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Key Word Glossary for Accreditation Version

	Word or phrase
	Definition
(glossary items that incorporate other glossary items are
referenced by superscript numbers)

	1. Additional material
	This is material that accompanies a technical publication27, or keeps it contained.  It might include:

· binders

· covers

· envelopes

· inserts

· reply cards

· tear-offs

	2. Audio
	This is sound that is included in a multimedia application.  It might include:

· alerts

· animation sounds

· announcements

· music

· vocals

	3. Body text
	This is text28 contained in the main body of a technical publication27.  It might include:

· description

· instructions

· narrative

· prefaces

	4. Client
	This is a person, department, or organisation that commissions work.  It is generally accepted that a client represents the interests of the users30, unless otherwise specified.  A client might be from within a technical communicator’s own organisation or from another organisation, and is therefore:

· external

· internal

	5. Components of the technical publication
	These are the main parts or sections of a technical publication27.  They might include:

· appendices

· chapters

· content6
· foreword

· pages17
· sections

· supplementary components26

	6. Content
	This is the essence of the technical publication27.  It should include:

· the meaning behind the text28 and graphics10
· the subject matter of the technical publication27

	7. Designs
	These cover all aspects of a technical publication27, and particularly the components of the technical publication5.  It might include:

· output media16
· production methods20
· the page components18


	Word or phrase
	Definition
(glossary items that incorporate other glossary items are
referenced by superscript numbers)

	8. Display text
	This is text28 that assists the readability of a technical publication27 (whatever its output media16).  It might include:

· banners

· footers

· headers

· labels

· links

· titles

	9. Error
	An error could be due to editorial or printing mistakes.  Errors might include:

· added component

· inconsistencies

· missing components

· spelling

· typographical

· wrong components

· wrong version

· wrongly-positioned components

	10. Graphics
	These are visual elements that are contained in a technical publication27.  They might include:

· banners

· diagrams

· drawings

· logos

· plans

	11. Information
	This is used throughout the standards to cover all types of information used within a technical publication27 or to actually assist the production of it.  It might include:

· audio2
· graphics10
· text28
· visual

	12. Information systems
	These are systems that record and store information11, including a technical publication27 itself and information relating to its publication.  They might include the use of:

· electronic

· paper

	13. Instructions and guidance
	These are parts of a technical publication27 that are designed to help the user30 navigate through it.  They might include:

· contents

· glossaries

· help files

· indexes

· introductions

· references

	14. Methods for creating the page layout
	These are the principal ways in which pages17 can be designed.  They might include the use of:

· computer

· type setting


	Word or phrase
	Definition
(glossary items that incorporate other glossary items are
referenced by superscript numbers)

	15. Multimedia components
	These are components used primarily in computer-based interactive publications.  They might include:

· animation

· applets

· audio2
· graphics10
· hypertext

· photographs

· video

	16. Output media
	This is the form in which a technical publication27 is distributed to users30.  It might include:

· CD-Rom (or equivalent)

· computer hard storage (floppy disk or equivalent)

· on-line (intranet or internet)

· other transmission methods (eg phone help lines)

· paper

	17. Page
	This is the main method for displaying page components18.  They might include the use of:

· electronic display on a screen

· sheet of paper

	18. Page components
	These are components that appear on a page17.  They might include:

· multimedia components15
· style25
· text28

	19. People
	A generic word that covers:

· clients4
· colleagues

· specialists

· suppliers

	20. Production methods
	These are the methods for actually producing a technical publication27.  A publication might be provided in paper format, but is actually produced electronically.  This could happen in reverse, with a technical drawing being produced by hand, and then scanned into a computer to be delivered on-line.  Methods therefore might include the use of:

· electronic

· paper

	21. Research methods
	These cover any activity designed to elicit information11 on products and services.  They might include:

· dismantling products

· interviews

· observation

· questionnaires

	22. Resources
	Resources are used in the production of a technical publication27.  They might include:

· equipment

· facilities

· finance

· materials

· people19
· time


	Word or phrase
	Definition
(glossary items that incorporate other glossary items are
referenced by superscript numbers)

	23. Revision
	These are actions to improve something, and might include:

· adding

· removing

· replacing

	24. Structure
	A technical publication27 has a structure, either overall and on each of the pages17.  The structure determines how the user can navigate through the technical publication, and:

· determines which components are necessary

· the role of the components

· relationship of components to each other

· sequence of components

	25. Style
	A technical publication27 has a style, either overall and on each of the pages17.  It might include:

· colour

· dimensions

· texture

· typography

	26. Supplementary component
	This is material that is added to a technical publication27.  It might include:

· additional materials1
· instructions and guidance13
· title page

· division page

	27. Technical publication
	This is the main focus of the work.  Technical publications are produced for every industry and for a wide range of purposes.  Some of the more usual forms might include:

· handbooks

· instruction manuals

· maintenance manuals

· user guides

	28. Text
	Text is key to almost all technical publications27, and comes in two primary forms:

· body text3
· display text8

	29. Translation
	This refers to the processing of words and syntax, and might include:

· controlled English

· foreign language

	30. Users
	These are the people19 who actually use a technical publication27 for the purpose for which it is designed.  They might include:

· clients4
· customers of clients

· others

	31. Vocabulary
	It is important to have an idea of the way a technical publication27 will be read or used by users30.  The vocabulary is aimed at a particular type of user30, and is a coherent collection of:

· phrases

· styles

· words


Unit 1
Interpret the requirements of a client for a technical publication

Commentary

This unit describes the competence required from technical communicators when it is necessary to identify what a client wants from a technical publication.  It is important that technical communicators are able to clearly identify what the objectives of the technical publication are, and what other features the client might require.  From this information, technical communicators will be able to produce a clear design specification that encompasses these requirements, and meet other regulatory requirements of which the client might not be aware.

Assessment Guidance

Evidence Requirements

Evidence of performance and knowledge is required.  Evidence of performance should be demonstrated by activities and outcomes, and should be generated during the course of normal activities, unless indicated under Assessment Methods (see below).  Evidence of knowledge can be demonstrated through performance or by responding to questions.  A variety of assessment methods can be used (see below).

Quantity and scope of evidence:

Evidence should show that the candidate can undertake this unit consistently over a suitable period.  The number of times, or the amount of experience, cannot be specified in detail.  However, it is important that the candidate provides performance evidence of having undertaken this unit a minimum of two times.  Further guidance will be developed during the implementation of the qualifications.

Assessment methods:

A number of assessment methods are listed below.  The ticks and crosses indicate which methods are or are not recommended.  However, these are recommendations, and this is not a list of sanctioned or prohibited methods: it is up to individual assessors to determine which assessment methods are suitable in individual cases.  In addition, other assessment methods might be appropriate.  Further guidance will be developed during the implementation of the qualifications.

	Recommended Assessment Methods

	direct observation of the candidate by the assessor
	

	outputs (eg publications) produced by the candidate in their normal activities
	

	outputs (eg publications) produced by the candidate as special exercises
	

	supporting documents (eg memos, notes, correspondence)
	

	responses to questions from the assessor
	

	written answers to questions
	

	testimony of others who have witnessed the candidate achieving the standards
	



Evidence Guidance

Examples of Evidence:

1 Direct evidence

1.1 Design specification for technical publication

1.2 Notes on the designs

1.3 Organisational records

2 Supplementary evidence

2.1 Budgets and other financial information

2.2 Contract/order notes/job sheet

2.3 Correspondence, memos, faxes, and e-mail

2.4 Information notes provided by the client

2.5 Regulations

2.6 Request form

2.7 Technical specifications

Key words in this unit that can be found in the glossary:

· client

· components of the technical publication

· information

· information systems

· output media

· production methods

· resources

· technical publication

· users

Unit 1
Interpret the requirements of a client for a technical publication

Element 1.1
Identify the objectives of a technical publication

You must be able to:

a) Obtain suitable information from the client on the overall requirements for the technical publication

b) Identify correctly the overall objectives of the client

c) Identify the type and number of users of the technical publication

d) Identify the particular requirements of different types of user

e) Identify the purpose and scope of the technical publication as specified by the client

f) Confirm the life cycle of the technical publication

g) Identify other related technical publications


You must be able to apply knowledge of:

1 Objectives of the client

(i) what are the different methods for obtaining information on them

(ii) what are the objectives of different types of client

2 Users of the technical publication

(i) what are the activities for which they require support from the technical publication

(ii) how they will use the technical publication

(iii) how technically competent are they

3 Life cycle of the technical publication

(i) how the technical publication will be used throughout its life cycle

(ii) how different types of technical publication have different types of life cycle

Unit 1
Interpret the requirements of a client for a technical publication

Element 1.2
Establish a design specification for a technical publication

You must be able to:

a) Obtain information on the preferred components of the technical publication

b) Identify the production methods and output media that could be effectively used

c) Confirm any resource and time constraints

d) Confirm any special or unusual requirements requested by the client

e) Identify any regulatory requirements that need to be achieved

f) Identify any health and safety issues that need to be covered

g) Specify all requirements in a clear design specification

h) Record all relevant information in the appropriate information systems


You must be able to apply knowledge of:

1 Information on the preferred components

(i) who can provide it

(ii) what are the procedures for obtaining it

2 Production methods and output media

(i) which are suitable for different types of technical publication

(ii) what are the resources and time required for them

3 Special or unusual requirements

(i) what types of requirement could be requested

(ii) what is the feasibility of developing and incorporating them

4 Regulatory requirements

(i) what are the regulatory bodies that are relevant to the industry

(ii) which regulations are normally relevant to the technical publication

(iii) why it is important to ensure health and safety issues are implemented

5 Information systems

(i) which systems should be used

(ii) why it is important to use them correctly

Unit 2
Propose a technical publication to a client

Commentary

This unit describes the competence required from technical communicators when proposing a technical publication to a client.  Technical communicators must propose designs for a technical publication, including ideas on the output media and the page components.  The proposal should identify the advantages and disadvantages of each design.  Technical communicators must then be able to propose the production methods that are suitable, including electronic or paper formats.  Having made proposals, technical communicators then have to make a recommendation, weighing up the advantages and disadvantages, and providing the client with a preferred design.  Finally, technical communicators must agree the resources and time available for progressing the work.

Assessment Guidance

Evidence Requirements

Evidence of performance and knowledge is required.  Evidence of performance should be demonstrated by activities and outcomes, and should be generated during the course of normal activities, unless indicated under Assessment Methods (see below).  Evidence of knowledge can be demonstrated through performance or by responding to questions.  A variety of assessment methods can be used (see below).

Quantity and scope of evidence:

Evidence should show that the candidate can undertake this unit consistently over a suitable period.  The number of times, or the amount of experience, cannot be specified in detail.  However, it is important that the candidate provides performance evidence of having undertaken this unit a minimum of two times.  Further guidance will be developed during the implementation of the qualifications.

Assessment methods:

A number of assessment methods are listed below.  The ticks and crosses indicate which methods are or are not recommended.  However, these are recommendations, and this is not a list of sanctioned or prohibited methods: it is up to individual assessors to determine which assessment methods are suitable in individual cases.  In addition, other assessment methods might be appropriate.  Further guidance will be developed during the implementation of the qualifications.

	Recommended Assessment Methods

	direct observation of the candidate by the assessor
	

	outputs (eg publications) produced by the candidate in their normal activities
	

	outputs (eg publications) produced by the candidate as special exercises
	

	supporting documents (eg memos, notes, correspondence)
	

	responses to questions from the assessor
	

	written answers to questions
	

	testimony of others who have witnessed the candidate achieving the standards
	



Evidence Guidance

Examples of Evidence:

1 Direct evidence

1.1 Correspondence with the client

1.2 Design specification for technical publication

1.3 Designs

1.4 Estimates

1.5 Notes on the designs

1.6 Organisational records

1.7 Recommendations

2 Supplementary evidence

2.1 Budgets and other financial information

2.2 Contract/order notes/job sheet

2.3 Correspondence, memos, faxes, and e-mail

2.4 Technical specifications

Key words in this unit that can be found in the glossary:

· client

· components of the technical publication

· designs

· information

· information systems

· output media

· people

· production methods

· resources

· technical publication

Unit 2
Propose a technical publication to a client

Element 2.1
Propose designs for a technical publication

You must be able to:

a) Ensure a complete design specification exists for the technical publication

b) Clarify any aspects of the design specification that are unclear

c) Create a range of suitable designs for the client to consider

d) Ensure health and safety issues are implemented in the designs

e) Identify the advantages and disadvantages of the different designs

f) Explore the output media that could be used

g) Provide relevant examples of the designs

h) Inform the client of any variations from the design specification and provide a rationale for them

i) Protect and copy the designs to ensure they are safe


You must be able to apply knowledge of:

1 Design specifications

(i) what is normally included in a design specification

(ii) what are the procedures for obtaining a design specification

2 Designs

(i) how many should be created

(ii) what are the different types of output media that could be used

(iii) why it is important to provide suitable examples of designs for the client

(iv) why it is important to ensure health and safety issues are implemented

(v) how to assess the advantages and disadvantages of different designs

3 Protecting and copying designs

(i) what are the procedures that should be used

(ii) what are the possible consequences of not following the procedures

Unit 2
Propose a technical publication to a client

Element 2.2
Propose production methods for a technical publication

You must be able to:

a) Identify the production methods that could be used for the designs

b) Identify the advantages and disadvantages of using different production methods

c) Consult with all relevant people on the selection of the production methods

d) Select the optimum production methods

e) Ensure all relevant people are informed of the selected production methods


You must be able to apply knowledge of:

1 Production methods

(i) which are suitable for different types of technical publication

(ii) what are the resources and time required for them

(iii) how to assess the advantages, disadvantages, costs and benefits

2 Relevant people

(i) who should be consulted or informed

(ii) why they need to be consulted or informed

Unit 2
Propose a technical publication to a client

Element 2.3
Present recommendations for a technical publication to a client

You must be able to:

a) Agree the ways in which the client can assess the designs

b) Present clearly the advantages and disadvantages of the different designs

c) Clarify any differences of interpretation or understanding relating to the designs

d) Identify any health and safety issues that need to be implemented in the designs

e) Provide clear recommendations for a preferred design for the client to consider

f) Provide sufficient information to enable the client to assess the recommendations

g) Obtain feedback on the results of the recommendations

h) Agree any changes to the design specification according to organisational procedures


You must be able to apply knowledge of:

1 Recommendations

(i) how to present recommendations to different types of client

(ii) why it is important to ensure health and safety issues are implemented

(iii) how much information is required by different types of client

(iv) how to obtain feedback on the results of the recommendations

2 Changes to design specifications

(i) what are the consequences of a client changing the design specification

(ii) what types of change could be suggested

(iii) what are the organisational procedures for changing a design specification

Unit 2
Propose a technical publication to a client

Element 2.4
Agree the resources and time available for producing a technical publication

You must be able to:

a) Calculate the resources and time scale required for the production of the technical publication

b) Ensure clear price estimates for technical publications are provided to the client

c) Agree the budget and rate of expenditure with the client

d) Establish priorities for completing different components of the technical publication

e) Obtain any necessary approvals for the design work to proceed

f) Record the budget information in the appropriate information systems


You must be able to apply knowledge of:

1 Resources and time scale for production of the technical publication

(i) what resources are typically required for different types of technical publication

(ii) what are the procedures and methods for assessing them

(iii) what factors should be taken into account when assessing them

2 Priorities

(i) which components are dependent upon the completion of other work

(ii) which components are most important

3 Budgets and quotations

(i) what are the procedures for establishing a budget

(ii) what are the procedures for providing price estimates to clients

4 Information systems

(i) which systems should be used

(ii) why it is important to use the systems correctly

Unit 3
Obtain information for a technical publication

Commentary

This unit describes the competence required from technical communicators when obtaining information for use in a technical publication.  Technical communicators have to consider the type of technical publication, identify what information is needed, and decide on the most effective method for collecting that information.  Technical communicators must then collect the information in an appropriate way, and then review and record the results.  Finally, the information should be prepared for use in the technical publication.

