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	Course details

	Title (This must be the marketing title of the course – whatever is used in a brochure to advertise the course)
	IT User Skills

	Award to be received
	[bookmark: _GoBack]Level 2 Certificate in IT User Skills

	Regulatory body
	TQUK

	Qualification (A-Level/BTEC Diploma/HND/etc – not awarding body)
	Level 2 Certificate

	Subject Area
	Business

	Level
	2

	UCAS Points value (if applicable)
	

	Duration (in years apart from short courses)
	16 weeks

	Start Date 
	

	
	

	UCAS details (Full time HE only)

	Institution Code Name
	Institution Code
	Course/Campus Code
	Short Form Title

	
	
	
	

	KIS Institution
	
	KIS Course Code
	

	

	Attendance details (delete as appropriate)

	Distance Learning
	
	

	

	Location (delete as appropriate)

	
	
	
	

	Distance Learning
	
	
	

	




	Course information

	Who is this course for?
	This course is for 19+, adult learners who wish to develop knowledge, skills and competence in a range of different IT skills, particularly if you use IT in your current job role. It is also suitable if you are looking for work in a job role where IT skills are essential criteria.  


	
	

	What do they need to apply for the course?
	You must already have basic IT skills (Level 1) and basic knowledge of Microsoft.Office software (Word, Excel and PowerPoint) to complete the course successfully.

	
	

	What are the key things they’ll learn (this must include the core modules)
	
Unit 1: Using IT to increase productivity 
  Section 1: Be able to plan and select which IT tools and systems are best suited to completion of an identified task
  Section 2: Be able to identify any restrictions or constraints that may affect how a task can be completed using IT tools and systems
  Section 3: Be able to use IT tools and systems to complete an identified task
  Section 4: Be able to review approach to using IT tools and systems
  Section 5: Be able to adapt their approach as a result of their experiences using IT tools and systems to complete a task.

Unit 2: IT software fundamentals
  Section 1: Select and use appropriate software applications to meet needs and solve problems
  Section 2: Enter, develop, combine and format different types of information to suit its meaning and purpose
  Section 3: Present information in ways that are fit for purpose and audience
  Section 4: Evaluate the selection and use of IT tools and facilities to present information.

Unit 3: IT security for users
  Section 1: Use appropriate methods to minimise security risks to IT systems and data.

Unit 4: Presentation software
  Section 1: Input and combine text and other information within presentation slides
  Section 2: Use presentation software tools to structure, edit and format slide sequences
  Section 3: Prepare slideshow for presentation.

Unit 5: Spreadsheet software
  Section 1: Use a spreadsheet to enter, edit and organise numerical and other data
  Section 2: Select and use appropriate formulas and data analysis tools to meet requirements
·   Section 3: Select and use tools and techniques to present and format spreadsheet information.

	
	

	How will they learn?
(Practical/theory/classroom/workplace – Must include methods of assessment. Also include details of number of assessments/exams & self-study time)
	Studying via distance learning means you can choose
when and where you study. We ensure you get all the
support you need throughout your course in the form of
a personal tutor and a learner support advisor.
This course is available:
· Fully on line
All of our award-winning learning resources are of the highest quality and are designed to be engaging and interactive to keep you focused on your learning at all times.

	
	

	Where could the course take them? (Must include course progression routes and career options including average salary)
	After successfully completing the course candidates will be able to further their own continuous professional development, which may improve their career prospects or progress to further training. You could also progress on to further study in the field or other Distance Learning programmes.

Progression to other college provision - Business Administration, Team Leading, Customer Service



	
	

	What costs will they incur? (If applicable – tuition fees, materials and course expenditure including field trips optional and mandatory)
	N/A

	
	

	Previous student comment (if available)
	New Course

	Previous student name and status
	










For HE Courses, Marketing will insert links at the bottom for:
Student Support 
Complaints Procedure 
Minimum Cohorts and Closing of Programmes 
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The current admissions policy says that:

2.6 Written appeals on cases where admission s refused by the Director of Student Recruitment and
Marketing or the Assistant Principal will be dealt with by the Deputy Principal
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Student numbers
In order to help ensure that the student experience is maintained at a high level across the
fife of partnership programmes, there is a minimum of 12 students required to enrol in year 1
of each programme offered by Sunderland College in partnership with the University of
‘Sunderiand in order for it to run. In the event that this minimum is not reached, the University
reserves the right to either close this proqramme and withdraw offers made on itor, if
‘appropriate to the programme, apply conditions to the programme in order to allow it to run
with reduced student numbers_ If the programme is closed, the University will use
reasonable endeavours to help affected students switch to a sutable altemative programme
or altemative HE provider if they wish to do so. fa decision is taken to apply conditions to
the programme in order o allow it to run with reduced student numbers, consultation will
take place with affected students. Conditions may include things like studying some of the
programme ata different venue or merging study with other similar programmes where there
is overlap. If these conditions are not acceptable to all students, the programme will close.
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Support Services for University of Sunderland Partnership students
To make sure that you have everything you need on site at Sunderland College, you will
‘access certain facilties and support at the College rather than via the University. This is to
‘enhance your studies and ensure that you can get the help and support you need as quickly
‘and efficiently as possible. Support services you will access at the College include things like
Careers and Employability Services; Disability Support Services and advice on dyslexia or
‘specific leaming difficulties; additional teaching support services such as support for
numeracy and lteracy; Counselling#, Health and Wellbeing Services.
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Complaints procedure for students studying University of Sunderland programmes at
Sunderland College

To whom Higher Education students on University of Sunderland franchised courses initally
complain depends on who is providing the service you are complaining about. If the service
is provided by Sunderland College, then you mustfirst exhaust the complaints procedure of
the College, in accordance with the standard complaints procedure. Complaints about issues
not relevant o the University’s provision, including non academic matters, will be managed
solely by the College.

Unresolved complaints about services provided by the College (that are relevant to the
University's provision) may be referred to the University once the College’s complaints
procedure has been fully exhausted. Any such complaints would then enter the University's
complaints procedure at Stage 2: Complaint Review. The purpose of the Review is not to
reinvestigate a complaint but to ensure that procedures were followed at the initial
investigation stage. Ifthe service is provided directly by the University, then the University's
Student Complaints Procedure should be used from the outset.

You can find full details of the University’s Student Complaints Procedure in the University.
‘Student Handbook or at www.sunderland ac.uk/studentcomplaints




