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Introduction...

grow, the Business Development & Commercial Training Team at Leeds City College is dedicated
to working with businesses to develop apprenticeships and bespoke training plans to meet needs
and support growth.

Our Apprenticeship programme covers a wide range of sectors and we tailor for larger, levy paying
companies who require multiple apprentices as well as smaller companies.

From a commercial training perspective, we understand that a qualification isn’t always the most
important outcome of training required by businesses. That’s why as well as a wide range of
apprenticeships and accredited qualifications in Management, Law, Human Resources,
Procurement & Supply, Professional Services, Marketing and Finance, we are able to offer a number
of shorter, non-accredited bespoke training courses which aim to give businesses the skills they
need to grow and succeed.

Most bespoke training can be delivered at employer premises, however we can source a venue if
necessary. Courses labelled with C are usually delivered at College premises however if you have a
large number of staff to train alternative delivery can be discussed.

We offer a no obligation, FREE training consultation to businesses across Leeds City Region and
beyond. Our Business Executives can work with you to gain an understanding of your current
situation, your aims, objectives and ambitions for your business and the skills gaps which may need
to be filled to achieve these.

If you feel your business could benefit from a FREE consultation or are interested in any training
detailed in this booklet please contact 0113 386 1997 (option 1) or email our dedicated team on
employers@Ileedscitycollege.ac.uk

— Why not follow us on Twitter @TheGrowCafe @ApprenticeLeeds —we’ll be tweeting all our

news, events and training offers throughout the year!

Please note: if you have less than the minimum or more than the maximum number of delegates,
please contact us for a quote for the courses you are interested in.
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COMMUNICATIONS, MARKETING & SALES (Including Social Media)

Brilliant Blogging! If you want to learn how to reach a wider audience using a 1/2 Day Starting from
blog with relevant, engaging posts which generate a positive £400
impact — this is the course for you! Min 1
Max 12
Delegates
Content Marketing | This workshop will help to develop your understanding of the 1/2 Day Starting from
importance of relevant and engaging content for websites, £400
social media and blogging and will inspire you to plan content Min 1
based campaigns and develop ideas for your own business. Max12
Delegates
Corporate Communication is the key to success for any organisation. This 1,2,30r4 Starting
Communications course will enable you to develop the skills to create effective Day Course from £700
(Internal & communications for both internal and external audiences, e.g. per day
External) websites/intranets, corporate newsletters, effective inter- Min 2
departmental communications with the aim of engaging and Max 6
enthusing audiences. Delegates
Effective Email This course covers how successfully to personalise and present 1/2 Day Starting from
Writing information in emails in a timely manner to ensure they are £400
well received and understood and to positively enhance your Min 1
image in the reader’s eyes! Max 10
Delegates
Facebook for Many people know how to use Facebook — but how can you 1/2 Day Starting from
Business use it effectively to support your business and reach your £400
target customers? Min 1
Max 12
This workshop will show you how to set up a Facebook Delegates
account for your business and how to use it effectively and
integrate it into your social media campaigns.
LinkedIn for Work on your LinkedIn Strategy and understand how to 1/2 Day / Starting from
Business maximise your efforts and produce the best results. This 1 Day £400
interactive session will give you the opportunity to work on Min 1
practical exercises that will get your creative juices flowing and Max 12
provide you with plenty of ideas to put into practice for your Delegates
business. These sessions can be tailored to your needs
whether you are new to LinkedIn or wish to generate more
opportunities and clients.
Marketing Skills for | This course will enable you to develop strategic and tactical 1 Day Starting from
Small Businesses marketing skills and to create, implement and review £700
marketing plans (including social media, digital activity and off- Min 3
line marketing) with a small budget or for free! Max 10
Delegates
Media Skills Having a strong media / PR strategy across all platforms can 1,2,30r4 Starting from
Workshops really help your business to reach a wider audience base while Days £700 per day
keeping promotional costs lower. Min 2 Max 6
This workshop will give you the skills to understand what the Delegates
media look for and how to build relationships, how to identify
opportunities and develop effective articles and use of social
media, how to “face the camera” and ensure effective crisis
management communications.
Practical Social This course, offered from entry to advanced level, aims to help 1/2 Day / Starting from
Media Strategy & businesses to develop their online presence and grow using 1 Day £400
Management digital avenues by deciding digital platforms relevant to their Min 1
target audiences, setting up sites, creating content, developing Max 20
long term goals and strategy and measuring effectiveness. Delegates

