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1) INTRODUCTION

This module is designed to cover the requirements which will allow students to take dictation which is read at a speed fast enough to record minutes of meeting and to take other forms of correspondence which are dictated.  

2) AIMS

This module is designed to provide the learner with the rudiments of writing and taking notes at a greater speed by familiarizing themselves with general rules of note-taking using a system known as Superwrite.

3) LEARNING OUTCOMES

At the completion of this module, lecturers must ensure the students will be able to:

a. Understand the importance of knowing a technique for writing at speed

b. Have a vocabulary of words that are commonly used and need to be written with short forms

c. Be able to take dictation and read back the passages

d. Develop a writing speed  of at least 50 wpm but have a practice of at least 70 wpm

4) AUDIENCE AND PRE-REQUISITES
This module does not require students to have any former understanding of the subject on Speedwriting. 

5) OVERVIEW OF THE MODULE

This module will cover the following areas:

· Abbreviations and their uses

· How to write and take notes at speed

· Examples of words that could be abbreviated

· Dictation 

6) INSTRUCTIONAL PLAN AND RESOURCES

The base source of material to be used is a module text titled Note making SuperWrite - Alphabetical Writing System  By A. James Le Master

Class Learning Schedule

	Week
	Lecture
	Tutorial/ Activities

	1
	Lesson 21

Lesson 22
	For weeks 1 – 13 students to be required to

	2
	Lesson 23
	drill each word or each sentence at least 3

	3
	Lesson 24
	lines in an exercise book.  This is to be

	4
	Lesson 25


	marked by the lecturer at each lesson.

	5
	Review Lesson E
	For every other lesson, lecturers may dictate

	6
	Lesson 26

Dictation practice

Lesson 27
	various words to test the students knowledge.

The sentences may also be dictated for the

	7
	Lesson 28

Lesson 29
	students to read back.

	8
	Lesson 30

Review Lesson F
	Since the exam is based on the text book,

	9
	Lesson 31

Dictation Practice
	students should be encouraged to practice

	10
	Lesson 32

Lesson 33
	the words to an extent that they can recall

	11
	Lesson 34

Lesson 35
	them. Issue a practice test every fortnight

	12
	Review Lesson G
	to familiarize students with pronunciation of words

	13
	Review G
	

	14
	REVISION
	

	
	FINAL EXAM
	


7) ASSESSMENT REQUIREMENTS

7.1 aim

The aim of the assessment is to identify formal practices and procedures for assessing and appraising the performance of participants in order those judgments and decisions can be reached concerning:

· The progression of participants through the programme.

· How well participants have met the programme learning outcomes through the combination of the individual module learning outcomes.

· The provision of feedback information to participants concerning their performance and how they adhered to the generic assessment criteria and the module-specific assessment criteria. 

7.2 ASSESSMENT INSTRUMENTS:

Reference is to be made to the appendix on assessment instruments.

LEARNING SUGGESTIONS AND GUIDELINES
WEEK 1

This week’s lecture / tutorial will be to undertake the following:

· Introduction to Speedwriting
Learning outcomes to be attained:

· What are abbreviations

· Examples of words that can be abbreviated

· How to use them in speedwriting

· How to use these abbreviations for taking dictation

Readings and preparations to be undertaken:
Textbook:


	
	Chapter 

	Note making SuperWrite- Alphabetical Writing System
	Lesson 21

Lesson 22


Activities:
1. For the first lesson, explain what are abbreviations, and discuss the common ones that are already in use for instance:  eg, etc, co, imp.
2. Study the abbreviations listed in the lesson

3. Drill two lines each for each word that is introduced 

4. When writing abbreviations, remember to use cursive writing  - and join every letter to each other, when there is more than 1 letter

5. Lecturer to dictate the words.

6. Students to take the dictation of the words

7. Check and review

WEEK 2

This week’s lecture / tutorial will be to undertake the following:

· Building  Vocabulary and Speed 

Learning outcomes to be attained:

· Examples of words that can be abbreviated

· How to use them in speedwriting

· How to use these abbreviations for taking dictation

Readings and preparations to be undertaken:
Textbook:


	
	Chapter 

	Note making SuperWrite- Alphabetical Writing System
	Lesson 23


Activities:

1. Study the abbreviations listed in the lesson

2. Drill two lines each for each word that is introduced 

3. When writing abbreviations, remember to use cursive writing  - and join every letter to each other, when there is more than 1 letter

4. Lecturer to dictate the words.

5. Students to take the dictation of the words

6. Check and review

7. For additional practice, basic letters and memos should be dictated.

8. For dictation, the speed should progress up to 30 - 40 wpm

WEEK 3

This week’s lecture / tutorial will be to undertake the following:

