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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 6 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 6 Communications and level 6 Mathematics modules with that of other level 6 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 6N4185

Duration in Hours
 150 hours

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 transcribe verbatim and produce a variety of business and or technical documents to specific requirements and within a specified timeframe working independently and or taking responsibility for the work of others.

Objectives of the Programme Module

·  Equip the learner with the ability to be proficient in transcribing a range of complex business documents from dictated material and other in-tray documents.

·  To enable the learner to achieve competence in producing business documents to a mailable business standard.

·  To equip the learner to develop the speed building techniques necessary to attain a minimum speed of 45 words per minutes with an accuracy of 97%.

· 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 exercise substantial personal autonomy and responsibility.

Learning Outcomes of Level 6 		Audio Transcription (Code TBC)
Learners will be able to:

	1. Differentiate between dictation to be transcribed and instructions regarding the production and presentation of transcription

	
2. Recognise commonly used audio dictation conventions

	
3. Follow instructions given ensuring final documents are produced and presented within a specific timeframe and according to specified requirements

	
4. Utilise proof reading and correcting techniques ensuring all edits are managed to enable the delivery of accurate content and materials

	
5. Manage audio equipment by implementing best practice maintenance and care instructions

	
6. Utilise the audio transcription device to transcribe recorded verbatim interviews and questioning within a specified timeframe and using relevant terminology

	
7. Select relevant information from a variety of sources to be included in transcription

	
8. Manage data information systems to ensure all correspondence communications is accurate and relevant

	
9. Work independently and or supervise the work of others to produce and present a range of technical documents to publishable standards


10. Transcribe copy at 45 words per minute with 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.


1. Differentiate between dictation to be transcribed and instructions regarding the production and presentation of transcription

1.1 listen carefully and follow instructions given on the pre-recorded audio cassette

1.2 distinguish between dictation to be transcribed and instructions regarding transcription/presentation
2. Recognise commonly used audio dictation conventions

1.1 recognise commonly used audio dictation conventions and follow instructions accordingly. Examples of instructions which may be included are:

· full stop/stop
· question mark
· exclamation mark
· new paragraph/paragraph
· open/close bracket ( )
· dash ( - )
· colon/semi colon (: ;)
· stroke ( / )
· number these items please
· use bullet points
· use side headings in capitals
· initial capitals/block capitals

3. Follow instructions given ensuring final documents are produced and presented within a specific timeframe and according to specified requirements
3.1 type at a production speed of 45 words per minute

3.2 produce business letters, fax messages and memos

3.3 produce informative documents such as those listed below.  These documents may include headings, sub headings, numbered items and simple columns

· report
· article
· information sheet
· programme
· checklist

3.3 produce other business documents from the following range:

· advertisement
· notice
· agenda
· press release

3.4  indicate enclosures as implied

3.5  use appropriate stationery for all documents

3.6  use appropriate margins and line spacing unless specifically instructed

3.7  use any businesslike method of display consistently unless specifically instructed.  Fully blocked style with open punctuation is recommended

3.8  display dates, times and names consistently within the text of documents

3.9  display a continuation sheet appropriately for any document if necessary

3.10 display headings as instructed in accordance with common display conventions

3.11 use numbered letters or points effectively within documents as instructed

3.12 use bullet points (or asterisks) effectively within documents as instructed

3.13 display items within any document in simple columns (unruled as instructed)


4. Utilise proof reading and correcting techniques ensuring all edits are managed to enable the delivery of accurate content and materials

4.1 Proof read documents using appropriate correcting techniques efficiently

4.2 amend text for errors as appropriate

4.3 ensure work is clean and uncreased with no noticeable corrections.

5. Manage audio equipment by implementing best practice maintenance and care instructions

5.1 control audio equipment effectively

5.2 apply care in the use of equipment, taking health and safety standards into   consideration.