Branding and Social Media management tools e.g. Hootsuite
can also be covered if required.
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Presentation Skills For many people delivering a speech or presentation is nerve- 1 Day Starting
wracking. This course aims to teach people of all levelsin a 2 Days from £700
business how to control your nerves and have more self-belief per day
by looking at Structuring a presentation, Projecting yourself, Min 8
Ways to remember your key points and Powerful openings and Max 12
memorable closing lines. Delegates

Sales Skills Perfect for a new sales person or team, this basic workshop 1 Day Starting
provides covers the 7 steps of the sales process. from £700
1. Planning 2. Opening 3. Questioning 4. Presentations 5. Min 2
Objections 6. Closing 7. Follow up and how to implement them Max 10
effectively. Delegates

Search Engine This high impact workshop is a great introduction for anyone 1/2 Day Starting from

Marketing — who wants to conquer Google and increase traffic flow to their £400

Unlocking the website. Min 1

Secrets! In this workshop you will become well versed in Search Engine Max 20
Optimisation (SEO) and Pay Per Click Advertising (PPC) Delegates
including : The basics of “on page’ optimisation,

Why having good content and linking is important, How to
integrate best practice with social media marketing,
How to avoid search penalties and monitoring results.

Twitter for Business | Many businesses opt to set up a Twitter account but not every 1/2 Day Starting from
business uses Twitter effectively to expand their reach, attract £400
new audiences and generate new business. This workshop will Min 1
help Twitter beginners to understand the jargon and how Max 12
Twitter can support your business aims. Delegates

Understanding Google Plus, Instagram and Pinterest are often omitted by 1/2 Day Starting from

Google Plus, businesses when they are considering the use of social media - £400

Instagram & but each can be valuable in its own way. Google Plus is Min 1

Pinterest for currently one of the most influential social media platforms in Max 12

Business use. This workshop will help you to understand how these Delegates
platforms can support your business effectively.

CUSTOMER SERVICES

Complaint Handling Designed to examine the existing complaints’ procedure at 1/2 Day Starting from
your business and help you to design and implement new £400
and effective techniques, which will help frontline staff to Min 1
deal effectively with dissatisfied customers. Max 10

Delegates

Customer Service Suitable for any business wanting to increase sales through 1 Day Starting

Excellence excellent customer service — staff will learn to identify the from £700
stages of customer management and will acquire the tools to Min 3
provide quality customer service and make lasting impressions on Max 10
customers, discovering techniques to increase customer Delegates
satisfaction & loyalty through behaviour, sensitivity, and respect.

Influencing and For staff working in sales, management, customer service 1 Day Starting

Negotiation and across your business, negotiating and influencing skills (1/2Day from £700

are a great tool to have! This course will help staff to Option Min 3
understand what influencing means and recognise their available) Max 12
sphere of influence. They will learn fundamental Delegates

communication & interpersonal skills, how to read body
language and tactics, bargaining and inventive solutions to
enable them to negotiate effectively.
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Managing Customer

