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Owned & operated by:
Sue’s Unlimited Limited

Mailing Address:
112 Osprey Drive
Welcome Bay
Tauranga 3112
Ph 07 544 3172
Fax 07 544 3173
Email sue@computertraining.co.nz

Dear prospective student

Thank you for your inquiry about the Certificate in Medical Transcription. This is a very exciting and
practical course, providing valuable work skills in the medical transcription industry.

There is currently a nationwide and international shortage of trained medical transcriptionists. Excellent
work opportunities are available within New Zealand, either within the local health industry or within the
fast-growing industry with work that has been outsourced from the United States or united Kingdom to New
Zealand. In order to gain well paid positions, particularly with offshore work, it is recommended that
candidates are qualified. The industry supports this qualification and has had input into the design of it. So,
if you:

Love typing and have a minimum speed of 45 words per minute

Have an interest and/or related experience in the health industry and medicine

Have good listening skills

Have a basic working knowledge of Microsoft Word, intermediate skills using the Internet and sound
file management skills

e Would like opportunities to work from home

then this is the course for you. The course is online so you will need a computer and Internet connection.
You will have the flexibility of studying at your own pace, at your own place and will enjoy the ongoing
support of a facilitator who will ensure that you keep up with the course work required and provide you with
feedback.

Upon successful completion of this course you will gain a Certificate in Medical Transcription which is
approved by the New Zealand Qualifications Authority, and is currently the only course of this type in New
Zealand.

This is a 42 week with tuition fees of $3,750 + GST( plus a surcharge for part time study) for New Zealand
citizens and additional course related costs for text books; a transcribing pedal, software and headset; and a
word expander. These can all be funded with a student loan.

We have enclosed for your information, details of the course, a few of the most asked questions and a
guestionnaire designed to determine your readiness for online learning. If you would like more information,

please call or email Sue on sue@computertraining.co.nz or 0800 999 626. or just complete the enrolment
form and send it in.

Yours sincerely
SM McDonald
Managing Director

Encs.

wWww.cormputertral ning.cors l
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General Information

Your career opportunities:

Certificate in
Medical
Transcription

Employment in Self Employment
the NZ Health
System
1 1
District Health Private specialist Work from home
Boards medical practices on dictations sent
digitally from the
USA or UK

So what is medical transcription?

A medical transcriptionist (MT) listens to dictated recordings made by physicians and transcribes them into medical
reports, correspondence, and other documents. Most healthcare providers transmit dictation to MTs using either digital
or analogue dictating equipment.

They generally listen to recordings with a headset, using a foot pedal to play and control the recording as necessary, and
key the text into a word processor, editing for grammar and clarity. Completed documents, which eventually become
part of patients' permanent medical record files, are sent to the dictator for review and signature.

Accuracy is essential for this role. MTs must understand medical terminology, anatomy and physiology, diagnostic
procedures, and treatment. MTs must comply with specific standards that apply to the style of medical records, in
addition to the legal and ethical requirements involved with keeping patient records confidential.

As a graduate of this 42 week course you will be able to enter employment within the medical transcription industry
with the relevant professional, practical and technical competencies.

Medical transcription is a medical language and healthcare documentation specialty, not a keyboarding specialty, and
intensive study is needed to acquire a high level of fluency in the medical language. Remember, you are gaining
knowledge that will translate into a lifetime career!

The advent of the internet is seeing some new careers gradually evolve that are presenting interesting opportunities for
flexible working options.

One such career is that of the remote based medical transcriptionist. In NZ, the medical typist usually works in a
hospital or specialist doctor setting. But in the US, a significant proportion of this work is outsourced to skilled
professionals who work from their own home office.

Internationally and nationwide, there is a shortage of skilled medical transcriptionists. In the US alone there is a shortfall of some 200,000
employees or contractors. Given the benefits of a digital dictation environment, outsourcing is a common option.

Evidence indicates that a home based medical transcription industry could support the introduction of some 500 qualified transcriptionists

who would work either in the NZ industry or from their homes in New Zealand on transcription that has been outsourced from offshore —

US, UK and Australia.

How has this course evolved?

In recent times, outsourcing has been associated with the Philippines and India. In 2002, Rosemary Turner Waugh the
managing director of Transcriptionz Ltd set out to attract some of this offshore business to NZ. “It was a long slow
battle to begin with. As with any export business from NZ, you have to keep going back to win their confidence. We
found that the US market was well disposed to the idea that NZ transcriptionists could be just as effective as a US based
person. Our challenge has been turning the idea into contracts. We now have strong links with the US.” Having won
the contract, their next challenge was to find the right people with the right level of skill for the US market.




A fan of the professional training provided by the US, Rosemary and an educational colleague, Sue McDonald, of Sue’s
Computer Training Co., joined forces with a training company in the US. The result is the recent introduction of an
NZQA (Level Four) accredited on line training programme. This course has been adapted to include New Zealand
content so that graduates will be qualified to work in both the New Zealand and US environments. Their company
TranzMed also runs continuing education programmes for people who are already trained medical typists, and wishing
to upskill for the US market. The full course, delivered by Sue’s Computer Training Co., takes 42 weeks to complete,
and attracts a student loan for participants. “We have our own NZ based facilitators who will help our people achieve
the high standards required by the course material.” An additional advantage of this qualification is the ability to lead a
person to become accredited as a Certified Medical Transcriptionist (CMT) and gain a recognised international
qualification.