Assessment Guidance

Evidence Requirements

Evidence of performance and knowledge is required.  Evidence of performance should be demonstrated by activities and outcomes, and should be generated during the course of normal activities, unless indicated under Assessment Methods (see below).  Evidence of knowledge can be demonstrated through performance or by responding to questions.  A variety of assessment methods can be used (see below).

Quantity and scope of evidence:

Evidence should show that the candidate can undertake this unit consistently over a suitable period.  The number of times, or the amount of experience, cannot be specified in detail.  However, it is important that the candidate provides performance evidence of having undertaken this unit a minimum of two times.  Further guidance will be developed during the implementation of the qualifications.

Assessment methods:

A number of assessment methods are listed below.  The ticks and crosses indicate which methods are or are not recommended.  However, these are recommendations, and this is not a list of sanctioned or prohibited methods: it is up to individual assessors to determine which assessment methods are suitable in individual cases.  In addition, other assessment methods might be appropriate.  Further guidance will be developed during the implementation of the qualifications.

	Recommended Assessment Methods

	direct observation of the candidate by the assessor
	

	outputs (eg publications) produced by the candidate in their normal activities
	

	outputs (eg publications) produced by the candidate as special exercises
	

	supporting documents (eg memos, notes, correspondence)
	

	responses to questions from the assessor
	

	written answers to questions
	

	testimony of others who have witnessed the candidate achieving the standards
	



Evidence Guidance

Examples of Evidence:

1 Direct evidence

1.1 Information obtained from the research

1.2 Organisational records

1.3 Reports on discussions

1.4 Research plans

2 Supplementary evidence

2.1 Authority to conduct research

2.2 Budgets and other financial information

2.3 Contract/order notes/job sheet

2.4 Correspondence, memos, faxes, and e-mail

2.5 Design specification for technical publication

2.6 Information collection procedures

2.7 Modification lists

2.8 Original source information

2.9 Technical specifications

Key words in this unit that can be found in the glossary:

· information

· information systems

· people

· research methods

· resources

· technical publication

Unit 3
Obtain information for a technical publication

Element 3.1
Select the research methods for obtaining information for a technical publication

You must be able to:

a) Ensure the objectives of the research are clearly defined and any critical factors are highlighted

b) Establish how the information will be used in the technical publication

c) Confirm the resources and time scale available to undertake the research

d) Identify the potential sources and location of suitable information

e) Select the most effective research methods for achieving the research objectives

f) Ensure the research methods are safe

g) Identify any potential constraints to the research

h) Plan the research tasks that are needed

i) Provide information on the research to all relevant people


You must be able to apply knowledge of:

1 Resources and time scale for the research

(i) what are typically required for different types of research

(ii) what are the procedures and methods for assessing them

(iii) what factors should be taken into account when assessing them

2 Research objectives and methods

(i) why it is important to confirm the objectives of the research

(ii) what is the availability of different sources of information

(iii) why it is important to confirm that research methods are safe

(iv) how to assess which research methods would be most suitable

3 Planning research

(i) which planning methods could be used

(ii) what are the types of constraint that could occur

Unit 3
Obtain information for a technical publication

Element 3.2
Collect information for a technical publication

You must be able to:

a) Confirm the research methods that should be used for collecting the information

b) Access the information sources using the appropriate procedures

c) Collect information using the specified methods

d) Protect the information sources according to agreed procedures

e) Inform the relevant people of any difficulties in obtaining the information

f) Review the information collected and identify any additional requirements

g) Record the information accurately in the appropriate information systems

h) Comply with health and safety requirements at all times


You must be able to apply knowledge of:

1 Research methods that should be used

(i) what are the different types of research method that should be used

(ii) what are the appropriate procedures for each research method

(iii) why it is important to comply with health and safety requirements

2 Information that is collected

(i) what are the types of difficulty faced in collecting information

(ii) what are the methods for reviewing the information that is collected

3 Information systems

(i) which systems should be used

(ii) why it is important to use the systems correctly

Unit 3
Obtain information for a technical publication

Element 3.3
Prepare information for a technical publication

You must be able to:

a) Select suitable preparation methods for the information

b) Confirm the validity of the information

c) Prepare information in a suitable way for use in the technical publication

d) Identify any themes and issues that arise from the information

e) Identify any problems that could arise from the use of the information

f) Identify any health and safety issues that need to be incorporated into the information

g) Inform the relevant people of any difficulties in preparing the information

h) Record the information in the appropriate information systems


You must be able to apply knowledge of:

1 Preparation methods

(i) which methods should be used with different types of information

(ii) how to determine whether information is valid

(iii) what types of problem might be encountered when preparing information

(iv) who should be informed of any problems with the preparation

(v) why it is important to identify any health and safety issues

2 Information systems

(i) which systems should be used

(ii) why it is important to use the systems correctly

Unit 4
Record and store information for use in a technical publication

Commentary

This unit describes the competence required from technical communicators when recording and storing information for use in a technical publication.  Technical communicators have to deal with a significant amount of information, and it is important that it is recorded correctly.  This involves establishing classification systems recording the information correctly, and ensuring that the information is provided to the appropriate people.  Technical communicators also have to control the access and use of the information, by establishing procedures and providing instructions.

Assessment Guidance

Evidence Requirements

Evidence of performance and knowledge is required.  Evidence of performance should be demonstrated by activities and outcomes, and should be generated during the course of normal activities, unless indicated under Assessment Methods (see below).  Evidence of knowledge can be demonstrated through performance or by responding to questions.  A variety of assessment methods can be used (see below).

Quantity and scope of evidence:

Evidence should show that the candidate can undertake this unit consistently over a suitable period.  The number of times, or the amount of experience, cannot be specified in detail.  However, it is important that the candidate provides performance evidence of having undertaken this unit a minimum of two times.  Further guidance will be developed during the implementation of the qualifications.

Assessment methods:

A number of assessment methods are listed below.  The ticks and crosses indicate which methods are or are not recommended.  However, these are recommendations, and this is not a list of sanctioned or prohibited methods: it is up to individual assessors to determine which assessment methods are suitable in individual cases.  In addition, other assessment methods might be appropriate.  Further guidance will be developed during the implementation of the qualifications.

	Recommended Assessment Methods

	direct observation of the candidate by the assessor
	

	outputs (eg publications) produced by the candidate in their normal activities
	

	outputs (eg publications) produced by the candidate as special exercises
	

	supporting documents (eg memos, notes, correspondence)
	

	responses to questions from the assessor
	

	written answers to questions
	

	testimony of others who have witnessed the candidate achieving the standards
	



Evidence Guidance

Examples of Evidence:

1 Direct evidence

1.1 Classification systems

1.2 Completed technical publication

1.3 Guidelines and procedures issued to others

1.4 Information recorded and stored

1.5 Information systems

1.6 Organisational records

2 Supplementary evidence

2.1 Correspondence, memos, faxes, and e-mail

2.2 Information used in the technical publication

Key words in this unit that can be found in the glossary:

· information

· information systems

· people

· technical publication

Unit 4
Record and store information for use in a technical publication

Element 4.1
Record information for a technical publication

You must be able to:

a) Identify the correct information to be recorded and stored

b) Establish any necessary classification systems to order the information

c) Identify the most appropriate information systems to use for recording and storage

d) Ensure the information system is capable of recording and storing the information safely and securely

e) Provide clear information to all relevant people on the information systems that are used

f) Prepare the information correctly for recording

g) Record and store information according to the requirements of the information system


You must be able to apply knowledge of:

1 Information to be recorded and stored

(i) which classification systems can be used for ordering information

(ii) who should be informed about recording methods

(iii) how to prepare different types of information for recording

2 Information systems

(i) which systems should be used

(ii) why it is important to use the systems correctly

3 Recording and storing

(i) what systems are most appropriate for recording different types of information

(ii) what systems can be used for storing the information

(iii) what systems should be used for maintaining the security of the information

Unit 4
Record and store information for use in a technical publication

Element 4.2
Control the access and use of information relating to a technical publication

You must be able to:

a) Identify the access requirements of different people

b) Establish procedures for accessing the information to meet the overall needs of people

c) Provide instructions to people on information retrieval and return methods

d) Establish priorities for accessing the information to meet work objectives

e) Ensure the safety of information during access

f) Identify and resolve any access problems as quickly as practicable

g) Review the access controls at suitable intervals


You must be able to apply knowledge of:

1 Access requirements

(i) who are the people that are allowed access to the information

(ii) what are the different procedures for accessing the information

(iii) what types of access problem occur

(iv) when should access controls be reviewed

Unit 5
Interpret the design of a technical publication

Commentary

This unit describes the competence required from technical communicators when they are presented with a design that has already been developed.  Technical communicators have to understand the requirements of the design, and integrate their work into pre-formatted documents.  They have to work on a technical publication which has its overall structure and style predetermined.  They also will work on specific components, eg pages and other supplementary components that have predetermined structures and styles.  While the freedom to generate new design is not available, the discipline of the technical communicator is to comply with a tight specification that ensures the publication is part of a much greater system of documentation and guidance, where accuracy and consistency are overriding factors.

Assessment Guidance

Evidence Requirements

Evidence of performance and knowledge is required.  Evidence of performance should be demonstrated by activities and outcomes, and should be generated during the course of normal activities, unless indicated under Assessment Methods (see below).  Evidence of knowledge can be demonstrated through performance or by responding to questions.  A variety of assessment methods can be used (see below).

Quantity and scope of evidence:

Evidence should show that the candidate can undertake this unit consistently over a suitable period.  The number of times, or the amount of experience, cannot be specified in detail.  However, it is important that the candidate provides performance evidence of having undertaken this unit a minimum of two times.  Further guidance will be developed during the implementation of the qualifications.

Assessment methods:

A number of assessment methods are listed below.  The ticks and crosses indicate which methods are or are not recommended.  However, these are recommendations, and this is not a list of sanctioned or prohibited methods: it is up to individual assessors to determine which assessment methods are suitable in individual cases.  In addition, other assessment methods might be appropriate.  Further guidance will be developed during the implementation of the qualifications.

	Recommended Assessment Methods

	direct observation of the candidate by the assessor
	

	outputs (eg publications) produced by the candidate in their normal activities
	

	outputs (eg publications) produced by the candidate as special exercises
	

	supporting documents (eg memos, notes, correspondence)
	

	responses to questions from the assessor
	

	written answers to questions
	

	testimony of others who have witnessed the candidate achieving the standards
	



Evidence Guidance

Examples of Evidence:

1 Direct evidence

1.1 Correspondence with the client

1.2 Notes on the designs

1.3 Organisational records

2 Supplementary evidence

2.1 Contract/order notes/job sheet

2.2 Correspondence, memos, faxes, and e-mail

2.3 Design specification for technical publication

2.4 Information notes provided by the client

2.5 Technical specifications

Key words in this unit that can be found in the glossary:

· components of the technical publication

· information

· information systems

· people

· structure

· style

· technical publication

Unit 5
Interpret the design of a technical publication

Element 5.1
Interpret the overall structure and style of a technical publication

You must be able to:

a) Confirm the purpose and scope of the technical publication

b) Review the structure and style of the technical publication

c) Identify any problems with implementing the structure and style of the technical publication

d) Clarify any unfamiliar or unclear requirements

e) Exchange information on the structure and style of the technical publication with the relevant people

f) Ensure the structure achieves the specified objectives of the technical publication


You must be able to apply knowledge of:

1 Structure and style of the technical publication

(i) how different types of technical publication can be structured

(ii) what styles are used in different types of technical publication

(iii) what type of problems can occur with the structure or style

2 Information systems

(i) which systems should be used

(ii) why it is important to use the systems correctly

Unit 5
Interpret the design of a technical publication

Element 5.2
Interpret the structure and style of specific components a technical publication

You must be able to:

a) Review the structure and style of the specific components

b) Determine the methods for incorporating components into the technical publication

c) Identify any problems with implementing the structure and style of the components

d) Clarify any unfamiliar or unclear requirements

e) Exchange information on the structure and style of the components with the relevant people

f) Record information on the designs in the appropriate information systems


You must be able to apply knowledge of:

1 Structure and style of specific components

(i) how different types of component can be structured

(ii) what styles are used in different types of component

(iii) what type of problems can occur with the structure or style

2 Information systems

(i) which systems should be used

(ii) why it is important to use the systems correctly

Unit 6
Design the structure and style of a technical publication

Commentary

This unit describes the competence required from technical communicators when designing the overall structure and style of a technical publication.  Technical communicators have to confirm the purpose and scope of the technical publication, and identify its components.  They then have to design a structure that can effectively deliver the content.  In addition, technical communicators have to design the style of the technical publication, both its overall style and the style of the main components.  Information on the design has to be recorded and passed to the appropriate people.

Assessment Guidance

Evidence Requirements

Evidence of performance and knowledge is required.  Evidence of performance should be demonstrated by activities and outcomes, and should be generated during the course of normal activities, unless indicated under Assessment Methods (see below).  Evidence of knowledge can be demonstrated through performance or by responding to questions.  A variety of assessment methods can be used (see below).

Quantity and scope of evidence:

Evidence should show that the candidate can undertake this unit consistently over a suitable period.  The number of times, or the amount of experience, cannot be specified in detail.  However, it is important that the candidate provides performance evidence of having undertaken this unit a minimum of two times.  Further guidance will be developed during the implementation of the qualifications.

Assessment methods:

A number of assessment methods are listed below.  The ticks and crosses indicate which methods are or are not recommended.  However, these are recommendations, and this is not a list of sanctioned or prohibited methods: it is up to individual assessors to determine which assessment methods are suitable in individual cases.  In addition, other assessment methods might be appropriate.  Further guidance will be developed during the implementation of the qualifications.

	Recommended Assessment Methods

	direct observation of the candidate by the assessor
	

	outputs (eg publications) produced by the candidate in their normal activities
	

	outputs (eg publications) produced by the candidate as special exercises
	

	supporting documents (eg memos, notes, correspondence)
	

	responses to questions from the assessor
	

	written answers to questions
	

	testimony of others who have witnessed the candidate achieving the standards
	



Evidence Guidance

Examples of Evidence:

1 Direct evidence

1.1 Correspondence with the client

1.2 Designs

1.3 Notes on the designs

1.4 Organisational records

2 Supplementary evidence

2.1 Contract/order notes/job sheet

2.2 Correspondence, memos, faxes, and e-mail

2.3 Design brief for technical publication

2.4 Information notes provided by the client

2.5 Technical specifications

Key words in this unit that can be found in the glossary:

· components of the technical publication

· content

· designs

· information

· information systems

· people

· style

· technical publication

· users

Unit 6
Design the structure and style of a technical publication

Element 6.1
Design the structure of a technical publication

You must be able to:

a) Confirm the purpose and scope of the technical publication

b) Identify the components of the technical publication that will be used for delivering the content

c) Determine the structure of the technical publication so that it effectively delivers the content

d) Ensure the content does not lose its meaning as a result of the structure

e) Exchange information on the structure of the technical publication with the relevant people

f) Ensure the structure achieves the specified objectives of the technical publication


You must be able to apply knowledge of:

1 Components of the technical publication

(i) which components could be used

(ii) how the different components should relate to each other

(iii) how the components should be structured within a technical publication

2 Content

(i) what are the requirements of different types of user for accessing the content

(ii) how the components and structure of the technical publication affect the delivery of the content

3 Structure of the technical publication

(i) how different types of technical publication can be structured

(ii) which people require information on the structure, and who should provide feedback on it

Unit 6
Design the structure and style of a technical publication

Element 6.2
Design the style of a technical publication

You must be able to:

a) Identify the potential response of different types of user to different styles

b) Identify the styles that could be used

c) Select the most appropriate style to enhance the effectiveness of the technical publication

d) Specify clearly the style of the components of the technical publication

e) Exchange information on the style of the technical publication with the relevant people

f) Ensure the style achieves the specified objectives of the technical publication

g) Record information on designs in the appropriate information systems


You must be able to apply knowledge of:

1 Components of the technical publication

(i) which components could be used

(ii) how the different components should relate to each other

(iii) how the components should be structured within a technical publication

2 Styles

(i) what are the styles that could be used with different types of technical publication

(ii) which people require information on the style, and who should provide feedback on it

(iii) how styles can affect the way the content is delivered

(iv) how to use style templates

3 Information systems

(i) which systems should be used

(ii) why it is important to use the systems correctly

Unit 7
Design a page layout for a technical publication

Commentary

This unit describes the competence required from technical communicators when designing a page layout for a technical publication.  Technical communicators have to confirm the purpose and scope of the technical publication, and identify the components that should be included on particular pages.  They then have to design a page structure that can deliver the content and use the available space effectively.  In addition, technical communicators have to design the style of the page, in line with the overall style of the technical publication.  Information on the design has to be recorded and passed to the appropriate people.