6. Utilise the audio transcription device to transcribe recorded verbatim interviews and questioning within a specified timeframe and using relevant terminology

6.1 produce documents derived from interview, discussion or questioning situations

7.  Select relevant information from a variety of sources to be included in transcription

6.2   refer to the instruction sheet, in-tray documents or other assignments regarding names, addresses, fax numbers, special terminology or other details needed for completion of any document

8. Manage data information systems to ensure all correspondence communications is accurate and relevant
8.1  insert dates, times and references on correspondence if required

8.2  follow presentation style shown on in-tray documents if appropriate or as instructed

8.3  refer to a calendar, if necessary

9.  Work independently and or supervise the work of others to produce and present a range of technical documents to publishable standards

9.1 insert full stops as dictated and insert essential commas, apostrophes as necessary

9.2  follow the employer’s instruction regarding paragraphing

9.3  use correct spelling

9.4  indicate copy/ies to be circulated on any document, if required

9.5  use numbered letters or points effectively within documents as instructed

9.6  use bullet points (or asterisks) effectively within documents as instructed

9.7  interpret printer’s correction signs

9.8  expand abbreviations as required.

10.  Transcribe copy at 45 words per minute with 97% accuracy.  Input text accurately from copy within specified time
10.1 attain a minimum speed of 45 words per minute

10.2 attain a minimum accuracy of 97%.

Assessment
11a.	Assessment Techniques
	Examination - Practical
	
	80%

	Skills Demonstration
	
	20%



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. Differentiate between dictation to be transcribed and instructions regarding the production and presentation of transcription

	Practical Examination

	2. Recognise commonly used audio dictation conventions

	Practical Examination

	3. Follow instructions given ensuring final documents are produced and presented within a specific timeframe and according to specified requirements

	Practical Examination

	4. Utilise proof reading and correcting techniques ensuring all edits are managed to enable the delivery of accurate content and materials

	Practical Examination

	5. Manage audio equipment by implementing best practice maintenance and care instructions

	Practical Examination

	6. Utilise the audio transcription device to transcribe recorded verbatim interviews and questioning within a specified timeframe and using relevant terminology

	Practical Examination

	7. Select relevant information from a variety of sources to be included in transcription

	Practical Examination

	8. Manage data information systems to ensure all correspondence communications is accurate and relevant

	Practical Examination

	9. Work independently and or supervise the work of others to produce and present a range of technical documents to publishable standards

	Practical Examination

	10. Transcribe copy at 45 words per minute with 97% accuracy.

	Skills Demonstration



11c.  	Guidelines for Assessment Activities

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

	Assessment Technique 1 
Examination - Practical

	Assessment Technique 1 
80%

	The examination will be based on LO1, LO2, LO3, LO4, LO5, LO6, LO7, LO8, LO9. and will be of 2 hours duration.


	
The internal assessor will devise a practical examination that assesses candidates’ mastery of specified practical skill demonstrated in a set period under restricted conditions.

The examination will be based on a range of specific learning outcomes and will be of 2 hours duration.

The format of the examination should be as follows:

5 documents to be completed by the candidate.

The following skills must be demonstrated within the examination:

1. Distinguished between instructions and verbatim recordings
2. Audio dictation conventions accurately used
3. Specific instructions followed and documents produced according to specified requirements e.g. printing and saving
4. Dictated material transcribed accurately
5. Managed audio equipment effectively and utilised the device to transcribe verbatim recordings
6. Information provided in: instruction sheet, in-tray documents; other assignments appropriately selected and utilised
7. Managed all data sources including the production of in-tray document and the use of information from in-tray sources
8. Technical documents produced and produced to a mailable standard

Evidence for this assessment technique will be presented in hard copy, and also on a disk file where appropriate.

In calculating errors the specific marking sheet devised per document and the Summary Deduction sheet should be applied.

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




	Assessment Technique 2 
Skills Demonstration

	Assessment Technique 2 
20%

	Assessment Criteria
The Skills Demonstration will be based on LO10 – attain a speed of 45 wpm over 10 mins with 97% accuracy

	In one or more skills demonstrations, candidates will be assessed in their ability to input text accurately in a 10 minute period.