After talking to a number of women, Rosemary and Sue believe there will be interest from rural-based women, women
with families and those seeking flexible working options for this type of work. “If there are ex-nurses, or ex-secretaries,
looking to develop a new career, which may have the potential to work from home after some initial on-job experience,
then their past knowledge would be invaluable. We currently have students living as far afield as Kaeo in Northland
and Townsville in Australia and have recently received an inquiry from Minneapolis in the USA”.



Entry Requirements

o Sixth Form Certificate or equivalent educational level. Students over 20 years of age who do not have the required
educational pre-requisites should supply a copy of their CV so that suitability can be assessed.

e 45 wpm (words per minute) keyboarding speed and 90% accuracy. Evidence of keyboarding speed can be via any
recognised typing qualification or by the provision of a certified typing speed from any recognised training provider
or employment agency. To gain employment in the industry, students will need to achieve a speed of at least 70wpm
by the end of the course.

¢ International students will need evidence of IELTS 6 or an equivalent recognised English qualification.
o Students will require the use of a PC with an internet connection, preferably broadband, and MS Word installed.

Course Duration:
Time Frame: 42 weeks full time or 84 weeks part time.

All components must be completed within the 42 / 84 week time frame to achieve a pass. There will be 39 -40 tuition
weeks and up to 3 weeks of holidays during the 42 week time frame. The part time course allows for 6 weeks of
holidays.

Time Commitment: 25 — 30 hours per week full time, 12.5 — 15 hours per week part time

Course Dates:
Refer to the website for the next intake dates.

Assessments

These will be internal assessments. The primary form of assessment is via online tests and practical transcription
practice. Written assessments and research may also be included.

What Qualifications will I come out with?
Upon successful completion of the course, you will gain the Certificate in Medical Transcription Level 4.

After a further two years of practical, on-job experience there is also the option to sit an internationally recognised exam
and become a registered MT, affiliated to the American Association of Medical Transcriptionists (AAMT).

Course fees - What will I pay?*

New Zealand citizens JUST $3,750 plus GST Total payable $4,218.75

There will be additional course related costs for text books and transcription equipment which become the property of
the student and can be used in your employment after you have graduated. Up to $1,000 can be borrowed as part of the
student loan to assist with these. A full list of requirements is later in this document.

Sue’s Computer Training Co. subsidise a portion of course fees and the Government also makes a contribution towards your fees, so that all New
Zealand students can study at this reduced price. New Zealand Government contributions do not apply to International students. Prices available on
Application.



Course Content
There is an emphasis on practical application of the technical competencies learned.

Study at your own pace, at your own place with this online learning course. Enjoy constructive support with regular
guidance & feedback from your facilitator.

The course covers five broad content areas:

English Language

The study, synthesis, and application of the rules of English language and medical transcription style.

Medical Knowledge

Learn about Medical Terminology, Anatomy & Physiology, Concepts of Disease, Pharmacology & Laboratory, and
Body Systems.

Technology

Learn how to set up and use the technology required for medical transcription. Equipment purchased to use in this
course will set you up for self —employment after you graduate.

Medicolegal Aspects of the Healthcare Record

Introduction to healthcare documentation, including the voluntary and regulatory standards related to the healthcare
record and the study and application of medicolegal concepts and ethics in the medical transcription profession.

Medical Transcription Practice
Transcribe healthcare dictation, using all skills learned, while meeting progressively demanding accuracy standards.

Course delivery:
The delivery of the content areas is spread across six distinct blocks of study:

Block One
Introduction to English Essentials
Word Building
MS Word
Production & Quality Introduction
Professionalism
Transcription

Block Two
Transcription
Pharmacology and Laboratory
Haematology
Lymphatics
Respiratory
Cardiology
Medical Transcription Professionalism

Block 3
Neurology
OB/GYN
GU / Male Reproductive
Gastroenterology



Professionalism
Additional Dictations

Block Four
Special Senses
Dermatology
Endocrinology
Geriatrics and Paediatrics
Professionalism
Additional Dictation

Block Five
Psychiatry
Oncology
Pathology
Genetics
Emergency Medicine and Infectious Diseases
Professionalism
Additional Dictations

Block Six
Radiology and Nuclear Medicine
General Surgical Procedures
Orthopaedics
Confidentiality
Employment Tests
Additional Dictations

Additional information about the topics to be studied will be sent to successful applicants.
Each block is assessed using a variety of methods:

Timed online quizzes that are marked by the computer
Discussion board participation

Practical transcription of dictations

One essay assessment

PwbdPE

All assessments are marked against a pre-set criteria to ensure a consistent standard. Marks from each assessment
undertaken will count towards the final pass mark for the course.



Person Specification for Medical Transcription Students

These are attributes that typically form part of the “ideal person” specification for transcriptionists. Consider
whether you would meet these requirements.