Assessment Guidance

Evidence Requirements

Evidence of performance and knowledge is required.  Evidence of performance should be demonstrated by activities and outcomes, and should be generated during the course of normal activities, unless indicated under Assessment Methods (see below).  Evidence of knowledge can be demonstrated through performance or by responding to questions.  A variety of assessment methods can be used (see below).

Quantity and scope of evidence:

Evidence should show that the candidate can undertake this unit consistently over a suitable period.  The number of times, or the amount of experience, cannot be specified in detail.  However, it is important that the candidate provides performance evidence of having undertaken this unit a minimum of two times.  Further guidance will be developed during the implementation of the qualifications.

Assessment methods:

A number of assessment methods are listed below.  The ticks and crosses indicate which methods are or are not recommended.  However, these are recommendations, and this is not a list of sanctioned or prohibited methods: it is up to individual assessors to determine which assessment methods are suitable in individual cases.  In addition, other assessment methods might be appropriate.  Further guidance will be developed during the implementation of the qualifications.

	Recommended Assessment Methods

	direct observation of the candidate by the assessor
	

	outputs (eg publications) produced by the candidate in their normal activities
	

	outputs (eg publications) produced by the candidate as special exercises
	

	supporting documents (eg memos, notes, correspondence)
	

	responses to questions from the assessor
	

	written answers to questions
	

	testimony of others who have witnessed the candidate achieving the standards
	



Evidence Guidance

Examples of Evidence:

1 Direct evidence

1.1 Correspondence with the client

1.2 Notes on the designs

1.3 Organisational records

1.4 Page designs

2 Supplementary evidence

2.1 Contract/order notes/job sheet

2.2 Correspondence, memos, faxes, and e-mail

2.3 Design specification for technical publication

2.4 Information notes provided by the client

2.5 Technical specifications

Key words in this unit that can be found in the glossary:

· content

· designs

· information

· information systems

· methods for creating the page layout

· page

· page components

· people

· style

· technical publication

· users

Unit 7
Design a page layout for a technical publication

Element 7.1
Design the structure of a page

You must be able to:

a) Confirm the purpose and scope of the technical publication

b) Identify the page components that could be used

c) Identify suitable methods for creating the page layout

d) Decide on the most effective use of space on the page

e) Determine the dimensions and relative position of each page component

f) Exchange information on the structure of the page with the relevant people

g) Ensure the structure of the page achieves the specified objectives of the technical publication


You must be able to apply knowledge of:

1 Page components

(i) what are the page components that could be used

(ii) how the page components should relate to each other

2 Structure of the page

(i) how the use of space affects the readability of the page

(ii) what are the conventions for positioning different types of page component

(iii) which people require information on the structure, and who should provide feedback on it

Unit 7
Design a page layout for a technical publication

Element 7.2
Design the style of a page

You must be able to:

a) Identify the types of response from different users to different styles

b) Identify the styles that could be used

c) Select the most appropriate style to enhance the effectiveness of the technical publication

d) Specify clearly the style of the page components

e) Exchange information with the relevant people on the style of the page

f) Ensure the style of the page achieves the specified objectives of the technical publication

g) Record information on designs in the appropriate information systems


You must be able to apply knowledge of:

1 Page components

(i) what are the page components that could be used

(ii) how the page components should relate to each other

2 Styles

(i) what are the styles that could be used with different types of technical publication

(ii) which people require information on the style, and who should provide feedback on it

(iii) how styles can affect the way the content is delivered

(iv) how to use style templates

3 Information systems

(i) which systems should be used

(ii) why it is important to use the systems correctly

Unit 8
Produce supplementary components for a technical publication

Commentary

This unit describes the competence required from technical communicators when producing supplementary components for a technical publication, such as instructions and guidance, title pages, division pages, and other additional materials.  Technical communicators have to produce these components by confirming the purpose and scope of the technical publication, and selecting the most appropriate designs, including the content, style, and materials.  The designs then have to be confirmed with the client.

Assessment Guidance

Evidence Requirements

Evidence of performance and knowledge is required.  Evidence of performance should be demonstrated by activities and outcomes, and should be generated during the course of normal activities, unless indicated under Assessment Methods (see below).  Evidence of knowledge can be demonstrated through performance or by responding to questions.  A variety of assessment methods can be used (see below).

Quantity and scope of evidence:

Evidence should show that the candidate can undertake this unit consistently over a suitable period.  The number of times, or the amount of experience, cannot be specified in detail.  However, it is important that the candidate provides performance evidence of having undertaken this unit a minimum of two times.  Further guidance will be developed during the implementation of the qualifications.

Assessment methods:

A number of assessment methods are listed below.  The ticks and crosses indicate which methods are or are not recommended.  However, these are recommendations, and this is not a list of sanctioned or prohibited methods: it is up to individual assessors to determine which assessment methods are suitable in individual cases.  In addition, other assessment methods might be appropriate.  Further guidance will be developed during the implementation of the qualifications.

	Recommended Assessment Methods

	direct observation of the candidate by the assessor
	

	outputs (eg publications) produced by the candidate in their normal activities
	

	outputs (eg publications) produced by the candidate as special exercises
	

	supporting documents (eg memos, notes, correspondence)
	

	responses to questions from the assessor
	

	written answers to questions
	

	testimony of others who have witnessed the candidate achieving the standards
	



Evidence Guidance

Examples of Evidence:

1 Direct evidence

1.1 Additional materials

1.2 Correspondence with the client

1.3 Instructions and guidance for users

1.4 Notes on the designs

1.5 Organisational records

1.6 Title and division pages

2 Supplementary evidence

2.1 Contract/order notes/job sheet

2.2 Correspondence, memos, faxes, and e-mail

2.3 Design specification for technical publication

2.4 Information notes provided by the client

2.5 Technical specifications

Key words in this unit that can be found in the glossary:

· additional material

· client

· components of the technical publication

· content

· designs

· information

· instructions and guidance

· page

· style

· technical publication

· users

Unit 8
Produce supplementary components for a technical publication

Element 8.1
Produce instructions and guidance for users of a technical publication

You must be able to:

a) Confirm the purpose and scope of the technical publication

b) Identify the significant features and characteristics of the technical publication

c) Select the most appropriate design for the instructions and guidance

d) Apply the appropriate methods for compiling the instructions and guidance

e) Identify the correct references to be used in the instructions and guidance

f) Format the instructions and guidance correctly

g) Incorporate the instructions and guidance into the technical publication


You must be able to apply knowledge of:

1 Instructions and guidance

(i) what are the requirements of different types of user

(ii) what types of instructions and guidance could be used

(iii) what are the methods for compiling instructions and guidance

Unit 8
Produce supplementary components for a technical publication

Element 8.2
Produce title and division pages for a technical publication

You must be able to:

a) Collate information on the structure and components of the technical publication

b) Ensure the correct names and acknowledgements are used on the pages

c) Select the content, style, and materials used in the title and division pages

d) Confirm the design of the title and division pages with the client

e) Format the title and division pages correctly

f) Incorporate the title and division pages into the technical publication


You must be able to apply knowledge of:

1 Title and division pages

(i) what types of title and division pages could be used

(ii) what types of information should be included on the pages

(iii) why it is important that the correct acknowledgements are used

(iv) what are the designs that could be used

Unit 8
Produce supplementary components for a technical publication

Element 8.3
Produce additional materials for a technical publication

You must be able to:

a) Confirm the purpose and scope of the technical publication

b) Identify the additional materials that will help achieve the objectives of the technical publication

c) Select the content, style, and materials to be used

d) Confirm the design of the additional materials with the client

e) Produce the additional materials correctly

f) Incorporate the additional materials into the technical publication


You must be able to apply knowledge of:

1 Additional materials

(i) how the objectives of the technical publication can be enhanced with the use of additional materials

(ii) what types of additional material could be used

(iii) what are the methods for producing the additional materials

Unit 9
Create text for inclusion in a technical publication

Commentary

This unit describes the competence required from technical communicators when creating text for inclusion in a technical publication.  Technical communicators have to confirm the purpose and scope of the technical publication, identify the main aspects of the subject matter, and then plan the composition of the text to effectively communicate that subject matter.  They then have to produce the text, selecting a suitable vocabulary for the users, ensuring that the text is free of errors, and recording and protecting the text in the appropriate information systems.  They have to review the text with the relevant people, identifying any errors, omissions, inconsistencies, or redundant text.  Finally they have to revise the text to take account of any issues identified in the review process.

Assessment Guidance

Evidence Requirements

Evidence of performance and knowledge is required.  Evidence of performance should be demonstrated by activities and outcomes, and should be generated during the course of normal activities, unless indicated under Assessment Methods (see below).  Evidence of knowledge can be demonstrated through performance or by responding to questions.  A variety of assessment methods can be used (see below).

Quantity and scope of evidence:

Evidence should show that the candidate can undertake this unit consistently over a suitable period.  The number of times, or the amount of experience, cannot be specified in detail.  However, it is important that the candidate provides performance evidence of having undertaken this unit a minimum of two times.  Further guidance will be developed during the implementation of the qualifications.

Assessment methods:

A number of assessment methods are listed below.  The ticks and crosses indicate which methods are or are not recommended.  However, these are recommendations, and this is not a list of sanctioned or prohibited methods: it is up to individual assessors to determine which assessment methods are suitable in individual cases.  In addition, other assessment methods might be appropriate.  Further guidance will be developed during the implementation of the qualifications.

	Recommended Assessment Methods

	direct observation of the candidate by the assessor
	

	outputs (eg publications) produced by the candidate in their normal activities
	

	outputs (eg publications) produced by the candidate as special exercises
	

	supporting documents (eg memos, notes, correspondence)
	

	responses to questions from the assessor
	

	written answers to questions
	

	testimony of others who have witnessed the candidate achieving the standards
	



Evidence Guidance

Examples of Evidence:

1 Direct evidence

1.1 Correspondence with the client

1.2 Drafts of text

1.3 Final text

1.4 Organisational records

2 Supplementary evidence

2.1 Contract/order notes/job sheet

2.2 Correspondence, memos, faxes, and e-mail

2.3 Design specification for technical publication

2.4 Information notes provided by the client

2.5 Information used in the technical publication

2.6 Technical specifications

Key words in this unit that can be found in the glossary:

· client

· components of the technical publication

· content

· error

· information systems

· people

· revision

· style

· technical publication

· text

· users

· vocabulary

Unit 9
Create text for inclusion in a technical publication

Element 9.1
Plan the composition of text for inclusion in a technical publication

You must be able to:

a) Confirm the purpose and scope of the technical publication

b) Identify the main aspects of the subject matter that need to be conveyed

c) Determine how the text can effectively communicate the subject matter

d) Outline the sections of the text and their objectives

e) Order the sections of text to produce a logical structure

f) Identify any problems with the potential composition of the text


You must be able to apply knowledge of:

1 Composition of text

(i) what is the subject matter of the technical publication

(ii) how to order sections of text to produce a logical structure

(iii) what types of problem can occur with the composition

Unit 9
Create text for inclusion in a technical publication

Element 9.2
Produce text to cover the content of a technical publication

You must be able to:

a) Obtain all the technical details that need to be incorporated into the text

b) Produce text to effectively convey the required content

c) Select a vocabulary that is suitable to the users of the technical publication

d) Ensure the text is free from errors according to the agreed procedures

e) Produce text in the formats required in the technical publication

f) Record and protect the text in the appropriate information systems


You must be able to apply knowledge of:

1 Text

(i) what is the content that needs to be conveyed

(ii) what types of vocabulary and style are suitable to different types of user

(iii) what types of error could occur within the text

(iv) what types of format are required for different types of technical publication

2 Information systems

(i) which systems should be used

(ii) why it is important to use the systems correctly

Unit 9
Create text for inclusion in a technical publication

Element 9.3
Review text with other people

You must be able to:

a) Review the text with the relevant people

b) Identify any errors, omissions, or inconsistencies in the text that need to be corrected

c) Identify any text that is redundant and can be removed

d) Revise the text effectively to meet the requirements of the client and users

e) Ensure health and safety requirements are implemented in the text

f) Recommend to the relevant people any improvements to the technical publication

g) Record and protect the revised text in the appropriate information systems


You must be able to apply knowledge of:

1 Review of text

(i) who should review the text

(ii) what are the types of error, omission, or inconsistency that might be found in the text

(iii) what type of text is often redundant and can be removed

(iv) why it is important to ensure health and safety requirements are implemented

2 Information systems

(i) which systems should be used

(ii) why it is important to use the systems correctly

Unit 10
Incorporate multimedia components in a technical publication

Commentary

This unit describes the competence required from technical communicators when incorporating multimedia components into a technical publication, eg, animation, applets, audio, graphics, hypertext, photographs, and video.  Technical communicators have to confirm the objectives of the technical publication and identify the role of multimedia components in communicating the content.  They then have to select and import the multimedia components, incorporating them with the other components of the technical publication.  The settings of the multimedia components have to be adjusted to ensure they deliver the content correctly.  Finally, the technical communicators have to review the multimedia components to ensure they work correctly, and they are revised if there are any errors or problems.

Assessment Guidance

Evidence Requirements

Evidence of performance and knowledge is required.  Evidence of performance should be demonstrated by activities and outcomes, and should be generated during the course of normal activities, unless indicated under Assessment Methods (see below).  Evidence of knowledge can be demonstrated through performance or by responding to questions.  A variety of assessment methods can be used (see below).

Quantity and scope of evidence:

Evidence should show that the candidate can undertake this unit consistently over a suitable period.  The number of times, or the amount of experience, cannot be specified in detail.  However, it is important that the candidate provides performance evidence of having undertaken this unit a minimum of two times.  Further guidance will be developed during the implementation of the qualifications.

Assessment methods:

A number of assessment methods are listed below.  The ticks and crosses indicate which methods are or are not recommended.  However, these are recommendations, and this is not a list of sanctioned or prohibited methods: it is up to individual assessors to determine which assessment methods are suitable in individual cases.  In addition, other assessment methods might be appropriate.  Further guidance will be developed during the implementation of the qualifications.