· Building  Vocabulary and Speed

Learning outcomes to be attained:

·  Examples of words that can be abbreviated

· How to use them in speedwriting

· How to use these abbreviations for taking dictation

· How to taking dictation

Readings and preparations to be undertaken:
Textbook:


	
	Chapter 

	Note making SuperWrite- Alphabetical Writing System


	Lesson 24


Activities:

1. Study the abbreviations listed in the lesson

2. Drill two lines each for each word that is introduced 

3. When writing abbreviations, remember to use cursive writing  - and join every letter to each other, when there is more than 1 letter

4. Lecturer to dictate the words.

5. Students to take the dictation of the words

6. Check and review

7. For additional practice, basic letters and memos should be dictated.

8. For dictation, the speed should progress up to 40 wpm

WEEK 4

This week’s lecture / tutorial will be to undertake the following:

· Building  Vocabulary and Speed 

Learning outcomes to be attained:
· Examples of words that can be abbreviated

· How to use them in speedwriting

· How to use these abbreviations for taking dictation

Readings and preparations to be undertaken:
Textbook:


	
	Chapter 

	Note making SuperWrite- Alphabetical Writing System
	Lesson 25

Review E


Activities

1. Study the abbreviations listed in the lesson

2. Drill two lines each for each word that is introduced 

3. When writing abbreviations, remember to use cursive writing  - and join every letter to each other, when there is more than 1 letter

4. Lecturer to dictate the words.

5. Students to take the dictation of the words

6. Check and review

7. For additional practice, basic letters and memos should be dictated.

8. For dictation, the speed should progress up to 40 wpm
WEEK 5

This week’s lecture / tutorial will be to undertake the following:

· Review of lessons from 21 - 25
Learning outcomes to be attained:
· Review of vocabulary
· Speedwriting test
Readings and preparations to be undertaken:
Textbook:


	
	Chapter 

	Note making SuperWrite- Alphabetical Writing System
	E


Activities:

1. Study the abbreviations listed in the lesson

2. Drill two lines each for each word that is introduced 

3. When writing abbreviations, remember to use cursive writing  - and join every letter to each other, when there is more than 1 letter

4. Lecturer to dictate the words.

5. Students to take the dictation of the words

6. Check and review

7. For additional practice, basic letters and memos should be dictated.

8. For dictation, the speed should progress up to 30 - 40 wpm

WEEK 6

This week’s lecture / tutorial will be to undertake the following:

· Dictation Practice 

Learning outcomes to be attained:

· Examples of words that can be abbreviated

· How to use them in speedwriting

· How to use these abbreviations for taking dictation

· How to taking dictation

Readings and preparations to be undertaken:
Textbook:


	
	Chapter 

	Note making SuperWrite- Alphabetical Writing System


	Lesson 26

Lesson 27


Activities:

1. Study the abbreviations listed in the lesson

2. Drill two lines each for each word that is introduced 

3. When writing abbreviations, remember to use cursive writing  - and join every letter to each other, when there is more than 1 letter

4. Lecturer to dictate the words.

5. Students to take the dictation of the words

6. Check and review

7. For additional practice, basic letters and memos should be dictated.

8. For dictation, the speed should progress up to 40 - 50 wpm

WEEK 7

This week’s lecture / tutorial will be to undertake the following:

· Building Vocabulary and Speed
Learning outcomes to be attained:

· Examples of words that can be abbreviated

· How to use them in speedwriting

· How to use these abbreviations for taking dictation

Readings and preparations to be undertaken:
Textbook:


	
	Chapter 

	Note making SuperWrite- Alphabetical Writing System
	Lesson 28

Lesson 29


Activities:

1. Study the abbreviations listed in the lesson

2. Drill two lines each for each word that is introduced 

3. When writing abbreviations, remember to use cursive writing  - and join every letter to each other, when there is more than 1 letter

4. Lecturer to dictate the words.

5. Students to take the dictation of the words

6. Check and review

7. For additional practice, basic letters and memos should be dictated.

8. For dictation, the speed should progress up to 40 - 50 wpm

WEEK 8

This week’s lecture / tutorial will be to undertake the following:

· Reviewing vocabulary 

Learning outcomes to be attained:

· Examples of words that can be abbreviated

· How to use them in speedwriting

· How to use these abbreviations for taking dictation

Readings and preparations to be undertaken:
Textbook:


	
	Chapter 

	Note making SuperWrite- Alphabetical Writing System


	Lesson 30


Activities: 