Skill required Skill taught
prior to and/or
enrolment practiced
during course
Typing speed of 70 wpm 45 wpm, 90% v
accuracy
Competent in the use of Microsoft Word and Windows 4 v
Ability to operate designated dictation and transcription v v
equipment and to perform basic troubleshooting procedures
Knowledge of medical terminology, anatomy and physiology,
clinical medicine, surgery, diagnostic tests, radiology, v
pathology, pharmacology and the various medical specialties
as required
Knowledge of medical transcription guidelines and practices v
Sound knowledge of English grammar, spelling and
. ] . v v
composition to ensure completed work is of a high standard
Able to follow procedures and instructions 4 v
Culturally sensitive v
Ability to understand diverse accents and dialects and varying v v
dictation styles
Ability to use designated reference materials 4 v
Displays effective questioning, listening skills v
Knowledge and ability to apply the Privacy Act v v
Ability to transcribe complex dictations to a high standard of v
accuracy
Professional attitude to work and ability to work
independently with minimal supervision and under pressure 4
with time constraints
Ability to concentrate v
Excellent eye, hand and auditory coordination 4




Are you ready for online learning?

The following questions are intended to guide you in your decision about whether this online course is a good study
option for you. If you are unsure, you may wish to take a web-enhanced course to determine if you are comfortable with

online learning before taking a completely online course.
Are you ready as a learner?

Assessing your learning style

Answer the following questions honestly to determine if online learning is a good match for your learning preferences.

Tick the box M for each Yes answer.

I have excellent organisational skills.
| am a very self-directed learner.
| tend to get things done ahead of time rather than waiting to the last minute.

I can figure out written instructions very well on my own.

| prefer immediate feedback on assignments and get frustrated when | have to wait.
I like learning about new technologies; they don't intimidate me.

| am a very comfortable and skilled reader.

I like engaging in written communication.

Additional Personal Concerns

I can find at least 25 to 30 hours a week to devote to an online education course.

Accessing classes is difficult because of current time commitments, proximity of classes,

or lack of transportation.

My need for taking an online course is very high. In other words, if | don't take it now I will not
be able to take it later.

OOoooOo ooo

O

O

O

If you answered Yes to most of these questions, it is a good sign that you have the learner characteristics needed to

succeed in an online course.

I f you answered No t o possiblsthat taking atfulyeoslire cogrse enaytnot beryair, besti t
option. You may wish to try online learning in a web-enhanced course to determine if a fully online course is the best

choice to meet your educational needs.
Are you ready as a computer user?

Assessing your computer skills

Answer the following questions honestly to determine if online learning is a good match for your current level of
computer skills. Tick the box 4 for each Yes answer.

I have frequent access to a computer and to the internet (both must be true).

I can perform the following computer tasks:

Turn my computer on, off, and reboot

Comfortably use a mouse

Create folders on the desktop and organise files

Find lost files on my hard drive

Create a new word processing document, save

Open, spell check and save a word processing document
Save files to the desktop

O

OoOooooono
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I can perform or am aware of the following Internet skills:

Use a URL (Universal Resource Locator) or web address

Use the Refresher Reload button on my browser

Create and use bookmarks or favourites

Search the web using a search engine

Download and install programs or plugins

Send and receive e-mail

Attach a file to an outgoing e-mail message

I currently have an email address.

I can download documents, images or other files from the Internet.

| can participate in an online chat, listserv or bulletin board discussion.

OOoooOoooooo

If you answered Yes to most of these questions, it is a good sign that you have the computer skills needed to succeed in
an online course.

If you answered No to most of these questions, its possible that taking a fully online course may not be your best option.
You may wish to try online learning in a web-enhanced course or taking an online course after developing the computer
skills mentioned in the questions above.

Are you ready technologically?

Assessing your equipment

Answer the following questions honestly to determine if you have adequate computer hardware and software to
successfully take an online course. Tick the box M for each Yes answer.

I have Internet Explorer 5.0 or later or Netscape 4.x or later on my computer.
I have Microsoft Word on my computer.
My Internet access is via broadband.

oono

I have at least the following system:

- A Pentium I1 class PC with Windows NT, 2000 or later version

- 400 MHz or greater

- 64 MB of RAM or more

- Sound Card & Speakers O

If you answered Yes to all of these questions, you most likely have the technical requirements to take an online course.

Note: Individual courses may also have technical requirements, check with the instructor prior to the first class
meeting.

If you answered No to any of these questions, you may lack the technical requirements to take an online course.
However if you can answer Yes to the following question, you might be ready to take an online course.

If | do not have adequate software and hardware, | am willing to obtain or gain access to it. O
Are you ready educationally?
Assessing your educational level

Answer the following questions honestly to determine if you have the necessary educational pre-requisites to be
accepted for this course. Tick the box 4 for each Yes answer.

| can type at 45wpm with at least 90% accuracy. O
I can provide certified verification of my typing speed and accuracy O
| have Sixth Form Certificate O
I have other equivalent educational qualifications e.g. National Certificate Level 2 or higher O

We strongly recommend that students who have been away from full time study for more than 3 years enrol in a study
skills course prior to the course start date.

11



The Enrolment Process

How to apply:

Prospective students need to write a letter of application and send it, together with the documents listed below to:

112 Osprey Drive, Tauranga 3112

Please complete and return the following documents with your letter of application:

1. Your letter of application stating why you think you would make a competent transcriptionist.

2. Your signed enrolment form with all information completed.

3. Acopy of the “Are you ready for online learning” questionnaire, on pages 9 and 10 of this document.
4. Provide certified copies of;

a) Proof of NZ citizenship or residency. We have a statutory obligation to collect proof of citizenship before we
can accept your enrolment. Please note that a driver’s license does not prove that you are a New Zealand citizen.
A passport or birth certificate are acceptable forms of proof. The name on the birth certificate should match the
enrolment name if not, e.g. in the case of a woman who has changed her name by marriage, please enclose a
copy of your marriage certificate also.

b) Verified typing speed and accuracy. Verification of typing speed can be obtained at any reputable employment
agency for a small fee, or at some training organisations and colleges.
c¢) Sixth Form Certificate or equivalent educational qualification

Please provide a certified copy. This means a photocopy of your original document, signed as being a true and accurate
copy by a Justice of the Peace (JP) or a solicitor. You can find a list of Justices of the Peace in the yellow pages of the
telephone book.

