after hyphen
before/after last fig, no
before/after footnote symbol
in sums of money
between words
	
2 p.o. to max of 8
2 p.o. to max of 8
2 p.o. to max of 8
2 p.o. to max of 8
2 p.o. to max of 8
2 p.o. to max of 8
2 p.o. to max of 8

	Presentation
incorrect pagination
inadequate margins
	
4
4

	Overtyping:
	8 p.o.

	All other errors
	4




Key: - p.o. = per occurrence
All candidate errors should be acknowledged and marks deducted

Appendix 2
Procedures for Marking
· Apply and award specific marking scheme devised per document

· Deduct marks as per the Summary Deduction Sheet for errors identified. (Total of marks per deduction sheets per document to be divided by 4.)

· Apply Summary Deduction Sheet for incomplete work, e.g. deduct four marks for word omitted, eight marks line omitted, twelve marks for paragraph omitted etc.  If two paragraphs are omitted deduct twenty four marks.

· Where instructions to the candidate require a task to be performed on specified text and the candidate performs the task globally, no marks should be awarded e.g. justification of the whole document rather than paragraph(s) specified.




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 result recorded here has been transcribed to the Summary Results Sheet

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