1. Study the abbreviations listed in the lesson

2. Drill two lines each for each word that is introduced 

3. When writing abbreviations, remember to use cursive writing  - and join every letter to each other, when there is more than 1 letter

4. Lecturer to dictate the words.

5. Students to take the dictation of the words

6. Check and review

7. For additional practice, basic letters and memos should be dictated.

8. For dictation, the speed should progress up to 40 - 50 wpm

WEEK 9

This week’s lecture / tutorial will be to undertake the following:

· Building Vocabulary and Speed 

Learning outcomes to be attained:

· Examples of words that can be abbreviated

· How to use them in speedwriting

· How to use these abbreviations for taking dictation

· How to taking dictation
Readings and preparations to be undertaken:
Textbook

	
	Chapter 

	Note making SuperWrite- Alphabetical Writing System
	Lesson 31


Activities:

1. Study the abbreviations listed in the lesson

2. Drill two lines each for each word that is introduced 

3. When writing abbreviations, remember to use cursive writing  - and join every letter to each other, when there is more than 1 letter

4. Lecturer to dictate the words.

5. Students to take the dictation of the words

6. Check and review

7. For additional practice, basic letters and memos should be dictated.

8. For dictation, the speed should progress up to 50 - 60 wpm
WEEK 10

This week’s lecture / tutorial will be to undertake the following:

· Building Vocabulary and Speed 

Learning outcomes to be attained:

· Examples of words that can be abbreviated

· How to use them in speedwriting

· How to use these abbreviations for taking dictation

Readings and preparation to be undertaken by the lecturer :
Textbook:

	
	Chapter 

	Note making SuperWrite- Alphabetical Writing System
	Lesson 32

Lesson 33


Activities:

1. Study the abbreviations listed in the lesson

2. Drill two lines each for each word that is introduced 

3. When writing abbreviations, remember to use cursive writing  - and join every letter to each other, when there is more than 1 letter

4. Lecturer to dictate the words.

5. Students to take the dictation of the words

6. Check and review

7. For additional practice, basic letters and memos should be dictated.

8. For dictation, the speed should progress up to 50 - 60 wpm

WEEK 11

This week’s lecture / tutorial will be to undertake the following:

· Building Vocabulary and Speed 

Learning outcomes to be attained:

· Examples of words that can be abbreviated

· How to use them in speedwriting

· How to use these abbreviations for taking dictation

Readings and preparations to be undertaken:
Textbook 

	
	Chapter 

	Note making SuperWrite- Alphabetical Writing System
	Lesson 34

Lesson 35


Activities:

1. Study the abbreviations listed in the lesson

2. Drill two lines each for each word that is introduced 

3. When writing abbreviations, remember to use cursive writing  - and join every letter to each other, when there is more than 1 letter

4. Lecturer to dictate the words.

5. Students to take the dictation of the words

6. Check and review

7. For additional practice, basic letters and memos should be dictated.

8. For dictation, the speed should progress up to 60 wpm

WEEK 12

This week’s lecture / tutorial will be to undertake the following:

· Reviewing vocabulary

Learning outcomes to be attained:

· Examples of words that can be abbreviated

· How to use them in speedwriting

· How to use these abbreviations for taking dictation

Readings and preparations to be undertaken:
Textbook:

	
	Chapter 

	Note making SuperWrite- Alphabetical Writing System
	Review G


Activities:

1. Study the abbreviations listed in the lesson

2. Drill two lines each for each word that is introduced 

3. When writing abbreviations, remember to use cursive writing  - and join every letter to each other, when there is more than 1 letter

4. Lecturer to dictate the words.

5. Students to take the dictation of the words

6. Check and review

7. For additional practice, basic letters and memos should be dictated.

8. For dictation, the speed should progress up to 60 wpm

WEEK 13

This week’s lecture / tutorial will be to undertake the following:

· Dictation practice
Learning outcomes to be attained:

· How to use abbreviations for speedwriting

· How to taking dictation

Readings and preparations to be undertaken:
Textbook:

	
	Chapter 

	Note making SuperWrite- Alphabetical Writing System
	G


Activities:

1. Students to take the dictation of the words and passages

2. Check and review

3. For dictation, the speed should progress up to 60  - 70  wpm

4. For additional practice, basic letters and memos should be dictated.

WEEK 14

This week’s lecture / tutorial will be to undertake the following:
· Revision and exercises on Past Semester Questions

Learning outcomes to be attained:

· Be prepared for the final exam by consistent practice of vocabulary.
WEEK 15


FINAL EXAM
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