Upon receipt of the completed enrolment application, applicants will be invited to sit an online entrance test prior to
acceptance for the course.

Successful Applications:

The following documentation will be sent to successful applicants to complete the enrolment process:

1. Tuition agreement
2. Public Trust Application form (to set up an account for protection of your tuition fees)

3. Agreement for purchase of course related books and equipment.

These documents require copies with original signatures to be held and thus will need to be returned by post, together
with payment of your course fee. Information about how to apply for a student loan to fund your study is also enclosed
with this document.

After we receive signed copies of the tuition agreement, trust account application and payment of your fees, a further
information pack will be sent to help you get started with your course.

12



Certificate in Medical Transcription Level 4

Enrolment Form 2010

I Sues

Computer Training
Mailing Address: Phone 07 544 3172
112 Osprey Drive, Welcome Bay Fax 07 544 3173

Tauranga

Email info@computertraining.co.nz

Welcome to Sues Computer Training Co. Please read the instructions below carefully before you complete this application form.

INSTRUCTIONS

The purpose of this enrolment form is to obtain from you the information we need to enrol you into a qualification at our organisation. We also
need to collect information from you which is required by the Ministry of Education and other Government agencies for statistical and registration

reasons. Please remember to:

. Complete all sections of the form.
. Print your answers clearly in pen, or tick the box that applies for multi-choice questions.
. Sign the back page of the form.
. Attaching to the form additional documentation that is required for Ministry of Education funding purposes. A description of the
required documentation is provided on page 5 of the form.
A PROGRAMME
Please tick the course you wish to study in Part-time study O | Office Use Only
2009. Full-timestudy O | course ID 3465
1 PC9651 Certificate in Medical Transcription ™M English Language ]
Qualification Start Date: ye%lca: Knowledge g
ot ; . echnology
Qualification end Date (If known)' Medicolegal Aspects of the Healthcare Record |
Medical Transcription Practice M
Educational Pre-requisites: Copies on file:
Sixth Form Certificate or equivalent O
Verified typing speed of 45 wpm. 0O
2 HaveyoustudiedatSue ds Comput er Yes O No O | StudentID

before?
If yes, what was your ID number?

PERSONAL DETAILS

Print your full legal Name: Family Name

Given Name(s)

Preferred first name:

Previous name(s) known by:

5 If you have previously enrolled under another
name, what was that name?

6 Preferred Title: | Ms O ‘ Miss O Mrs O | Mr O | Other (specify)
7 Date of Birth
/ / Gender: Male O Female O
day month vyear
8 Address and contact details: Home Street Address: Postal Address(if different from home
address):
Home Phone:
Work Phone
Mobile: Fax: Email:
9 Address While Studying:
(if different from home address)
Phone: Mobile::
Fax: Email:
Next of Kin:
Name: Phone:

10

If you know your NSN (National Student Number ), please write it here. ‘

13
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B PERSONAL DETAILS continued . . .
11 | Citizenship and Residency Tick the box which best describes your citizenship or permanent residency status.
New Zealand Citizen ONzL N Z Permanent Resident ONzP
You may need to supply evidence of Australian Citizen OAUS Other O
residence or citizenship
Please specify if “Other”
(For students with dual citizenship, specify the country of citizenship of the passport
used to enter New Zealand.)
If “Other”, please also specify your fee/assistance status.
NZAID Scholarship (incl. Aotearoa, short-term training, 0o1
and post-graduate)
Full Fee Paying Foreign Student 003
Exchange Scheme approved by Ministry of Education 0o4
Foreign Research Based Post-Graduate o6
Military Personnel, Diplomatic Staff or Family, or o8
Persons Associated with Operation Deep Freeze
On-Shore International PhD student 009
International 1TO Off-job Trainee 012
During your time studying this qualification will you be resident in New Zealand or
overseas?
In New Zealand a Overseas a
12 | Ethnicity: NZ European/Pakeha 0111 Other European 0129
What ethnic group(s) do you belong New Zealand Maori 0211 Filipino 0411
to? Samoan 0311 Cambodian 0412
Cook Island Maori 0321 Vietnamese 0413
You may tick up to three boxes which | Tongan 331 Other Southeast Asian 0414
apply to you. Niue 0341 Chinese 0421
Tokelauen 0351 Indian 0431
Fijian 361 Sri Lankan 0441
Other Pacific Peoples 0371 Japanese 0442
British/lrish 0121 Korean 0443
Dutch 0122 Other Asian 0444
Greek 0123 Middle Eastern 0511
Polish 0124 Latin American 0521
South Slav 0125 African 0531
Italian 0126 Other 0611
German 0127 Not Stated 0999
Australian 0128

Please specify if “Other PacificPeoples”, “Other European”, “Other Southeast
Asian”, “Other Asian” or “Other”.