	Recommended Assessment Methods

	direct observation of the candidate by the assessor
	

	outputs (eg publications) produced by the candidate in their normal activities
	

	outputs (eg publications) produced by the candidate as special exercises
	

	supporting documents (eg memos, notes, correspondence)
	

	responses to questions from the assessor
	

	written answers to questions
	

	testimony of others who have witnessed the candidate achieving the standards
	



Evidence Guidance

Examples of Evidence:

1 Direct evidence

1.1 Correspondence with the client

1.2 Multimedia components incorporated in the technical publication

1.3 Organisational records

1.4 Test versions of multimedia components

2 Supplementary evidence

2.1 Contract/order notes/job sheet

2.2 Correspondence, memos, faxes, and e-mail

2.3 Design specification for technical publication

2.4 Information notes provided by the client

2.5 Technical specifications

Key words in this unit that can be found in the glossary:

· client

· components of the technical publication

· content

· designs

· error

· information systems

· multimedia components

· people

· technical publication

· users

Unit 10
Incorporate multimedia components in a technical publication

Element 10.1
Establish the role of multimedia components in a technical publication

You must be able to:

a) Confirm the objectives of the technical publication

b) Identify the role of different multimedia components in communicating the content

c) Establish how the multimedia components relate to the rest of the technical publication

d) Identify any problems with using multimedia components in the technical publication

e) Review the potential use of the multimedia components with the relevant people


You must be able to apply knowledge of:

1 Multimedia components

(i) what are the multimedia components that could be used

(ii) what are the advantages and disadvantages of using different multimedia components

(iii) what types of problem could be encountered when using multimedia components in technical publications

(iv) who should review the use of multimedia components

Unit 10
Incorporate multimedia components in a technical publication

Element 10.2
Import multimedia components into a technical publication

You must be able to:

a) Select multimedia components to convey effectively the required content of the technical publication

b) Select multimedia components that are suitable to the users of the technical publication

c) Incorporate the multimedia components with other multimedia to produce a coherent design for the publication

d) Ensure the multimedia components are free from errors

e) Comply with all relevant legislation and ownership rights relating to the use of other people’s work

f) Record and protect the multimedia components in the appropriate information systems

g) Provide the multimedia components to the relevant people according to the agreed time scale


You must be able to apply knowledge of:

1 Importing multimedia components

(i) what are the multimedia components that could be imported

(ii) how to obtain supplies of multimedia components

(iii) what are the advantages and disadvantages of using different multimedia components

(iv) what types of error could be encountered when importing multimedia components

(v) who requires the multimedia components

2 Legislation and ownership rights

(i) what is the relevant legislation relating to using materials and data

(ii) what are the rights of owners of materials

(iii) where to obtain information on licensing agreements

(iv) what are the consequences of not complying with the ownership rights

3 Information systems

(i) which systems should be used

(ii) why it is important to use the systems correctly

Unit 10
Incorporate multimedia components in a technical publication

Element 10.3
Adjust the settings of multimedia components for use in a technical publication

You must be able to:

a) Adjust the settings of multimedia components to convey effectively the required content of the technical publication

b) Produce multimedia components that are suitable to the users of the technical publication

c) Ensure the multimedia components are free from errors

d) Produce the multimedia components in the agreed format required in the technical publication

e) Record and protect the multimedia components in the appropriate information systems

f) Provide the adjusted multimedia components to the relevant people according to the agreed time scale


You must be able to apply knowledge of:

1 Adjusting multimedia components

(i) what are the multimedia components that could be adjusted, and to what extent

(ii) what are the advantages and disadvantages of adjusting multimedia components

(iii) what are the methods for adjusting different multimedia components

(iv) what types of error could be encountered when adjusting multimedia components

(v) who requires the adjusted multimedia components

2 Information systems

(i) which systems should be used

(ii) why it is important to use the systems correctly

Unit 10
Incorporate multimedia components in a technical publication

Element 10.4
Review multimedia components for inclusion in a technical publication

You must be able to:

a) Review the multimedia components with the relevant people

b) Identify any errors, omissions, or inconsistencies within the multimedia components that need to be corrected

c) Identify any multimedia components that are redundant and can be removed

d) Revise the multimedia components effectively to meet the requirements of the client and users

e) Ensure health and safety requirements are implemented in the multimedia components

f) Recommend to the relevant people any improvements to the technical publication

g) Record and protect the revised multimedia components in the appropriate information systems


You must be able to apply knowledge of:

1 Reviewing multimedia components

(i) who should review the multimedia components

(ii) what are the errors, omission, and inconsistencies in multimedia components that can be found

(iii) what types of multimedia component are often redundant and can be removed

(iv) why it is important to ensure health and safety requirements are implemented

2 Information systems

(i) which systems should be used

(ii) why it is important to use the systems correctly

Unit 11
Integrate components within a technical publication

Commentary

This unit describes the competence required from technical communicators when integrating all the components of a technical publication, including the appendices, chapters, content, foreword, pages, sections, and supplementary components.  Technical communicators have to identify the most appropriate method for integrating the components, adjust their dimensions and characteristics, and then position them to ensure they fit the technical publication.  They then have to review how the components work together by obtaining feedback from the appropriate people, and then revise the format to achieve the best results.

Assessment Guidance

Evidence Requirements

Evidence of performance and knowledge is required.  Evidence of performance should be demonstrated by activities and outcomes, and should be generated during the course of normal activities, unless indicated under Assessment Methods (see below).  Evidence of knowledge can be demonstrated through performance or by responding to questions.  A variety of assessment methods can be used (see below).

Quantity and scope of evidence:

Evidence should show that the candidate can undertake this unit consistently over a suitable period.  The number of times, or the amount of experience, cannot be specified in detail.  However, it is important that the candidate provides performance evidence of having undertaken this unit a minimum of two times.  Further guidance will be developed during the implementation of the qualifications.

Assessment methods:

A number of assessment methods are listed below.  The ticks and crosses indicate which methods are or are not recommended.  However, these are recommendations, and this is not a list of sanctioned or prohibited methods: it is up to individual assessors to determine which assessment methods are suitable in individual cases.  In addition, other assessment methods might be appropriate.  Further guidance will be developed during the implementation of the qualifications.

	Recommended Assessment Methods

	direct observation of the candidate by the assessor
	

	outputs (eg publications) produced by the candidate in their normal activities
	

	outputs (eg publications) produced by the candidate as special exercises
	

	supporting documents (eg memos, notes, correspondence)
	

	responses to questions from the assessor
	

	written answers to questions
	

	testimony of others who have witnessed the candidate achieving the standards
	



Evidence Guidance

Examples of Evidence:

1 Direct evidence

1.1 Completed technical publication

1.2 Correspondence with the client

1.3 Designs

1.4 Drafts of the technical publication

1.5 Notes on the designs

1.6 Organisational records

2 Supplementary evidence

2.1 Contract/order notes/job sheet

2.2 Correspondence, memos, faxes, and e-mail

2.3 Design specification for technical publication

2.4 Information notes provided by the client

2.5 Technical specifications

Key words in this unit that can be found in the glossary:

· components of the technical publication

· information

· information systems

· people

· technical publication

Unit 11
Integrate components within a technical publication

Element 11.1
Format the components of a technical publication

You must be able to:

a) Confirm the objectives of the technical publication

b) Obtain the components of the technical publication in the required format

c) Identify the most appropriate method for integrating the components in the technical publication

d) Adjust the dimensions and characteristics of the components to fit the technical publication and achieve their purpose

e) Position the components correctly in the technical publication

f) Identify any problems with the publication layout and identify realistic solutions

g) Confirm the formatting and layout of the components with the relevant people


You must be able to apply knowledge of:

1 Components of the technical publication

(i) which components could be used

(ii) how the different components should relate to each other

(iii) how the components should be structured within a technical publication

2 Formatting

(i) what formats should be used for different types of technical publication

(ii) what are the methods for integrating components in a technical publication

(iii) how to adjust the dimensions and characteristics of the components

(iv) who can provide confirmation of the formatting and layout

(v) what types of problem could occur, and what are the potential solutions

Unit 11
Integrate components within a technical publication

Element 11.2
Review the relationships of the components in a technical publication

You must be able to:

a) Obtain feedback from the relevant people on the effectiveness of the components of the technical publication

b) Identify opportunities to deliver the information more effectively within the technical publication

c) Revise the balance between components to achieve the most effective result

d) Identify any further components that should be added

e) Ensure health and safety requirements are implemented

f) Record and protect the technical publication in the appropriate information systems

g) Provide versions of the technical publication to the relevant people according to the agreed time scale


You must be able to apply knowledge of:

1 Components of the technical publication

(i) which components could be used

(ii) how the different components should relate to each other

(iii) how the components should be structured within a technical publication

(iv) why it is important to ensure health and safety requirements are implemented

2 Information systems

(i) which systems should be used

(ii) why it is important to use the systems correctly

Unit 12
Quality assure a technical publication

Commentary

This unit describes the competence required from technical communicators when quality assuring a technical publication.  Technical communicators have to ensure they obtain the correct version of the technical publication, and confirm the type of errors that should be identified.  They then have to review each component of the technical publication and correctly identify any errors, establishing a pattern if one exists.  They have to confirm the source of the errors, and provide information to help resolve them and improve the technical publication.

Assessment Guidance

Evidence Requirements

Evidence of performance and knowledge is required.  Evidence of performance should be demonstrated by activities and outcomes, and should be generated during the course of normal activities, unless indicated under Assessment Methods (see below).  Evidence of knowledge can be demonstrated through performance or by responding to questions.  A variety of assessment methods can be used (see below).

Quantity and scope of evidence:

Evidence should show that the candidate can undertake this unit consistently over a suitable period.  The number of times, or the amount of experience, cannot be specified in detail.  However, it is important that the candidate provides performance evidence of having undertaken this unit a minimum of two times.  Further guidance will be developed during the implementation of the qualifications.

Assessment methods:

A number of assessment methods are listed below.  The ticks and crosses indicate which methods are or are not recommended.  However, these are recommendations, and this is not a list of sanctioned or prohibited methods: it is up to individual assessors to determine which assessment methods are suitable in individual cases.  In addition, other assessment methods might be appropriate.  Further guidance will be developed during the implementation of the qualifications.

	Recommended Assessment Methods

	direct observation of the candidate by the assessor
	

	outputs (eg publications) produced by the candidate in their normal activities
	

	outputs (eg publications) produced by the candidate as special exercises
	

	supporting documents (eg memos, notes, correspondence)
	

	responses to questions from the assessor
	

	written answers to questions
	

	testimony of others who have witnessed the candidate achieving the standards
	



Evidence Guidance

Examples of Evidence:

1 Direct evidence

1.1 Completed technical publication

1.2 Drafts of the technical publication

1.3 Organisational records

1.4 Quality assurance records

1.5 Recommendations

2 Supplementary evidence

2.1 Correspondence, memos, faxes, and e-mail

2.2 Design specification for technical publication

2.3 Technical specifications

Key words in this unit that can be found in the glossary:

· components of the technical publication

· error

· information

· information systems

· people

· style

· technical publication

Unit 12
Quality assure a technical publication

Element 12.1
Identify errors in a technical publication

You must be able to:

a) Obtain the correct version of the technical publication

b) Confirm the types of error that require action

c) Select appropriate methods for identifying the errors

d) Review each component of the technical publication as carefully as practicable

e) Identify correctly any errors in the technical publication

f) Ensure health and safety requirements are implemented in the technical publication

g) Establish any patterns in the errors and clarify the reasons for them


You must be able to apply knowledge of:

1 Errors in the technical publication

(i) how to ensure the correct version of a technical publication is obtained

(ii) which errors require action, and which can be ignored

(iii) what are the methods for identifying different types of error

(iv) what are the typical errors that are found in different types of technical publication

(v) why it is important to ensure health and safety requirements are implemented

(vi) what are the normal reasons for the errors

Unit 12
Quality assure a technical publication

Element 12.2
Provide information on errors in the technical publication

You must be able to:

a) Establish the most suitable format and style for providing information on any errors

b) Confirm the validity of the errors identified in the technical publication

c) Confirm the source of the errors

d) Provide a sufficient amount of information to assist the people amending the errors

e) Identify the most appropriate methods for improving the technical publication

f) Provide information on any errors to the relevant people according to the agreed time scale

g) Record and protect the information on errors in the appropriate information systems


You must be able to apply knowledge of:

1 Errors in the technical publication

(i) how to ensure the correct version of a technical publication is obtained

(ii) which errors require action, and which can be ignored

(iii) what are the methods for identifying different types of error

(iv) what are the typical errors that are found in different types of technical publication

(v) what are the normal reasons for the errors

2 Providing information on errors

(i) who requires information on the errors

(ii) what are the formats and styles for providing information on the errors

(iii) what methods are available for amending the errors

3 Information systems

(i) which systems should be used

(ii) why it is important to use the systems correctly

Unit 13
Edit a technical publication to improve its technical quality

Commentary

This unit describes the competence required from technical communicators when editing a technical publication.  Technical communicators have to ensure consistency and accuracy in a technical publication, and they need to check all the components are in the correct place.  They have to highlight any problems and propose improvements.  Technical communicators also have to ensure the technical publication complies with all regulatory requirements that are relevant.  They will need to highlight any non-compliance, obtain reasons for it, and propose amendments.  Finally, technical communicators have to recommend improvements to a technical publication, and identify the resources required to implement those improvements.

Assessment Guidance

Evidence Requirements

Evidence of performance and knowledge is required.  Evidence of performance should be demonstrated by activities and outcomes, and should be generated during the course of normal activities, unless indicated under Assessment Methods (see below).  Evidence of knowledge can be demonstrated through performance or by responding to questions.  A variety of assessment methods can be used (see below).

Quantity and scope of evidence:

Evidence should show that the candidate can undertake this unit consistently over a suitable period.  The number of times, or the amount of experience, cannot be specified in detail.  However, it is important that the candidate provides performance evidence of having undertaken this unit a minimum of two times.  Further guidance will be developed during the implementation of the qualifications.

Assessment methods:

A number of assessment methods are listed below.  The ticks and crosses indicate which methods are or are not recommended.  However, these are recommendations, and this is not a list of sanctioned or prohibited methods: it is up to individual assessors to determine which assessment methods are suitable in individual cases.  In addition, other assessment methods might be appropriate.  Further guidance will be developed during the implementation of the qualifications.