The internal assessor will devise a 10 minute speed and accuracy test based on a minimum of 450 words.  

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 one full error.  For example:

· A spelling error in a single word
· Word omitted
· Extra word inserted
· Word repeated
· Line repeated
· Incorrect line spacing





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.


	Audio Transcription 
6N4185

	Learner Marking Sheet 1
Assessment Technique 1
Practical Examination – weighting 80%



Learner’s Name: ________________________________		

	Assessment Criteria

	MaximumMark
	Learner Mark

	1. Distinguished between instructions and verbatim recordings


	
10
	

	2. Audio dictation conventions accurately used

	
10
	

	3. Specific instructions followed and documents produced according to specified requirements eg printing and saving

	
10
	

	4. Dictated material transcribed accurately


	
10

	

	5. Managed audio equipment effectively and utilised the device to transcribe verbatim recordings

	
10

	

	6. Information provided in: instruction sheet, in-tray documents; other assignments appropriately selected and utilised

	
10
	

	7. Managed all data sources including the production of in-tray document and the use of information from in-tray sources

	
10
	

	8. Technical documents produced and produced to a mailable standard


	
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: ...............................

	Audio Transcription 
6N4185

	Learner Marking Sheet 2
Assessment Technique 2
Skills Demonstration- weighting 20%



Learner’s Name: ________________________________		

	Assessment Criteria

	MaximumMark
	Learner Mark

	

Learner must attain a minimum of 45 words per minute (wpm)

	

Yes/No


	

	

Learner must attain accuracy of 97% (equal to 13.5 errors per 450 words)

	

Yes/No


	

	

Award 20 if yes in BOTH speed AND accuracy              Total Mark


	

20
	

	(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)




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: ...............................


SUMMARY DEDUCTION SHEET
	List of Errors
(to be deducted per document)
	Mark Deducted

	Omission or insertion of:
	

	Full column in tab
	3

	Word
	1

	Words or line
	2

	Lines of text/paragraph
	3

	Text:
	

	Word repeated or inserted
	1 p.o.

	Line repeated or inserted
	2 p.o.

	Lines/paragraphs repeated or inserted
	3p.o.

	Poorly aligned
	0.5 p.o.

	Misplaced date
	0.5

	Incorrect case
	0.5 p.o. to max of 2

	Failure to make:
	

	a new sentence
	1

	A new paragraph
	1

	Neat corrections
	1

	Inconsistency:
	

	Blocked or centred style
	1

	Line spacing
	1

	Paragraphing
	1

	Open/full punctuation
	1

	Use of words/figures
	1

	(do not penalise same error twice)
	

	Incorrect Line Spacing:
	

	Before and after heading
	0.5 p.o. to max of 2

	Between paragraphs
	0.5 p.o. to max of 2

	Between end text & footnote
	0.5 p.o. to max of 2

	Between numbered items
	0.5 p.o. to max of 2

	In footnotes
	0.5

	Between footnotes
	0.5




	Misuse of:
	

	Initial caps
	0.5 p.o. to max of 2

	Spelling errors:
	

	Each word
	1

	(do not penalise repeated spelling error twice)
	

	Incorrect spacing:
	

	Before/after punctuation
	0.5 p.o. to max of 2

	Before/after dash
	0.5 p.o. to max of 2

	Before/after hyphen
	0.5 p.o. to max of 2

	Before/after last fig., no.
	0.5 p.o. to max of 2

	Before/after footnote symbol
	0.5 p.o. to max of 2

	In sums of money
	0.5 p.o. to max of 2

	Between words
	0.5 p.o. to max of 2

	Presentation
	

	Incorrect pagination
	1

	Inadequate margins
	1

	All other errors
	1




Key: - p.o. = per occurrence
All candidate errors should be acknowledged, and errors deducted
This summary deduction sheet will be used in the marking of LO1, LO2, LO3, LO4, LO5, LO6, LO7, LO8, LO9. 
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