14




13

Iwi:
Iwi:
If you identified as New Zealand Rohe (Iwi home area):
Maori in question 12, what is the name
of your Iwi? Iwi:

Rohe (lwi home area):
You may enter more than one Iwi. If
you do not know your Iwi, please enter | lwi:

“Don’t Know”. Rohe (Iwi home area):
14 | Prior activity What was your MAIN activity or occupation in New Zealand at 1 October 2008? You may tick only one
box.
Secondary school student 001 Non-employed or beneficiary (excluding retired) 102
Wage or salary worker 003 Self-employed 0o4
University Student 005 Polytechnic student 006
College of Education Student 007 House-person or retired o8
Overseas (irrespective of occupation) CI09 Private training establishment student 011
Wananga Student 012
15 | Disability: Do you live with the effects of significant injury, long term illness, or disability?
The information you supply is confidential.
Yes a No a
If yes, how would you describe your impairment, disability or long term medical
condition:
C IRD NUMBER COLLECTION FOR STUDENT LOAN INTEREST WRITE-OFF
16 | Do you currently have or will you have a Student Loan this year?
O - No — please go to next section
O - Yes — please insert your IRD number (see notes for more information on interest write-off)
IRD Number . l Branch
Interest Free Student Loans and other Interest Write-offs
On 1 April 2006, legislation was introduced to make student loans interest free for borrowers living in New Zealand. For
more information on how to become eligible for interest free student loans, visit www.ird.govt.nz/studentloans.
Completing your IRD number is voluntary. This is requested so the Ministry of Education can share information with IRD
regarding student enrolments. If you choose to provide your IRD number on the enrolment form this will be included with
your enrolment details and will be reported to the Ministry of Education. The will send your study information to Inland
Revenue to check if you are eligible for an interest write-off and adjust your student loan account automatically.
D How did you hear about this course?

Newspaper a Radio O Word of mouth O Magazine advertisement O
Website search O Other:

15
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ACADEMIC INFORMATION

17 | Secondary What was the name of the last Secondary School you attended? State “overseas”, if applicable.
School:

What was your last year at Secondary School?
What was the highest level of achievement you hold from a secondary school? Your highest
achievement may be a “traditional” award such as School Certificate, or you may have achieved a
number of credits or a National Certificate at a certain level on the National Qualifications Framework.
Your NZQA Record of Learning shows you how many credits you have. Tick only one box.
No formal secondary qualifications O
14 or more credits at any level O
NCEA Level 1 or School Certificate O
NCEA Level 2 or 6" Form Certificate O
University Entrance O
NCEA Level 3 or Bursary or Scholarship O
Overseas Qualification (includes International Baccalaureate & Cambridge Exams) O
Other O
Not known O
Please specify if “Overseas qualification” or “Other”.

18 | Tertiary Study:
Will this be the first year you have ever enrolled in a University, Polytechnic, College of Education,
Private Training Establishment, or Wananga either in New Zealand or overseas since leaving school?
Do not include enrolments in STAR, community or hobby classes.
Yes O No O
If you answered “N0”, please enter the name of the organization you studied at and the year of your first
enrolment.
Name: Year:
Are you currently enrolled with another tertiary institution?  Yes O No O
What year do you expect to complete the academic requirements of your course/s in order to graduate
with your qualification?
Year:

F BANK ACCOUNT

Please provide details of your bank account for the deposit of items such as Travel Allowances.

OO0 Oodd Ooooooo ood

Name of Bank:

Name of Branch:

Town/City:

16




DOCUMENTATION

To qualify as a domestic student, and so be entitled to the Government tuition subsidy, you must be a citizen of New Zealand (including students
from the Cook Island, Tokelau, or Niue who have New Zealand citizenship) or a permanent resident of New Zealand or a citizen or permanent
resident of Australia residing in New Zealand. You must provide evidence of citizenship or permanent residency and to do so you must produce
one of the following:

o Birth certificate with place of birth stated as New Zealand, Cook Islands, Tokelau, or Niue. (Married women who enroll in their married
name will also need to supply a copy of their marriage certificate.)

e New Zealand passport.

e A statement of Whakapapa, including date of birth, countersigned by a kaumatua.

o Certificate of citizenship or letter of confirmation.

e Overseas passport with residency stamp.

e Other:

You can bring the original documentation to the enrolment desk, alternatively please provide a certified copy. This means a photocopy of your
original document, signed as being a true and accurate copy by a Justice of the Peace (JP), Solicitor, Minister of the Church, General Practitioner
or School Principal for example.

International students must bring their passport with them when they enrol, containing a current student permit.
Please note that your name, date of birth and residency as entered on this enrolment will be included in the National Student Index, and will be

used in an Authorised Information Matching Programme with the New Zealand Birth Register. For further information please see:
http://www.nsi.govt.nz/ima.

Please list here all documents that you have attached to this enrolment form. Documents should be securely stapled to the back of the form.

DECLARATION

Privacy—-Su e 86 s Co mp u tcodlects afidrstards information from this form to comply with the requirements of the Ministry of
Education (student statistical returns), New Zealand Qualifications Authority (Record of Learning registration and Unit Standard outcomes),
Tertiary Education Commission (funding returns), Industry Training Organisations (funding and academic outcomes), Ministry of Social
Development (confirmation of enrolment and academic outcomes), Inland Revenue Department (student loan interest rebate), Department of
Immigration (if you are not a New Zealand citizen or permanent resident) and Agencies who support particular students through scholarships and
prizes, payment of fees or other awards (if you are a recipient of one of these awards). The information is also used to select students for
qualifications, to manage internal administrative processes, and for internal reporting. Information about students may be supplied to, and sought
from, other educational organizations for the purpose of verifying academic records.