	Recommended Assessment Methods

	direct observation of the candidate by the assessor
	

	outputs (eg publications) produced by the candidate in their normal activities
	

	outputs (eg publications) produced by the candidate as special exercises
	

	supporting documents (eg memos, notes, correspondence)
	

	responses to questions from the assessor
	

	written answers to questions
	

	testimony of others who have witnessed the candidate achieving the standards
	



Evidence Guidance

Examples of Evidence:

1 Direct evidence

1.1 Completed technical publication

1.2 Designs

1.3 Drafts of the technical publication

1.4 Edited versions of technical publications

1.5 Notes on the designs

1.6 Organisational records

1.7 Quality assurance records

1.8 Recommendations

2 Supplementary evidence

2.1 Correspondence, memos, faxes, and e-mail

2.2 Regulations

2.3 Technical specifications

Key words in this unit that can be found in the glossary:

· client

· components of the technical publication

· information

· people

· resources

· technical publication

Unit 13
Edit a technical publication to improve its technical quality

Element 13.1
Ensure consistency and accuracy within a technical publication

You must be able to:

a) Obtain the correct version of the technical publication

b) Identify any critical aspects that require special attention

c) Ensure all the components of the technical publication are contained and placed in the correct position

d) Confirm the validity of previous quality assurance measures

e) Highlight correctly any inconsistencies and inaccuracies

f) Propose improvements to remove any inconsistencies and inaccuracies


You must be able to apply knowledge of:

1 Components of the technical publication

(i) which components could be used

(ii) how the different components should relate to each other

(iii) how the components should be structured within a technical publication

2 Quality assurance measures

(i) what types of quality assurance measure could be undertaken

(ii) what are the methods for confirming the validity of previous quality assurance measures

(iii) what are the typical reasons for any inconsistencies and inaccuracies

(iv) what are the methods for highlighting any inconsistencies and inaccuracies

(v) what are the methods for correcting any inconsistencies and inaccuracies

Unit 13
Edit a technical publication to improve its technical quality

Element 13.2
Ensure compliance with regulatory requirements

You must be able to:

a) Identify the regulatory requirements that are relevant to the technical publication

b) Review the technical publication to identify whether it complies with regulatory requirements

c) Highlight correctly any non-compliance with regulatory requirements

d) Highlight correctly any non-compliance with legislation and ownership rights

e) Highlight correctly any non-compliance with health and safety requirements

f) Ensure people’s work is acknowledged correctly

g) Obtain clarification of the reasons for any non-compliance with regulatory requirements

h) Propose amendments to the technical publication to remove non-compliance

i) Provide versions of the edited technical publication to the relevant people according to the agreed time scale


You must be able to apply knowledge of:

3 Regulatory requirements

(i) what are the regulatory bodies that are relevant to the industry

(ii) which regulations are normally relevant to the technical publication

(iii) what are the health and safety requirements that are relevant

4 Compliance with regulatory requirements

(i) what are the indications that the regulatory requirements might be infringed

(ii) what are the methods for highlighting non-compliance with regulatory requirements

(iii) what are the possible reasons for non-compliance with regulatory requirements

(iv) who requires versions of the edited technical publication

5 Legislation and ownership rights

(i) what is the relevant legislation relating to using materials and data

(ii) what are the rights of owners of materials

(iii) where to obtain information on licensing agreements

(iv) where to obtain information on copyright, patents, and trademarks

(v) why it is important to respect the ownership rights

(vi) why it is important to acknowledge the work of other people

Unit 13
Edit a technical publication to improve its technical quality

Element 13.3
Recommend improvements to a technical publication

You must be able to:

a) Identify any aspects of the technical publication that could be improved

b) Identify the most appropriate methods for improving the technical publication

c) Identify the resources required to implement the improvements

d) Present a clear rationale for the improvements and support it with suitable evidence

e) Obtain feedback on the recommendations


You must be able to apply knowledge of:

1 Recommendations

(i) how to present recommendations to different types of client

(ii) how much information is required by different types of client

(iii) how to obtain feedback on the results of the recommendations

2 Improvements

(i) what are the different methods for improving a technical publication

(ii) what resources are required to implement improvements

(iii) what type of evidence is needed to support any recommendations for improvements

Unit 14
Coordinate the development of a new version of a technical publication

Commentary

This unit describes the competence required from technical communicators when coordinating the development of a new version of an existing technical publication.  Technical communicators have to establish the current status of the technical publication by reviewing its objectives and considering how it has been used.  They can then assess the feasibility of producing a new version, and confirm any additional requirements.  Technical communicators must then clearly identify the objectives of the new version, and determine the revisions and new components that are needed.  These then have to be integrated into the existing technical publication, and new drafts developed.  Finally, it is important that information on the new version is provided to users.

Assessment Guidance

Evidence Requirements

Evidence of performance and knowledge is required.  Evidence of performance should be demonstrated by activities and outcomes, and should be generated during the course of normal activities, unless indicated under Assessment Methods (see below).  Evidence of knowledge can be demonstrated through performance or by responding to questions.  A variety of assessment methods can be used (see below).

Quantity and scope of evidence:

Evidence should show that the candidate can undertake this unit consistently over a suitable period.  The number of times, or the amount of experience, cannot be specified in detail.  However, it is important that the candidate provides performance evidence of having undertaken this unit a minimum of two times.  Further guidance will be developed during the implementation of the qualifications.

Assessment methods:

A number of assessment methods are listed below.  The ticks and crosses indicate which methods are or are not recommended.  However, these are recommendations, and this is not a list of sanctioned or prohibited methods: it is up to individual assessors to determine which assessment methods are suitable in individual cases.  In addition, other assessment methods might be appropriate.  Further guidance will be developed during the implementation of the qualifications.

	Recommended Assessment Methods

	direct observation of the candidate by the assessor
	

	outputs (eg publications) produced by the candidate in their normal activities
	

	outputs (eg publications) produced by the candidate as special exercises
	

	supporting documents (eg memos, notes, correspondence)
	

	responses to questions from the assessor
	

	written answers to questions
	

	testimony of others who have witnessed the candidate achieving the standards
	



Evidence Guidance

Examples of Evidence:

1 Direct evidence

1.1 Correspondence with the client

1.2 Designs

1.3 Drafts of new versions of technical publications

1.4 New versions of technical publications

1.5 Notes on the designs

1.6 Organisational records

2 Supplementary evidence

2.1 Budgets and other financial information

2.2 Contract/order notes/job sheet

2.3 Correspondence, memos, faxes, and e-mail

2.4 Design specification for technical publication

2.5 Information notes provided by the client

2.6 Requests for revisions

2.7 Technical specifications

Key words in this unit that can be found in the glossary:

· client

· components of the technical publication

· designs

· information

· information systems

· output media

· people

· resources

· revision

· style

· technical publication

· users

Unit 14
Coordinate the development of a new version of a technical publication

Element 14.1
Establish the current status of an existing technical publication

You must be able to:

a) Obtain the correct version of the technical publication

b) Confirm the objectives of the technical publication

c) Identify whether the information contained in the technical publication is accurate and up to date

d) Assess how much and the way in which the technical publication is used

e) Assess the feasibility and effectiveness of developing a new version of the technical publication

f) Confirm the requirements for a new version with the appropriate people


You must be able to apply knowledge of:

1 Current status of technical publications

(i) how to ensure the correct version of a technical publication is obtained

(ii) what are the methods for identifying the accuracy of the information contained in a technical publication

(iii) what is the normal level of use of different types of technical publication

(iv) what factors should be taken into account when assessing the feasibility of a new version

(v) who should be consulted on the requirements for a new version

Unit 14
Coordinate the development of a new version of a technical publication

Element 14.2
Identify the objectives of a new version

You must be able to:

a) Specify the overall objectives of the new version of the technical publication

b) Identify the resources required to develop a new version of the technical publication

c) Identify clearly the revisions that are needed in the technical publication

d) Determine the most effective components of the technical publication and output media for integrating the revisions

e) Establish how the revisions relate to the rest of the technical publication

f) Identify any health and safety requirements that need to be incorporated

g) Identify any problems with the introduction of the new version

h) Review the design of the new version with the relevant people


You must be able to apply knowledge of:

1 New versions of technical publications

(i) how to use components and output media to integrate revisions into the technical publication

(ii) what types of problem can occur with the introduction of a new version

(iii) why it is important to ensure health and safety requirements are implemented

(iv) who should review the design of the new version

2 Resources and time scale for completion of technical publications

(i) what resources are typically required for different types of technical publication

(ii) what are the procedures and methods for assessing them

(iii) what factors should be taken into account when assessing them

Unit 14
Coordinate the development of a new version of a technical publication

Element 14.3
Integrate components in a new version

You must be able to:

a) Obtain feedback on any new components of the technical publication from the appropriate people

b) Review the original and new components in the context of a new version

c) Identify any revisions required to the original and new components

d) Identify and recommend revisions to the technical publication to support the inclusion of the original and new components

e) Revise the original and new components to meet the requirements of the client

f) Provide drafts of the new version to the relevant people according to the agreed time scale


You must be able to apply knowledge of:

1 Components of the technical publication

(i) which components could be used

(ii) how the different components should relate to each other

(iii) how the components should be structured within a technical publication

2 New versions of technical publications

(i) how to use components and output media to integrate revisions into the technical publication

(ii) what types of problem can occur with the introduction of new versions

(iii) who should review the design of the new version

Unit 14
Coordinate the development of a new version of a technical publication

Element 14.4
Provide information on a new version

You must be able to:

a) Identify the users of the information on the new version

b) Establish the type and level of detail to be included in the information

c) Provide a sufficient amount of information to assist users of the new version

d) Provide information in the appropriate format and style to assist users effectively

e) Record and protect the information in the appropriate information systems

f) Provide information to the relevant people according to the agreed time scale


You must be able to apply knowledge of:

1 Information on new versions

(i) who is likely to require information on a new version

(ii) how much information do different types of user require

(iii) what are the methods for obtaining feedback on the effectiveness of the information

2 Information systems

(i) which systems should be used

(ii) why it is important to use the systems correctly

Unit 15
Evaluate the effectiveness of a technical publication

Commentary

This unit describes the competence required from technical communicators when evaluating the effectiveness of a technical publication.  Technical communicators have to identify the types of user of the technical publication, identify potential sources of information, and then collect that information.  They have to review the information to assess the overall effectiveness of the technical publication, and identify any critical aspects of the design that have an impact on its effectiveness.  Technical communicators then have to identify any improvements, identify the resources needed to implement them, and present a rationale for them.

Assessment Guidance

Evidence Requirements

Evidence of performance and knowledge is required.  Evidence of performance should be demonstrated by activities and outcomes, and should be generated during the course of normal activities, unless indicated under Assessment Methods (see below).  Evidence of knowledge can be demonstrated through performance or by responding to questions.  A variety of assessment methods can be used (see below).

Quantity and scope of evidence:

Evidence should show that the candidate can undertake this unit consistently over a suitable period.  The number of times, or the amount of experience, cannot be specified in detail.  However, it is important that the candidate provides performance evidence of having undertaken this unit a minimum of two times.  Further guidance will be developed during the implementation of the qualifications.

Assessment methods:

A number of assessment methods are listed below.  The ticks and crosses indicate which methods are or are not recommended.  However, these are recommendations, and this is not a list of sanctioned or prohibited methods: it is up to individual assessors to determine which assessment methods are suitable in individual cases.  In addition, other assessment methods might be appropriate.  Further guidance will be developed during the implementation of the qualifications.

	Recommended Assessment Methods

	direct observation of the candidate by the assessor
	

	outputs (eg publications) produced by the candidate in their normal activities
	

	outputs (eg publications) produced by the candidate as special exercises
	

	supporting documents (eg memos, notes, correspondence)
	

	responses to questions from the assessor
	

	written answers to questions
	

	testimony of others who have witnessed the candidate achieving the standards
	



Evidence Guidance

Examples of Evidence:

1 Direct evidence

1.1 Correspondence with the client

1.2 End-user comments

1.3 Information obtained from the research

1.4 Information recorded and stored

1.5 Organisational records

1.6 Recommendations

2 Supplementary evidence

2.1 Correspondence, memos, faxes, and e-mail

2.2 Information notes provided by the client

2.3 Technical specifications

2.4 Vetting and validation certificates

Key words in this unit that can be found in the glossary:

· components of the technical publication

· designs

· information

· information systems

· people

· resources

· style

· technical publication

· users

Unit 15
Evaluate the effectiveness of a technical publication

Element 15.1
Collect information on the effectiveness of the technical publication

You must be able to:

a) Identify the types of user of the technical publication

b) Establish criteria for evaluating the technical publication

c) Identify potential sources of information on the effectiveness of the technical publication

d) Identify the resources required to collect the information

e) Select and agree appropriate methods for collecting the information

f) Collect accurate information according to the agreed methods


You must be able to apply knowledge of:

1 Information that is collected

(i) what are the evaluation criteria that could be used for technical publications

(ii) what methods could be used for collecting the information

(iii) what constitutes validity and reliability in information

(iv) what are the procedures for obtaining authority for accessing information sources

(v) what are the types of difficulty faced in collecting the information

(vi) what are the methods for reviewing the results of the information that is collected

2 Resources for evaluation

(i) what resources are typically required for different types of evaluation

(ii) what are the procedures and methods for assessing resources

(iii) what factors should be taken into account when assessing resources

Unit 15
Evaluate the effectiveness of a technical publication

Element 15.2
Assess the effectiveness of a technical publication

You must be able to:

a) Confirm the objectives and subject matter of the technical publication

b) Review all the relevant information collected on the effectiveness of the technical publication

c) Assess the overall effectiveness of the technical publication against the established evaluation criteria

d) Identify any critical aspects of the design that has an impact on the effectiveness of the technical publication

e) Identify correctly any non-compliance with health and safety requirements

f) Consult with all relevant people on the results of the assessment

g) Record the results of the assessment in the appropriate information systems


You must be able to apply knowledge of:

1 Evaluating technical publications

(i) what methods could be used for collecting the information

(ii) what are the critical aspects of the design that could have an impact on the effectiveness of the technical publication

(iii) why it is important to ensure health and safety requirements are implemented

(iv) who should be involved in an evaluation process

2 Information systems

(i) which systems should be used

(ii) why it is important to use the systems correctly

Unit 15
Evaluate the effectiveness of a technical publication

Element 15.3
Identify improvements to a technical publication

You must be able to:

a) Establish the most suitable format and style for providing information on improvements

b) Identify any aspects of the technical publication that could be improved

c) Identify the most appropriate methods for improving the technical publication

d) Identify the resources required to implement the improvements

e) Present a clear rationale for the improvements and support it with suitable evidence

f) Record and pass on information on the improvements to the relevant people

g) Obtain feedback on the results of the improvements


You must be able to apply knowledge of:

1 Improvements

(i) what are the different methods for improving a technical publication

(ii) what resources are required to implement improvements

(iii) what type of evidence is needed to support any recommendations for improvements

(iv) who requires information on improvements

2 Methods for improving technical publications

(i) what are the formats and styles that can be used in technical publications

(ii) what are the different methods for improving components of the technical publication

(iii) which resources are required to implement improvements

Unit 16
Supply a translation of information for a technical publication

Commentary

This unit describes the competence required from technical communicators when supplying a translation for a technical publication.  The translation can involve either the use of controlled English, or foreign languages, and technical communicators do not have to undertake the translation themselves; their role is to supply it (so another specialist could translate it for them).  Technical communicators have to prepare the information for translation by obtaining the correct version and assessing the resources that are required.  They need to identify any contextual and cultural issues that are important, along with any specialist terms that require research to establish their meaning.  They have to establish the format for the translation and a suitable vocabulary.  Once the translation has been undertaken, technical communicators should review the results and ensure it is suitable.  They can then pass the translation to the appropriate people.

Assessment Guidance

Evidence Requirements

Evidence of performance and knowledge is required.  Evidence of performance should be demonstrated by activities and outcomes, and should be generated during the course of normal activities, unless indicated under Assessment Methods (see below).  Evidence of knowledge can be demonstrated through performance or by responding to questions.  A variety of assessment methods can be used (see below).

Quantity and scope of evidence:

Evidence should show that the candidate can undertake this unit consistently over a suitable period.  The number of times, or the amount of experience, cannot be specified in detail.  However, it is important that the candidate provides performance evidence of having undertaken this unit a minimum of two times.  Further guidance will be developed during the implementation of the qualifications.

Assessment methods:

A number of assessment methods are listed below.  The ticks and crosses indicate which methods are or are not recommended.  However, these are recommendations, and this is not a list of sanctioned or prohibited methods: it is up to individual assessors to determine which assessment methods are suitable in individual cases.  In addition, other assessment methods might be appropriate.  Further guidance will be developed during the implementation of the qualifications.