In addition, when required by statute Su e 6 s C o mp u trekeases ifffarnaatiomtd Goernment agencies such as the New Zealand Police,
Department of Justice, Ministry of Social Development, and the Accident Compensation Corporation (ACC).

In signing this enrolment form you authorise such disclosure on the understanding that Sues” Computer Training Company will observe the
general conditions governing the release of information, as set out in the Privacy Act 1993 and the Post-compulsory Unique Identifier Code of
Practice. You may see any information held about you and amend any errors in that information. To do so, contact the Enrolments Officer.

NB: The Privacy Act came into force on 1 July 1993 with the stated aim of protecting the privacy of natural persons. It requires the Organisation
to collect, hold, handle, use and disclose personal information in accordance with the twelve information privacy principles in the Act.
http://www.privacy.org.nz/privacy-act

Fees — In signing this enrolment form you undertake to pay all fees as they become due, and to meet any late fees and collection charges
associated with debt recovery. Our Organisation’s policy on withdrawal and refund of fees may be obtained from the Enrolments Officer.

Rules — In signing this enrolment form you undertake to comply with the published rules and policies of the Organisation with regard to
attendance, academic progress, standard of dress, health and safety, and behaviour.

Declaration — 1 declare that to the best of my knowledge all the information supplied on, and with, this enrolment form is true
and complete, | agree to abide by the conditions described above, and I consent to the disclosure of personal information as
described above.

Signature (Parent or Guardian if student under 18) Date
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Enrolment Checklist

Please ensure you include the following documents when you send your application in:

Completed Enrolment Form including IRD and Bank Number and signed?
Proof of ID, appropriately certified?

Proof of requisites : 6" Form Cert and 45 wpm

Completed “Are you ready for online learning questionnaire”

Signed order form for TranzMed for equipment?

Other items to check:

Have | applied for my Student Loan or enclosed cheque as payment of fees?

O o o o O
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Student Loans

The entire tuition fee can be funded via a student loan. An additional amount of $1,000 can be applied for the cover
course related costs such as your text books and equipment. Tuition fees are paid direct to the trust account and then
passed on to the training provider. Course related costs are paid direct to the student, who can then use the funds to
purchase books and equipment. It is important to sign and return your student loan contract quickly when you receive it
to ensure that there are no delays in processing your application.

For full information on student loans and to apply online go to www.studylink.govt.nz

Student Fee Protection

The New Zealand Qualifications Authority requires that we protect student fees by placing them in a trust account on
your behalf. Click this link to read about the trust account system we use:

http://www.ptnz.co.nz/ecap/splash/truststudent.jsp

To comply with the fee protection requirements, you will be asked to sign an application form to set up your trust
account as part of the enrolment process.

All tuition fees are deposited into an account with the Student Fee Trust Account, Public Trust, PO Box 31543, Lower
Hutt. In the event of company failure, or withdrawal of registration by NZQA, the unused portion of fees would be

refunded to the student. Should Sue’ s Co mp ugo sto liglidatian, ar reaeigership, refund of student fees
would have the first priority of those claiming funds from the company.

What happens if | withdraw from the Course?

If a student wishes to withdraw from the course, they must advise Su e’ s Co mp unhaagemefit in aviitingi n g
Fees will be refunded from the date of receipt of the withdrawal letter, subject to the following conditions:

o For withdrawal up to the end of the eighth day of the course, fees will be refunded less 10%, or $500, which ever is
the lesser amount. Management will then advise Student Fee Trust Account, Public Trust, PO Box 31543, Lower
Hutt; who hold the fees in a trust account on the student’s behalf and they will arrange a refund.

o Course fees will not be refunded for a student who withdraws from day 9 of the course onwards.

If a course is cancelled by Sue’s Unlimited Ltd:

o Within the first 8 days, fees will be refunded in full.

o Ifthe course is cancelled after the first eight days, i.e, from day 9 onwards, fees will be refunded on a pro-rata basis.

o A full copy of this policy will be provided with your tuition agreement.
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Course Related Costs

The following list of books is required for you to complete your course work. An order form is attached for items that can be purchased locally from TranzMed Ltd. Alternatively, you
may be able to source some items from local book suppliers or from the online addresses listed. Bennett’s Books or Medical books, 8 Park Ave, Grafton, Auckland Ph (09) 373 3772
may be able to source the books for you. Medical Books in Auckland stock a number of texts or can order in for you. Students don’t need to come to the shop to place their orders as
Medical Books is a mail order company as well as a retail bookshop. Orders can be placed by phone or fax and they also have a website www.medical-books.co.nz. Orders can be
placed online using the comments field in the order form to request the student discount(10%) for this course, they do not charge for delivery. Some students havew also ordered
through http://www.alibris.com The total cost of the required books and software varies depending on the exchange rate at the time of purchase. You will also need to allow for postage
& packaging on top of the prices listed and up to 4 — 6 weeks for delivery. Up to $1,000 can be borrowed towards this through the Course Related Costs portion of your student loan.
Attach this list, together with a copy of the order for any items purchased from online suppliers(to verify the costs) to the Course Related Costs Form when you return it to StudyLink.
We recommend that you order your books as soon as your acceptance to the course has been confirmed to be sure of having the books prior to the course start date. It is the student’s
responsibility to check with NZ Customs about any duty that may be payable on books brought in from overseas, prior to ordering online. Please ensure that you purchase the US

version of The Language of Medicine, not the NZ/Australia version.