	Recommended Assessment Methods

	direct observation of the candidate by the assessor
	

	outputs (eg publications) produced by the candidate in their normal activities
	

	outputs (eg publications) produced by the candidate as special exercises
	

	supporting documents (eg memos, notes, correspondence)
	

	responses to questions from the assessor
	

	written answers to questions
	

	testimony of others who have witnessed the candidate achieving the standards
	



Evidence Guidance

Examples of Evidence:

1 Direct evidence

1.1 Drafts of text

1.2 Organisational records

1.3 Translated information

2 Supplementary evidence

2.1 Correspondence, memos, faxes, and e-mail

2.2 Design specification for technical publication

2.3 Regulations

2.4 Technical specifications

Key words in this unit that can be found in the glossary:

· information

· information systems

· people

· resources

· text

· translation

· users

· vocabulary

Unit 16
Supply a translation of information for a technical publication

Element 16.1
Prepare information for translation

You must be able to:

a) Obtain the correct version of the information to be translated

b) Assess the resources required to translate the information

c) Identify any contextual and cultural issues that might affect the accuracy of the translation

d) Identify any specialist terms that require research to establish their meaning

e) Identify sources of additional information that will assist understanding

f) Establish an appropriate format for presenting the text for translation

g) Recommend a vocabulary suitable to the users of the translated text


You must be able to apply knowledge of:

1 Information for translation

(i) how to ensure the correct version of the information is obtained

(ii) what are the resources that are required to translate different types of information

(iii) what are the types of contextual and cultural issue that might affect the accuracy of the translation

(iv) what types of specialist term require research to establish their meaning

(v) what is the level of accuracy required in different types of translation

(vi) what are the formats for preparing information for translation

(vii) how to assess whether a vocabulary is suitable to users

Unit 16
Supply a translation of information for a technical publication

Element 16.2
Review the results of a translation

You must be able to:

a) Identify any translated information that is confusing or unclear

b) Improve the effectiveness of the translated information for conveying key information

c) Review the translation of the information with the relevant people

d) Ensure information is translated in a way that respects the users

e) Record and protect the translated information in the appropriate information systems

f) Provide versions of the translated information to the relevant people according to the agreed time scale


You must be able to apply knowledge of:

1 Reviewing translations

(i) what types of information could be confusing or unclear

(ii) who can review the translation of the information

(iii) how to ensure translations respect users

(iv) who requires versions of the translated information

2 Information systems

(i) which systems should be used

(ii) why it is important to use the systems correctly

Unit 17
Establish and maintain professional relationships with people

Commentary

This unit describes the competence required from technical communicators in establishing and maintaining professional relationships with people, including colleagues, clients, specialists, and suppliers.  It is important that technical communicators contact people at the appropriate times, and that they are clear about respective responsibilities.  They also need to allocate a suitable amount of time to maintaining professional relationships, and this involves respecting others’ workloads, and ensuring that information is passed on promptly.  It is also valuable to provide opportunities to exchange information about a range of activities.

Assessment Guidance

Evidence Requirements

Evidence of performance and knowledge is required.  Evidence of performance should be demonstrated by activities and outcomes, and should be generated during the course of normal activities, unless indicated under Assessment Methods (see below).  Evidence of knowledge can be demonstrated through performance or by responding to questions.  A variety of assessment methods can be used (see below).

Quantity and scope of evidence:

Evidence should show that the candidate can undertake this unit consistently over a suitable period.  The number of times, or the amount of experience, cannot be specified in detail.  However, it is important that the candidate provides performance evidence of having undertaken this unit a minimum of two times.  Further guidance will be developed during the implementation of the qualifications.

Assessment methods:

A number of assessment methods are listed below.  The ticks and crosses indicate which methods are or are not recommended.  However, these are recommendations, and this is not a list of sanctioned or prohibited methods: it is up to individual assessors to determine which assessment methods are suitable in individual cases.  In addition, other assessment methods might be appropriate.  Further guidance will be developed during the implementation of the qualifications.

	Recommended Assessment Methods

	direct observation of the candidate by the assessor
	

	outputs (eg publications) produced by the candidate in their normal activities
	

	outputs (eg publications) produced by the candidate as special exercises
	

	supporting documents (eg memos, notes, correspondence)
	

	responses to questions from the assessor
	

	written answers to questions
	

	testimony of others who have witnessed the candidate achieving the standards
	



Evidence Guidance

Examples of Evidence:

1 Direct evidence

1.1 Correspondence, memos, faxes, and e-mail

1.2 Minutes of meetings

1.3 Organisational records

2 Supplementary evidence

2.1 Correspondence, memos, faxes, and e-mail

Key words in this unit that can be found in the glossary:

· information

· information systems

· people

· resources

Unit 17
Establish and maintain professional relationships with people

Element 17.1
Establish professional relationships with people

You must be able to:

a) Contact people at appropriate times according to the correct procedures

b) Clarify the work roles and responsibilities of the people

c) Identify the needs of people and their different priorities

d) Provide appropriate assistance and information to people when requested

e) Record details of people in the appropriate information systems


You must be able to apply knowledge of:

1 People

(i) who are the people that need to be contacted

(ii) what are the procedures for contacting people

2 Information systems

(i) which systems should be used

(ii) why it is important to use the systems correctly

Unit 17
Establish and maintain professional relationships with people

Element 17.2
Maintain professional relationships with people

You must be able to:

a) Allocate suitable amounts of time and resources for maintaining contact with people

b) Respect the needs of people to deal with work and other pressures that might restrict their time or activities

c) Ensure people are provided with suitable methods for making contact

d) Provide current and relevant information to people

e) Pass on requests for assistance that cannot be immediately met to suitable colleagues

f) Provide opportunities for people to exchange information on any relevant aspects that might concern them


You must be able to apply knowledge of:

1 People

(i) who are the people that need to be contacted

(ii) what are the procedures for contacting people

2 Contacting people

(i) how much time and resource is required to contact people

(ii) what are the types of pressure that restrict the time or activities of people

(iii) what are the methods for making contact

(iv) who can deal with requests for assistance that cannot be met immediately

(v) what types of opportunity for exchanging information can be provided

Unit 18
Exchange information on a technical publication

Commentary

This unit describes the competence required from technical communicators when exchanging information on a technical publication.  Technical communicators either obtain or provide advice and information on technical publications.  They must clarify the advice and information that is required, identify how this can best be obtained, and ensure it is obtained or provided in the agreed time.

Assessment Guidance

Evidence Requirements

Evidence of performance and knowledge is required.  Evidence of performance should be demonstrated by activities and outcomes, and should be generated during the course of normal activities, unless indicated under Assessment Methods (see below).  Evidence of knowledge can be demonstrated through performance or by responding to questions.  A variety of assessment methods can be used (see below).

Quantity and scope of evidence:

Evidence should show that the candidate can undertake this unit consistently over a suitable period.  The number of times, or the amount of experience, cannot be specified in detail.  However, it is important that the candidate provides performance evidence of having undertaken this unit a minimum of two times.  Further guidance will be developed during the implementation of the qualifications.

Assessment methods:

A number of assessment methods are listed below.  The ticks and crosses indicate which methods are or are not recommended.  However, these are recommendations, and this is not a list of sanctioned or prohibited methods: it is up to individual assessors to determine which assessment methods are suitable in individual cases.  In addition, other assessment methods might be appropriate.  Further guidance will be developed during the implementation of the qualifications.

	Recommended Assessment Methods

	direct observation of the candidate by the assessor
	

	outputs (eg publications) produced by the candidate in their normal activities
	

	outputs (eg publications) produced by the candidate as special exercises
	

	supporting documents (eg memos, notes, correspondence)
	

	responses to questions from the assessor
	

	written answers to questions
	

	testimony of others who have witnessed the candidate achieving the standards
	



Evidence Guidance

Examples of Evidence:

1 Direct evidence

1.1 Correspondence, memos, faxes, and e-mail

1.2 Information obtained from others

1.3 Information passed to others

1.4 Information recorded and stored

1.5 Organisational records

2 Supplementary evidence

2.1 Correspondence, memos, faxes, and e-mail

2.2 Design specification for technical publication

2.3 Designs produced by others

Key words in this unit that can be found in the glossary:

· information

· information systems

· people

· technical publication

Unit 18
Exchange information on a technical publication

Element 18.1
Obtain advice and information relating to a technical publication

You must be able to:

a) Specify clearly the advice and information that is required

b) Identify the appropriate people who can provide the advice and information

c) Identify and comply with any procedures for contacting the people who are providing the advice and information

d) Ensure the people are clearly briefed on the request for advice and information

e) Agree a realistic time scale for obtaining the advice and information

f) Identify any problems with the advice and information and take appropriate action to resolve them

g) Record the advice and information that has been obtained in the appropriate information systems


You must be able to apply knowledge of:

1 People

(i) who are the people that need to be contacted

(ii) what are the procedures for contacting people

(iii) what are the normal priorities of people

2 Obtaining advice and information

(i) what factors affect the time scale for obtaining advice and information

(ii) what types of problem could occur when obtaining advice and information

3 Information systems

(i) which systems should be used

(ii) why it is important to use the systems correctly

Unit 18
Exchange information on a technical publication

Element 18.2
Provide advice and information relating to a technical publication

You must be able to:

a) Clarify and confirm the advice and information that is required

b) Identify and comply with any procedures for contacting the people who are requesting the advice and information

c) Agree a realistic time scale for providing the advice and information

d) Provide advice and information according to the agreed time scale and procedures

e) Identify any problems with the advice and information and take appropriate action to resolve them

f) Record the advice and information that has been provided in the appropriate information systems


You must be able to apply knowledge of:

1 People

(i) who are the people that need to be contacted

(ii) what are the procedures for contacting people

(iii) what are the normal priorities of people

2 Providing advice and information

(i) what factors affect the time scale for providing advice and information

(ii) what types of problem could occur when providing advice and information

3 Information systems

(i) which systems should be used

(ii) why it is important to use the systems correctly

Unit 19
Lead the development of technical publications

Commentary

This unit describes the competence required from technical communicators who are responsible for leading the development of a technical publication.  They have to provide the creative focus for the work that is undertaken, not just by them, but by the entire team involved in the work.  They have to provide a clear vision of what is required, and delegate responsibility for achieving that vision.  They will establish quality standards for the work, and encourage other team members to develop their skills and knowledge to achieve those standards.  They will encourage colleagues to generate ideas, and then assess their feasibility and allocate suitable resources for implementing them.  The technical communicators will establish responsibility for the work, and authorise and monitor progress, identifying any problems and deciding what should be done to overcome them.

Assessment Guidance

Evidence Requirements

Evidence of performance and knowledge is required.  Evidence of performance should be demonstrated by activities and outcomes, and should be generated during the course of normal activities, unless indicated under Assessment Methods (see below).  Evidence of knowledge can be demonstrated through performance or by responding to questions.  A variety of assessment methods can be used (see below).

Quantity and scope of evidence:

Evidence should show that the candidate can undertake this unit consistently over a suitable period.  The number of times, or the amount of experience, cannot be specified in detail.  However, it is important that the candidate provides performance evidence of having undertaken this unit a minimum of two times.  Further guidance will be developed during the implementation of the qualifications.

Assessment methods:

A number of assessment methods are listed below.  The ticks and crosses indicate which methods are or are not recommended.  However, these are recommendations, and this is not a list of sanctioned or prohibited methods: it is up to individual assessors to determine which assessment methods are suitable in individual cases.  In addition, other assessment methods might be appropriate.  Further guidance will be developed during the implementation of the qualifications.

	Recommended Assessment Methods

	direct observation of the candidate by the assessor
	

	outputs (eg publications) produced by the candidate in their normal activities
	

	outputs (eg publications) produced by the candidate as special exercises
	

	supporting documents (eg memos, notes, correspondence)
	

	responses to questions from the assessor
	

	written answers to questions
	

	testimony of others who have witnessed the candidate achieving the standards
	



Evidence Guidance

Examples of Evidence:

1 Direct evidence

1.1 Correspondence, memos, faxes, and e-mail

1.2 Design specification for technical publication

1.3 Designs

1.4 Notes on the designs

1.5 Organisational records

1.6 Recommendations

2 Supplementary evidence

2.1 Budgets and other financial information

2.2 Contract/order notes/job sheet

2.3 Correspondence, memos, faxes, and e-mail

2.4 Design specification for technical publication

2.5 Designs produced by others

2.6 Technical specifications

Key words in this unit that can be found in the glossary:

· client

· designs

· people

· resources

· technical publication

Unit 19
Lead the development of technical publications

Element 19.1
Provide the creative focus for the development of technical publications

You must be able to:

a) Provide a clear and understandable vision of what is required in technical publications

b) Delegate responsibility for creating technical publications to colleagues according to their capabilities and development needs

c) Encourage colleagues to develop their relevant skills and knowledge

d) Establish quality standards for the design and production of technical publications

e) Provide clear advice and guidance to colleagues when they request it

f) Provide clear and realistic solutions for design issues


You must be able to apply knowledge of:

1 Vision

(i) why it is important to offer a clear and understandable vision of what is required

(ii) what are the quality standards for design and production, and who sets them

(iii) what types of solution can be provided for different design issues

2 Colleagues

(i) what are the capabilities and development needs of colleagues

(ii) what are the methods for encouraging colleagues to develop their skills and knowledge

(iii) when colleagues are likely to require advice and guidance

Unit 19
Lead the development of technical publications

Element 19.2
Coordinate ideas for technical publications

You must be able to:

a) Encourage colleagues to generate ideas for technical publications

b) Obtain positive critical feedback on ideas from the relevant people

c) Assess the feasibility of different ideas

d) Identify the relationship of ideas to each other

e) Select and prioritise the most feasible ideas for development

f) Allocate suitable resources to develop ideas

g) Provide positive critical feedback on the ideas that are rejected


You must be able to apply knowledge of:

1 Ideas

(i) what methods can be used for encouraging colleagues to generate ideas

(ii) who can provide positive critical feedback on the ideas

(iii) how to assess the feasibility of ideas

(iv) what factors should be taken into account when assessing the feasibility of different ideas

(v) what are the resources that are required to develop ideas

(vi) why it is important to provide positive critical feedback on the ideas that are rejected

Unit 19
Lead the development of technical publications

Element 19.3
Direct the development of technical publications

You must be able to:

a) Establish responsibility for the development of technical publications with colleagues

b) Authorise the progress of work at the appropriate time to achieve resource and time objectives

c) Monitor the progress of developments according to the needs of colleagues and clients

d) Identify any problems in developing the technical publications

e) Make authoritative decisions when required to do so

f) Ensure quality standards are complied with at all relevant stages of the work


You must be able to apply knowledge of:

1 Development of technical publications

(i) why it is important to establish who has responsibility for the development of technical publications

(ii) what types of resource and time objective have to be achieved for different types of technical publication

(iii) how much monitoring is required to maintain the development of different types of technical publication

(iv) what are the types of problem that are encountered in developing a technical publication

(v) what are the quality standards for design and production, and who sets them

2 Colleagues

(i) what are the capabilities and development needs of colleagues

(ii) what are the methods for encouraging colleagues to develop their skills and knowledge

(iii) when colleagues are likely to require advice and guidance

Unit 20
Contribute to the design of a technical publication

Commentary

This unit describes the competence required from technical communicators who are in a position to contribute to the design of a technical publication, ie they are not leading its development.  Technical communicators have to encourage others to request their views, and then ensure they provide critical positive feedback on any designs they are shown.  They should propose design solutions that are feasible, and identify the resources required to implement them.

Assessment Guidance

Evidence Requirements

Evidence of performance and knowledge is required.  Evidence of performance should be demonstrated by activities and outcomes, and should be generated during the course of normal activities, unless indicated under Assessment Methods (see below).  Evidence of knowledge can be demonstrated through performance or by responding to questions.  A variety of assessment methods can be used (see below).

Quantity and scope of evidence:

Evidence should show that the candidate can undertake this unit consistently over a suitable period.  The number of times, or the amount of experience, cannot be specified in detail.  However, it is important that the candidate provides performance evidence of having undertaken this unit a minimum of two times.  Further guidance will be developed during the implementation of the qualifications.

Assessment methods:

A number of assessment methods are listed below.  The ticks and crosses indicate which methods are or are not recommended.  However, these are recommendations, and this is not a list of sanctioned or prohibited methods: it is up to individual assessors to determine which assessment methods are suitable in individual cases.  In addition, other assessment methods might be appropriate.  Further guidance will be developed during the implementation of the qualifications.

	Recommended Assessment Methods

	direct observation of the candidate by the assessor
	

	outputs (eg publications) produced by the candidate in their normal activities
	

	outputs (eg publications) produced by the candidate as special exercises
	

	supporting documents (eg memos, notes, correspondence)
	

	responses to questions from the assessor
	

	written answers to questions
	

	testimony of others who have witnessed the candidate achieving the standards
	



Evidence Guidance

Examples of Evidence:

1 Direct evidence

1.1 Correspondence, memos, faxes, and e-mail

1.2 Designs

1.3 Notes on the designs

1.4 Organisational records

1.5 Recommendations

2 Supplementary evidence

2.1 Budgets and other financial information

2.2 Contract/order notes/job sheet

2.3 Correspondence, memos, faxes, and e-mail

2.4 Design specification for technical publication

2.5 Designs produced by others

2.6 Technical specifications

Key words in this unit that can be found in the glossary:

· client

· designs

· information

· output media

· resources

· style

· technical publication

Unit 20
Contribute to the design of a technical publication

Element 20.1
Offer ideas to support the design of a technical publication

You must be able to:

a) Confirm that a clear design specification exists

b) Establish responsibility for the design of the technical publication

c) Encourage colleagues to request ideas for designs and respond to them as soon as practicable

d) Provide ideas that are feasible and contribute to the achievement of the design specification

e) Identify existing and new solutions to achieve the design specification

f) Offer suitable assistance to develop ideas


You must be able to apply knowledge of:

1 Design specifications

(i) what is normally included in a design specification

(ii) what are the procedures for obtaining a design specification

2 Offering ideas

(i) what methods can be used for encouraging colleagues to request ideas

(ii) how to assess the feasibility of ideas

(iii) what factors affect the feasibility of different ideas

(iv) what are the resources that are required to develop ideas

(v) what are the previous solutions for achieving similar design specifications

Unit 20
Contribute to the design of a technical publication

Element 20.2
Propose design solutions for technical publications

You must be able to:

a) Clarify the problems relating to the design of the technical publication

b) Identify the most appropriate methods for resolving problems

c) Identify the critical factors that affect the success of any design solution

d) Identify design solutions that are feasible

e) Identify the resources required to implement the design solutions

f) Establish the most suitable format and style for providing design solutions

g) Present a clear rationale for the design solutions and support it with suitable evidence

h) Obtain feedback on the results of any recommendations


You must be able to apply knowledge of:

1 Designs

(i) how many should be produced

(ii) what are the different types of output media that could be used

(iii) why it is important to provide suitable examples of designs for the client

(iv) how to assess the advantages and disadvantages of different designs

2 Recommendations

(i) how to present recommendations to different types of client

(ii) how much information is required by different types of client

(iii) how to obtain feedback on the results of the recommendations

3 Design solutions

(i) what types of problem can occur in the design of a technical publication

(ii) what factors need to be taken into account when determining the feasibility of design solutions

(iii) what are the typical reasons for selecting particular design solutions

Unit 21
Commission work for the development of a technical publication

Commentary

This unit describes the competence required from technical communicators who are in a position to commission work for the development of a technical publication.  Technical communicators have to review the requirements for a technical publication by confirming its purpose and scope, and ensuring that a clear design specification exists.  They then have to provide a full and clear specification of the objectives of the work, and determine the resources that are necessary.  They need to provide details for the technical communicators that are to work on the technical publication, and identify and resolve any problems.  They also have to assess who should carry out the work.  This involves assessing the capabilities of the technical communicators who are available, identifying their strengths and development needs, and providing constructive feedback.  Finally they will select the technical communicators for the work, using appropriate selection criteria.

Assessment Guidance

Evidence Requirements

Evidence of performance and knowledge is required.  Evidence of performance should be demonstrated by activities and outcomes, and should be generated during the course of normal activities, unless indicated under Assessment Methods (see below).  Evidence of knowledge can be demonstrated through performance or by responding to questions.  A variety of assessment methods can be used (see below).

Quantity and scope of evidence:

Evidence should show that the candidate can undertake this unit consistently over a suitable period.  The number of times, or the amount of experience, cannot be specified in detail.  However, it is important that the candidate provides performance evidence of having undertaken this unit a minimum of two times.  Further guidance will be developed during the implementation of the qualifications.

Assessment methods:

A number of assessment methods are listed below.  The ticks and crosses indicate which methods are or are not recommended.  However, these are recommendations, and this is not a list of sanctioned or prohibited methods: it is up to individual assessors to determine which assessment methods are suitable in individual cases.  In addition, other assessment methods might be appropriate.  Further guidance will be developed during the implementation of the qualifications.

	Recommended Assessment Methods

	direct observation of the candidate by the assessor
	

	outputs (eg publications) produced by the candidate in their normal activities
	

	outputs (eg publications) produced by the candidate as special exercises
	

	supporting documents (eg memos, notes, correspondence)
	

	responses to questions from the assessor
	

	written answers to questions
	

	testimony of others who have witnessed the candidate achieving the standards
	



Evidence Guidance

Examples of Evidence:

1 Direct evidence

1.1 Design specification for technical publication

1.2 Organisational records

1.3 Project plans

1.4 Recommendations

1.5 Recruitment and selection information

1.6 Synopsis

2 Supplementary evidence

2.1 Budgets and other financial information

2.2 Contract/order notes/job sheet

2.3 Correspondence, memos, faxes, and e-mail

2.4 Design specification for technical publication

2.5 Designs produced by others

2.6 Technical specifications

Key words in this unit that can be found in the glossary:

· components of the technical publication

· information

· information systems

· output media

· people

· production methods

· resources

· technical publication

Unit 21
Commission work for the development of a technical publication

Element 21.1
Review the requirements for a technical publication

You must be able to:

a) Confirm that a clear design specification exists

b) Confirm the purpose and scope of the technical publication

c) Identify all the relevant components of the technical publication

d) Identify any health and safety issues that need to be covered

e) Confirm the requirements for the design and delivery of the technical publication

f) Identify the production methods and output media that are to be used

g) Identify resource and time constraints and assess their effect on the work


You must be able to apply knowledge of:

1 Design specifications

(i) what is normally included in a design specification

(ii) what are the procedures for obtaining a design specification

(iii) why it is important to ensure health and safety issues are implemented

2 Components of the technical publication

(i) which components could be used

(ii) how the different components should relate to each other

(iii) how the components should be structured within a technical publication

3 Production methods and output media

(i) which are suitable for different types of technical publication

(ii) what are the resources and time required for them

Unit 21
Commission work for the development of a technical publication

Element 21.2
Specify objectives for technical communicators

You must be able to:

a) Provide a full and clear specification of the objectives that should be achieved

b) Determine the resources and time scale for achieving the objectives

c) Obtain clear feedback from the technical communicators on their capabilities to achieve the objectives

d) Inform the technical communicators of the quality standards that need to be met

e) Identify and resolve any problems in achieving the objectives

f) Confirm with all relevant people that the work has been commissioned

g) Record all relevant information in the appropriate information systems


You must be able to apply knowledge of:

1 Commissioning

(i) what are the organisational procedures for commissioning work

(ii) what are the quality standards for design and production, and who sets them

(iii) why it is important to provide a full and clear specification of the objectives for the technical communicators

(iv) what types of problem can occur, and what are the potential solutions

2 Capabilities of technical communicators

(i) what criteria can be used to assess the capabilities of technical communicators

(ii) what type of information is useful for assessing their capabilities

(iii) what are the methods for identifying their strengths and weaknesses

(iv) what types of development opportunity might be available

(v) who requires feedback on the capabilities of the technical communicators

3 Information systems

(i) which systems should be used

(ii) why it is important to use the systems correctly

Unit 21
Commission work for the development of a technical publication

Element 21.3
Assess the capabilities of technical communicators

You must be able to:

a) Establish the criteria for assessing the capabilities of technical communicators

b) Review all relevant information obtained on their capabilities

c) Identify correctly their strengths and weaknesses

d) Identify any development opportunities that might improve their capabilities

e) Assess the effects of any weaknesses on the success of the technical publication

f) Provide constructive feedback to the relevant people on the capabilities of the technical communicators

g) Consult with colleagues on the results of the assessment

h) Record the results of the assessment in the appropriate information systems


You must be able to apply knowledge of:

1 Capabilities of technical communicators

(i) what criteria can be used to assess the capabilities of technical communicators

(ii) what type of information is useful for assessing their capabilities

(iii) what are the methods for identifying their strengths and weaknesses

(iv) what types of development opportunity might be available

(v) who requires feedback on the capabilities of the technical communicators

2 Information systems

(i) which systems should be used

(ii) why it is important to use the systems correctly

Unit 21
Commission work for the development of a technical publication

Element 21.4
Select technical communicators to achieve work objectives

You must be able to:

a) Establish the criteria for selecting technical communicators

b) Identify and apply suitable selection methods that are fair to all candidates

c) Obtain suitable information on the candidates

d) Assess all relevant information obtained on the candidates

e) Select technical communicators who are capable of achieving work objectives

f) Provide constructive feedback to the candidates

g) Record the results of the selection process in the appropriate information systems


You must be able to apply knowledge of:

1 Selecting technical communicators

(i) what are the criteria that can be used to select technical communicators

(ii) which selection methods are available, and what are their advantages and disadvantages

(iii) what types of information are most useful during the selection procedure

(iv) why it is important to provide constructive feedback to successful and unsuccessful candidates

2 Information systems

(i) which systems should be used

(ii) why it is important to use the systems correctly

Unit 22
Plan projects to develop technical publications

Commentary

This unit describes the competence required from technical communicators who have to plan projects for the development of a technical publication.  Technical communicators have to confirm the objectives of the technical publication, assess its impact on other work, and identify the resources and time scale required for its completion.  They have to analyse the design specification, identify the project tasks, and identify any critical factors that need to be taken into account.  They can then determine the optimum sequence for achieving the different tasks, and specify the milestones that have to be achieved.  They must then select the appropriate work methods for achieving the tasks, and propose them to the appropriate people.  Finally, they need to establish project management systems to coordinate all the work, including communication and monitoring.

Assessment Guidance

Evidence Requirements

Evidence of performance and knowledge is required.  Evidence of performance should be demonstrated by activities and outcomes, and should be generated during the course of normal activities, unless indicated under Assessment Methods (see below).  Evidence of knowledge can be demonstrated through performance or by responding to questions.  A variety of assessment methods can be used (see below).

Quantity and scope of evidence:

Evidence should show that the candidate can undertake this unit consistently over a suitable period.  The number of times, or the amount of experience, cannot be specified in detail.  However, it is important that the candidate provides performance evidence of having undertaken this unit a minimum of two times.  Further guidance will be developed during the implementation of the qualifications.

Assessment methods:

A number of assessment methods are listed below.  The ticks and crosses indicate which methods are or are not recommended.  However, these are recommendations, and this is not a list of sanctioned or prohibited methods: it is up to individual assessors to determine which assessment methods are suitable in individual cases.  In addition, other assessment methods might be appropriate.  Further guidance will be developed during the implementation of the qualifications.

	Recommended Assessment Methods

	direct observation of the candidate by the assessor
	

	outputs (eg publications) produced by the candidate in their normal activities
	

	outputs (eg publications) produced by the candidate as special exercises
	

	supporting documents (eg memos, notes, correspondence)
	

	responses to questions from the assessor
	

	written answers to questions
	

	testimony of others who have witnessed the candidate achieving the standards
	



Evidence Guidance

Examples of Evidence:

1 Direct evidence

1.1 Correspondence, memos, faxes, and e-mail

1.2 Designs

1.3 Documentation management plan

1.4 Estimates

1.5 Organisational records

1.6 Project plans

1.7 Synopsis

2 Supplementary evidence

2.1 Budgets and other financial information

2.2 Contract/order notes/job sheet

2.3 Correspondence, memos, faxes, and e-mail

2.4 Design specification for technical publication

2.5 Designs produced by others

2.6 Invitations to tender

2.7 Technical specifications

Key words in this unit that can be found in the glossary:

· client

· information

· information systems

· people

· resources

· technical publication

Unit 22
Plan projects to develop technical publications

Element 22.1
Identify the resource and time constraints on a project

You must be able to:

a) Confirm the objectives and requirements of the client

b) Obtain full details of the design specification for the technical publication

c) Assess the impact of the design specification on other work being undertaken

d) Identify the resources that are available to complete the technical publication

e) Establish a realistic time scale for the project

f) Inform all relevant people of the resource and time constraints

g) Record information on the resource and time constraints in the appropriate information systems


You must be able to apply knowledge of:

1 Design specifications

(i) what is normally included in a design specification

(ii) what are the procedures for obtaining a design specification

2 Objectives of the client

(i) what are the different methods for obtaining information on clients

(ii) what are the objectives of different types of client

3 Resources and time scale for completion of technical publications

(i) what resources are typically required for different types of technical publication

(ii) what are the procedures and methods for assessing them

(iii) what factors should be taken into account when assessing them

4 Information systems

(i) which systems should be used

(ii) why it is important to use the systems correctly

Unit 22
Plan projects to develop technical publications

Element 22.2
Identify project tasks and work methods

You must be able to:

a) Analyse correctly the design specification for the technical publication

b) Determine the project tasks that need to be achieved

c) Identify the potential work methods for achieving the project tasks

d) Assess the effectiveness of work methods used in similar projects

e) Establish the advantages and disadvantages of different work methods

f) Consult with those undertaking the work to identify their requirements and suggestions

g) Select the most effective work methods to achieve the project tasks

h) Propose work methods to the relevant people using the appropriate information systems


You must be able to apply knowledge of:

6 Design specifications

(i) what is normally included in a design specification

(ii) what are the procedures for obtaining a design specification

7 Work methods

(i) what factors should be taken into account when analysing the design specification

(ii) what are the project tasks that need to be achieved in different types of project

(iii) what are the potential work methods for achieving project tasks

(iv) what is the most effective sequence for completing project tasks

(v) what is the history of similar projects

(vi) what are the advantages and disadvantage of different work methods

(vii) who should be consulted on the work methods that are to be used

Unit 22
Plan projects to develop technical publications

Element 22.3
Schedule project tasks and milestones

You must be able to:

a) Confirm the project tasks that need to be achieved

b) Identify the time and resources required to achieve each of the project tasks

c) Identify any critical factors that need to be taken into account during the project

d) Identify the relationship and dependencies between each project task

e) Determine the optimum sequence for the completion of the project tasks

f) Highlight the milestones of the project

g) Present the project plan in an appropriate format to the relevant people


You must be able to apply knowledge of:

1 Project planning

(i) what factors should be taken into account when analysing the design specification

(ii) what are the project tasks that need to be achieved in different types of project

(iii) what types of critical factor need to be taken into account during the project

(iv) what is the most effective sequence for completing project tasks

(v) how to determine the milestones of the project

(vi) what are the different project plan formats that can be used

2 Resources and time scale for completion of technical publications

(i) what resources are typically required for different types of technical publication

(ii) what are the procedures and methods for assessing them

(iii) what factors should be taken into account when assessing them

3 Information systems

(i) which systems should be used

(ii) why it is important to use the systems correctly

Unit 22
Plan projects to develop technical publications

Element 22.4
Establish management systems to coordinate a project

You must be able to:

a) Determine the key issues emerging from the project plan

b) Identify the critical success factors affecting the project

c) Identify the aspects of the project that require close supervision

d) Clarify how much information the client requires

e) Determine the communication and recording systems that are to be used

f) Establish the frequency of meetings and contact between the people involved in the project

g) Assess how much supervision different technical communicators require


You must be able to apply knowledge of:

1 People

(i) who are the people that need to be contacted

(ii) what are the procedures for contacting people

(iii) what are the normal priorities of people

2 Management systems

(i) what are the potential key issues that could emerge from the project plan

(ii) what are the typical critical success factors affecting the project

(iii) what are the communication and recording systems that could be used during the project

(iv) what types of meeting are useful, and how often should they be held

(v) how much supervision do different technical communicators require

Unit 23
Allocate resources to achieve the development of a technical publication

Commentary

This unit describes the competence required from technical communicators who have to allocate resources for the development of a technical publication.  Technical communicators have to assess the expenditure required to achieve similar technical publications, and calculate the resources required to achieve the current one.  They then have to establish budgetary control systems that enable the expenditure to be monitored and recorded, and also they should encourage colleagues to use the resources effectively.  They will then need to specify budgets for different aspects of the development work, including the retention of some resources for contingencies.  Finally, they will assess and authorise expenditure of the resources according to the procedures they have established.