NB: Students will need to ensure that they have the items specified for Block 1 prior to the course start date to avoid getting behind with the course work.

Estimated
Required Books/Software/Foot Pedal/Resources Publisher Cost Block Ordering ISBN a/o 08/2008
www.us.elsevierhealth.com
www.medical-books.co.nz $219.38
NZD
(Not held in stock, will be ordered in when
The Language of Medicine, by Chabner (Book) ElSevier $ 60.95 USD 1 requested by individual students) 9781416034926
Dorl andds Il lustrated Medical Di c ElSevier $ 107.10 NZD 1 www.medical-books.co.nz 9781416023647
$ 149.90
Gray's Anatomy for students NZD 2 www.medical-books.co.nz 9780443069529
www.medical-books.co.nz
$ 202.50 NzZD Not held in stock, will be ordered in when
Stedman's Electronic Spell Checker (software) Lippincott, Williams & Wilkins 1 requested by individual students 9780781792158
TranzMed Ltd is the NZ distributor 7
Speedtype (speed typing software with technical support) SpeedType $ 279.95 NZD 1 order form next two pages NA
Can be ordered through TranzMed Ltd
Foot Pedal Headset Stop/Start $295.00 NZD 2 in NZ or any other supplier.
Webster's dictionary (or similar collegiate level dictionary) $ 18.00 USD 1 Www.amazon.com unavailable
Benchmark Knowledge Base (Software/Resource) Interfix $345 NzZD 1 Order through TranzMed Ltd
Association for Healthcare Documentation Integrity Membership AHDI
Book of Style for Medical Transcription AHDI

Stedman's Quick Look Drug Book

Stedman's Electronic Medical Dictionary (software)
Stedman's Cardiovascular & Pulmonary Words
Stedman's Orthopaedic & Rehab Words

Stedman's Medical Abbreviations, Acronyms & Symbols

Lippincott, Williams & Wilkins
Lippincott, Williams & Wilkins
Lippincott, Williams & Wilkins
Lippincott, Williams & Wilkins
Lippincott, Williams & Wilkins

NB: If you have applied for a student loan, the Course Related Costs portion of the loan can be used to fund some of these items. Attach this list, together with a copy of the order for any items
purchased from online suppliers(to verify the costs) to the Course related Costs Form when you return it to StudyLink.
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Order Form for Course

tranz Related Costs
for Ph: (07) 544 3172
Certificate in Medical
Transcription Fax (07) 544 3173
PO Box 579
Tauranga
Student Name:
Please specify how you
would like your order
delivered: O Please courier to my home address. Courier fees will be added to the order.

Delivery Address:

Please tick the items that you would like to purchase and attach your cheque, made payable
to TranzMed Limited.

Alternatively, deposit the funds to TranzMed Ltd, BNZ, Account number: 02-0466-0209121-00
and fax your order form with confirmation that the deposit has been made.

Pl ease do not make cheques for these i t@ms pa

M Please order Cost (NZD), incl.

Requ”ed Software these items for me  GST

Speedtype Word Expander (speed typing software with technical support) O $ 279.95

Benchmark Knowledge Base O $ 345.00

Required Foot Pedal

Start/Stop (Foot Pedal/Software/Headset) O $ 295.00
Subtotal $ 1,024.95
Postage, packaging & handling 20.00

Total Required Cost $ 1,044.95
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FAQs - Frequently Asked Questions

Do you guarantee work at the end of the course?

No, we cannot guarantee work as we do not have any control over the health industry or the transcription companies.
However, we do give you information, in Block 6 of the course, about how to go about seeking work when you
graduate.

Do you help find work for students at the end of the course?

No, although we are in regular contact with local transcription companies who inform us of work opportunities they
have coming up and we will pass this information on to students. We have an arrangement with one local transcription
company that offers paid internships to a number of students who graduate from the course to assist them to make the
transition from graduate to fully productive employee.

I have previously worked in the medical profession i can I get cross credits or recognition of
prior learning for what I already know?

Possibly. Each case is assessed on an individual basis and you need to provide written evidence of your prior
knowledge which is then compared to the course requirements. Alternatively, you can choose to sit the relevant
assessment prior to completing course work to “prove” your knowledge. If you pass, you would not have to sit the
assessment for that segment of the course.

Am | too old?

Probably not — age is not a barrier if you choose to work as a self employed contractor within the industry.

What typing speed do I need to be accepted?
We recommend 45wpm with 90% accuracy to ensure the best chance of success with the course and with future
employment opportunities, although we will sometimes accept lower speeds if all other aspects of the application are

favourable. You will need to work towards achieving at least 70wpm by the time you graduate to ensure good job
opportunities.

What if my typing speed is not good enough?
In exceptional circumstances, a student might be accepted with less than 45wpm, but that student would need to have a
high level (proven) of medical knowledge. Students with less than 45wpm typing speed will find it difficult to achieve

the required 70wpm by the end of the course and so will be disadvantaged when applying for jobs after graduation. We
suggest you undertake a typing skills programme to improve your speed prior to enrolment.