Assessment Guidance

Evidence Requirements

Evidence of performance and knowledge is required.  Evidence of performance should be demonstrated by activities and outcomes, and should be generated during the course of normal activities, unless indicated under Assessment Methods (see below).  Evidence of knowledge can be demonstrated through performance or by responding to questions.  A variety of assessment methods can be used (see below).

Quantity and scope of evidence:

Evidence should show that the candidate can undertake this unit consistently over a suitable period.  The number of times, or the amount of experience, cannot be specified in detail.  However, it is important that the candidate provides performance evidence of having undertaken this unit a minimum of two times.  Further guidance will be developed during the implementation of the qualifications.

Assessment methods:

A number of assessment methods are listed below.  The ticks and crosses indicate which methods are or are not recommended.  However, these are recommendations, and this is not a list of sanctioned or prohibited methods: it is up to individual assessors to determine which assessment methods are suitable in individual cases.  In addition, other assessment methods might be appropriate.  Further guidance will be developed during the implementation of the qualifications.

	Recommended Assessment Methods

	direct observation of the candidate by the assessor
	

	outputs (eg publications) produced by the candidate in their normal activities
	

	outputs (eg publications) produced by the candidate as special exercises
	

	supporting documents (eg memos, notes, correspondence)
	

	responses to questions from the assessor
	

	written answers to questions
	

	testimony of others who have witnessed the candidate achieving the standards
	



Evidence Guidance

Examples of Evidence:

1 Direct evidence

1.1 Accounts of projects

1.2 Budgets

1.3 Correspondence, memos, faxes, and e-mail

1.4 Estimates

1.5 Organisational records

2 Supplementary evidence

2.1 Contract/order notes/job sheet

2.2 Correspondence, memos, faxes, and e-mail

2.3 Design specification for technical publication

2.4 Designs produced by others

2.5 Technical specifications

Key words in this unit that can be found in the glossary:

· client

· information

· information systems

· people

· resources

· technical publication

Unit 23
Allocate resources to achieve the development of a technical publication

Element 23.1
Assess the resources required for the development of a technical publication

You must be able to:

a) Obtain full details of the design specification for the technical publication

b) Assess and take account of previous expenditure on similar projects

c) Calculate accurately the resources required to complete the work

d) Identify any issues relating to obtaining and allocating resources

e) Inform all relevant people of the resources that are required

f) Record information on the resources in the appropriate information systems


You must be able to apply knowledge of:

1 Design specifications

(i) what is normally included in a design specification

(ii) what are the procedures for obtaining a design specification

2 Resources for completion of technical publications

(i) what resources are typically required for different types of technical publication

(ii) what are the procedures and methods for assessing them

(iii) what factors should be taken into account when assessing them

3 Obtaining and allocating resources

(i) what is the history of similar projects

(ii) what types of issue could affect the ability to obtain and allocate resources

(iii) who should be informed of the resources that are required

4 Information systems

(i) which systems should be used

(ii) why it is important to use the systems correctly

Unit 23
Allocate resources to achieve the development of a technical publication

Element 23.2
Establish budgetary control systems

You must be able to:

a) Select people to control budgets for the development of technical publications

b) Provide clear and consistent information to colleagues and clients on the effective use of resources

c) Select suitable methods for recording the use of resources

d) Establish methods to monitor the use of resources at suitable intervals

e) Provide systems to identify unusual or unauthorised use of resources

f) Encourage colleagues to use resources effectively

g) Establish procedures for resolving conflicts over the use of resources


You must be able to apply knowledge of:

1 Budgetary control systems

(i) what types of budgetary control is required for different types of technical publication

(ii) who should be allowed to control budgets

(iii) what methods can be used for monitoring the use of resources

(iv) what methods can be used for recording the use of resources

(v) what methods can be used for providing clear and consistent information to colleagues and clients

(vi) what types of conflict can occur over the use of resources

2 Budgets

(i) what are the budget headings that could be used

(ii) what level of resources need to be retained for contingencies

(iii) why it is important to specify how resources are to be expended

(iv) who can agree budgets

Unit 23
Allocate resources to achieve the development of a technical publication

Element 23.3
Specify budgets for the development of a technical publication

You must be able to:

a) Determine the type of budgetary control required

b) Calculate the amount of resources controlled through each budget

c) Specify the availability of resources throughout the course of the work

d) Specify any resources that need to be retained for contingencies or for specific activities

e) Obtain agreement from the relevant people on the budgets

f) Record information on the budgets in the appropriate information systems


You must be able to apply knowledge of:

1 Resources for completion of technical publications

(i) what resources are typically required for different types of technical publication

(ii) what are the procedures and methods for assessing them

(iii) what factors should be taken into account when assessing them

2 Budgets

(i) what are the budget headings that could be used

(ii) what level of resources need to be retained for contingencies

(iii) why it is important to specify how resources are to be expended

(iv) who can agree budgets

3 Information systems

(i) which systems should be used

(ii) why it is important to use the systems correctly

Unit 23
Allocate resources to achieve the development of a technical publication

Element 23.4
Authorise expenditure against budgets

You must be able to:

a) Ensure the expenditure proposal is provided according to organisational procedures

b) Obtain accurate information on the reasons for the expenditure

c) Assess the expenditure proposal to determine its legitimacy and feasibility

d) Confirm the amount available within the budgets

e) Authorise expenditure according to established budgetary control procedures

f) Record the authorisation of expenditure in the appropriate information systems


You must be able to apply knowledge of:

1 Expenditure

(i) what are the organisational procedures for expenditure proposals

(ii) what types of information should be used when assessing expenditure proposals

(iii) how to assess the legitimacy and feasibility of the expenditure proposal

2 Budgets

(i) what are the budget headings that could be used

(ii) what level of resources need to be retained for contingencies

(iii) why it is important to specify how resources are to be expended

(iv) who can agree budgets

3 Information systems

(i) which systems should be used

(ii) why it is important to use the systems correctly

Unit 24
Monitor the development of a technical publication

Commentary

This unit describes the competence required from technical communicators who have to monitor the development of a technical publication.  Technical communicators have to monitor work activities by obtaining information on the work that is being undertaken, identifying any problems that might arise, and suggesting solutions for them.  Technical communicators also have to ensure the technical publication complies with all regulatory requirements that are relevant.  They will need to highlight any non-compliance, obtain reasons for it, and propose amendments.  They must also monitor the resources that are being used, assess their effectiveness, and ensure any solutions to problems are implemented as soon as possible.  They will then be in a position to evaluate the effectiveness of the resources that have been used, and this involves analysing financial data and verifying the results.  Finally, technical communicators have to identify ways in which the use of resources can be improved.

Assessment Guidance

Evidence Requirements

Evidence of performance and knowledge is required.  Evidence of performance should be demonstrated by activities and outcomes, and should be generated during the course of normal activities, unless indicated under Assessment Methods (see below).  Evidence of knowledge can be demonstrated through performance or by responding to questions.  A variety of assessment methods can be used (see below).

Quantity and scope of evidence:

Evidence should show that the candidate can undertake this unit consistently over a suitable period.  The number of times, or the amount of experience, cannot be specified in detail.  However, it is important that the candidate provides performance evidence of having undertaken this unit a minimum of two times.  Further guidance will be developed during the implementation of the qualifications.

Assessment methods:

A number of assessment methods are listed below.  The ticks and crosses indicate which methods are or are not recommended.  However, these are recommendations, and this is not a list of sanctioned or prohibited methods: it is up to individual assessors to determine which assessment methods are suitable in individual cases.  In addition, other assessment methods might be appropriate.  Further guidance will be developed during the implementation of the qualifications.

	Recommended Assessment Methods

	direct observation of the candidate by the assessor
	

	outputs (eg publications) produced by the candidate in their normal activities
	

	outputs (eg publications) produced by the candidate as special exercises
	

	supporting documents (eg memos, notes, correspondence)
	

	responses to questions from the assessor
	

	written answers to questions
	

	testimony of others who have witnessed the candidate achieving the standards
	



Evidence Guidance

Examples of Evidence:

1 Direct evidence

1.1 Correspondence, memos, faxes, and e-mail

1.2 Organisational records

1.3 Recommendations

2 Supplementary evidence

2.1 Budgets and other financial information

2.2 Contract/order notes/job sheet

2.3 Correspondence, memos, faxes, and e-mail

2.4 Design specification for technical publication

2.5 Designs produced by others

2.6 Technical specifications

Key words in this unit that can be found in the glossary:

· information

· information systems

· people

· resources

· style

· technical publication

Unit 24
Monitor the development of a technical publication

Element 24.1
Monitor work activities used in the development of a technical publication

You must be able to:

a) Ensure systems for monitoring work activities are applied correctly

b) Maintain regular contact with the people involved in the work activities

c) Obtain accurate information on the outcomes of the work activities

d) Identify any problems in achieving the work activities

e) Identify and recommend solutions for resolving problems

f) Ensure the people implementing the work activities are provided with appropriate feedback on their work

g) Record information on the work activities in the appropriate information systems


You must be able to apply knowledge of:

1 Work activities

(i) what methods can be used for monitoring work activities

(ii) what types of problem could occur when undertaking the work activities

(iii) what are the potential solutions for resolving problems

(iv) why it is important to provide appropriate feedback to people

2 People

(i) who are the people that need to be contacted

(ii) what are the procedures for contacting people

(iii) what are the normal priorities of people

3 Information systems

(i) which systems should be used

(ii) why it is important to use the systems correctly

Unit 24
Monitor the development of a technical publication

Element 24.2
Ensure compliance with regulatory requirements

You must be able to:

a) Identify the regulatory requirements that are relevant to the technical publication

b) Review the technical publication to identify whether it complies with regulatory requirements

c) Highlight correctly any non-compliance with regulatory requirements

d) Highlight correctly any non-compliance with legislation and ownership rights

e) Highlight correctly any non-compliance with health and safety requirements

f) Ensure people’s work is acknowledged correctly

g) Obtain clarification of the reasons for any non-compliance with regulatory requirements

h) Propose amendments to the technical publication to remove non-compliance

i) Provide versions of the edited technical publication to the relevant people according to the agreed time scale


You must be able to apply knowledge of:

8 Regulatory requirements

(i) what are the regulatory bodies that are relevant to the industry

(ii) which regulations are normally relevant to the technical publication

(iii) what are the health and safety requirements that are relevant

9 Compliance with regulatory requirements

(i) what are the indications that the regulatory requirements might be infringed

(ii) what are the methods for highlighting non-compliance with regulatory requirements

(iii) what are the possible reasons for non-compliance with regulatory requirements

(iv) who requires versions of the edited technical publication

10 Legislation and ownership rights

(i) what is the relevant legislation relating to using materials and data

(ii) what are the rights of owners of materials

(iii) where to obtain information on licensing agreements

(iv) where to obtain information on copyright, patents, and trademarks

(v) why it is important to respect the ownership rights

(vi) why it is important to acknowledge the work of other people

Unit 24
Monitor the development of a technical publication

Element 24.3
Monitor resources used in the development of a technical publication

You must be able to:

a) Ensure systems for monitoring resources are applied correctly

b) Maintain regular contact with the people who are allocating and utilising the resources

c) Obtain accurate information on the amount of resources used

d) Assess the effectiveness of the resources that are used and identify any problems

e) Identify and recommend solutions for resolving resource problems

f) Ensure people are provided with appropriate feedback on their effectiveness

g) Record information on resource utilisation in the appropriate information systems


You must be able to apply knowledge of:

1 Resources for completion of technical publications

(i) what resources are typically required for different types of technical publication

(ii) what are the procedures and methods for assessing them

(iii) what factors should be taken into account when assessing them

2 Monitoring resources

(i) what systems can be used for monitoring resources

(ii) who are the people allowed to allocate and utilise resources

(iii) what are the potential solutions for resolving different types of resource problem

(iv) why it is important to provide appropriate feedback to people

3 People

(i) who are the people that need to be contacted

(ii) what are the procedures for contacting people

(iii) what are the normal priorities of people

4 Information systems

(i) which systems should be used

(ii) why it is important to use the systems correctly

Unit 24
Monitor the development of a technical publication

Element 24.4
Evaluate the effectiveness of resources

You must be able to:

a) Confirm the criteria for evaluating the effectiveness of the resources

b) Review all relevant information on the effectiveness of the resources

c) Identify trends and developments relating to the use of resources

d) Analyse financial data accurately according to the agreed methods

e) Verify the results of the analysis by using the appropriate methods

f) Consult with colleagues on the results of the evaluation

g) Record the results of the evaluation in the appropriate information systems


You must be able to apply knowledge of:

1 Evaluating resources

(i) what are the evaluation criteria that could be used

(ii) what methods could be used for obtaining information

(iii) who should be involved in an evaluation process

(iv) what are the potential trends and developments that could emerge

(v) what are the financial analysis methods that can be used

(vi) what are the methods for verifying the results of a financial analysis

(vii) who should be consulted on the results of the evaluation

2 Resources for completion of technical publications

(i) what resources are typically required for different types of technical publication

(ii) what are the procedures and methods for assessing them

(iii) what factors should be taken into account when assessing them

3 Information systems

(i) which systems should be used

(ii) why it is important to use the systems correctly

Unit 24
Monitor the development of a technical publication

Element 24.5
Improve the use of resources

You must be able to:

a) Identify areas for improvement in the use of resources

b) Identify the most appropriate methods for improving the use of resources

c) Present a clear rationale for the improvements and support it with suitable evidence

d) Identify the most suitable format and style for providing information on improvements

e) Provide constructive feedback to the people involved in the use of the resources

f) Record and disseminate information on improvements to the relevant people

g) Obtain feedback on the results of the improvements


You must be able to apply knowledge of:

1 Resources for completion of technical publications

(i) what resources are typically required for different types of technical publication

(ii) what are the procedures and methods for assessing them

(iii) what factors should be taken into account when assessing them

2 Improvements in the use of resources

(i) what are the different methods for improving the use of resources

(ii) what resources are required to implement the improvements

(iii) what type of evidence is needed to support any recommendations for improvements

(iv) why it is important to provide constructive feedback to people involved in the use of resources

(v) who should be provided with information on improvements
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