What i1 f | dondét have 4detubitesiecessary educat

Send a copy of your CV along with your application. List at least two work-related referees that we can contact to
verify information.

How much can | expect to get paid?

Current earnings within NZ vary according to whether the transcriptionist works within the NZ health system or on
offshore work. An informal survey conducted in 2006 confirms that rates between $18 and $24 per hour are currently
being achieved in NZ.

Can | complete the course as a part-time course?

Probably. If we can get at least 6 enrolments for part-time then we can run it. Complete the enrolment form and send it
in stating part-time and when we have enough people we can get started.

What characteristics do I need in order to become a medical transcriptionist?

You need excellent English grammar skills, as well as a strong interest in and knowledge of the medical language. You
need good visual and auditory ability and excellent listening skills. You need reasonable keyboarding skills and must be
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able to work for long hours, often in a high-pressure environment. A high level of concentration for extended periods of
time is also important.

I have already been trained in another medical field. Why do | need further training?

Learning how to listen with discrimination requires practice and guidance from an experienced medical transcription
instructor. If you already have the requisite keyboard skills, the additional courses you need will include many hours of
transcribing practice. You probably have a head start, but you will need to learn how to integrate your medical
knowledge with keyboarding and listening skills.

Additional Information

What does a medical transcriptionist do?

Medical transcriptionists (MTs) are specialists in medical language and healthcare documentation. They interpret and
transcribe dictation by physicians and other healthcare professionals regarding patient assessment, workup, therapeutic
procedures, clinical course, diagnosis, prognosis, etc., editing dictated material for grammar and clarity as necessary and
appropriate.

The process of medical transcription may involve editing text that has been produced by speech recognition. This
requires listening to dictation while reading a draft created via speech recognition technology and editing the text on a
computer screen. This editing may range from minimal to extensive, depending on the capabilities of the speech
recognition software and the dictating habits of the originator, and may include correction of content as well as
punctuation, grammar, and style.

Where do medical transcriptionists work?

Medical transcriptionists work in hospitals, clinics, doctor’s or specialist’s offices, transcription services, insurance
companies, home healthcare agencies, and other locations where dictation for the purpose of healthcare documentation
requires transcription. Many MTs work from their homes as independent contractors, subcontractors, or home-based
employees.

Will it be easy for me to get a job?

As with all newly qualified professionals, securing that first position can be challenging. Production demands may
prevent hospitals and transcription services from hiring inexperienced people. We recommend that you investigate your
local job market BEFORE you choose the career and invest in the education. First do the research, then get a good
education, and then be creative and persistent.

We recommend you contact your local District Health Board or you could also try checking websites such as
www.seek.com to verify employment opportunities in New Zealand.
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Herebs what some prospecti.nvne empl oyers

Rosemary Turner Waugh, director of Transcriptionz Ltd (a local company that sources work from both locally and
internationally) had this to say to a student recently:

Thanks Carol, | can confirm that there is a worldwide and national shortage of medical transcriptionists - they can
work in the hospital system, specialist practises and of course some companies like ourselves are using people for
offshore work.

At Xmas (2006), | was asked to find 10 more people for a contract in the USA. This will require training of people, but
in the future, | hope to develop relationships with people who have been participating in the course. If you develop good
skills and are interested in continuing to learn, there are opportunities for placement - would you like to tell me what
your background is, and I can assess what your opportunities might be. Kind regards Rosemary

A number of the district health boards have expressed interest in hearing from graduates from the course, and Shona
Trubshawe from Waitemata District Health says almost all hospitals need more transcription staff.

“We are keen to see this programme attract a number of
staff. Students can also work in specialist practises, or join the growing offshore opportunities that are available on the
internet.”

Her eds what <stodeets Hadto sag r..

Jan Turner . ..

When Jan Turner decided she wanted to work from home instead of in an office environment, she was not a skilled
medical typist.

But on hearing about the opportunities in medical transcription, she decided to retrain, and is now able to work entirely
from home.

Jan, who is a recent graduate and now working in the US market, says she enjoys the flexibility of working from home.

‘O can compl e ovwn tinte k this neamg that | camput iy washing out, or go for a walk and then come
back and do several hours work."”

Merrill Kenyon . . .

When Merrill Kenyon from Te Puna decided she wanted to work from home instead of in an office environment, she had
previously been a medical typist at Tauranga Hospital. She and her husband own a specialist Vireya Rhodendron

nursery Te Puna Cottage Gardens, but Merril |l had |1 ong
typing and loved working in the medical field. When | heard about the opportunities in outsourced medical

transcription, | decided | would retrain myself to be
Merrill is now working in the US itoaerofgamited and disciMmesl.nYouy o u wo
have to like working out problems, have good hearing and pay attention to the detail. It helps if you have some

computer skills as well, and of cour se yo uhetypaolperson o | ov
who wi |l make a good transcriptionist?”. There i s some
then takes a break during the day, returning totalthe P
system, I would have to work a full 40 hours per week,
She found it interesting to pick up studying once agai

into training. This has now paid off and | have been working from home for a US account for over a year now.

And when asked about the strengths of the course . . .
Prompt support from our facilitator.

Giving lots of extra transcriptions, good readable notes.
In —depth theory

Up to 3 resits available on most tests (except finals)
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