Working on the frontline and having contact with the

1/2 Day

Starting from

Care and Conflict general public is one of the most difficult roles in any £400
organisation. Ambassadorial staff requires the very best of Min 2
training to carry out their role effectively and efficiently both Max 10
in terms of customer care and managing potential Delegates
complaints and conflict.
COMPUTING
Note: Laptops can be hired out at £20 per day for any Microsoft Training course below if required
Microsoft Office: Creating a new spreadsheet, Using the ribbon, Moving around 1 Day Starting
Excel the workbook, Entering data, Keyboard shortcuts, Formatting from £700
Introduction cells, Widen columns, Inserting/deleting rows/columns, Min 1
Hide/unhide rows/columns, Freezing headings, Basic formulae Max 10
and functions , Using brackets, Printing gridlines, Printing and Delegates
saving spreadsheets, Adding comments & Creating charts.
Microsoft Office: Using more advanced formulae to save time, Using dates/times 1 Day Starting
Excel functions, Joining text cells, Password protection, View multiple from £700
Intermediate worksheets and link data, Pivot tables and charts, Sorting & Min 1
Filtering Max 10
Delegates
Microsoft Office: Data validation, Subtotalling, Consolidating data from multiple 1 Day Starting
Excel Advanced sheets, Advanced filtering, And/not/or functions, Macros, from £700
Nested ‘if’ statements, Conditional formatting, Auditing, Tidying Min 1
up the database, Scenarios & Goalseek. Max 10
Delegates
Microsoft Office: Mail: Sending, receiving, replying and forwarding emails, 1 Day Starting
Outlook configuring the Outlook window, managing Attachments, from £700
read/delivery receipts, Email signatures, Setting an out of office Min 1
message, Voting buttons and tracking replies, Advanced Max 10
settings, Creating and managing rules, Creating and maintaining Delegates
email groups, Tasks & Creating and maintaining task lists.
Calendar: Creating/deleting/amending/moving appointments,
Recurring appointments, Colour coding appointments, Inviting
others to meetings, Tracking replies, Amending meetings and
keeping colleagues informed, Viewing colleagues’ calendars,
Free/busy searches, Contacts, Creating and maintaining
contacts.
Microsoft Office: Creation: Create a new presentation from scratch, 1 Day Starting
Powerpoint Control the placement of objects on the slide, Enhance from £700
Introduction text/objects using formatting techniques, Insert media such as Min 1
videos / photographs / clipart / logos, Add charts to the Max 10
presentation. Delegates
Design: Apply design templates to the presentation, Use special
effects and timings, Add WordArt, Rearranging slides, Hiding
slides/deleting slides, Adding speaker notes, Add tables,
Optimising the content for the audience’s benefit.
Microsoft Office: | This workshop covers: Adding multi-level bulleted lists, Adding 1 Day Starting
Powerpoint shapes, Change the order of objects on the slide, Create custom from £700
Intermediate slide shows, Advanced animation effects, Using SmartArt for Min 1
organisation charts/flowcharts etc, Animating graphs and Max 10
SmartArt, Using Autocorrect, Using Master Slides, Using Delegates

hyperlinks, Enhancing charts & Optimising the content for the
audience’s benefit.
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Microsoft Office: Working with Tasks: Entering tasks and setting properties, 1 Day Starting
Project Working with task durations, Creating Milestones, Recurring from £700
Introduction Tasks, Task Information & Task Notes, Linking and unlinking Min 1

tasks, Splitting tasks, Setting deadlines and constraints, Task Max 10

Calendars. Delegates

Working with Resources: Creating a resource sheet, Entering

resource availability, Assigning work and material resources,

Entering Costs

Working with the Project Database: Using the common views,

Using split views, Using tables, Sorting information, Using filters

& The Critical Path

Update and View Progress: Updating Tasks, Resources & Costs,

Checking duration, cost & work variance, Project statistics

Working with Reports: Choosing a report, Using report details,

Sorting a report
Microsoft Office: | This workshop covers all the basic functions of Publisher: The 1 Day Starting
Publisher Publisher Screen, The menus & Mini-Menus, Toolbars and from £700
Introduction Toolbox, Copying, Cutting and Pasting, Selecting Objects, Undo Min 1

Creating a Publication, Saving a Publication, Printing a Max 10

Publication, Using Help, Page Setup, Guides & Rulers, Delegates

Background Pages, Importing Graphics, Drawing, Formatting

Shapes, Layering and Grouping shapes, Wrapping Text around

Graphics, Working with Text, Formatting Text Frames, Using

Styles & Tabs, Indents, Bullets & Numbering, Checking your

Spelling, Using Autocorrect, Text Flow, Using Tables, Adjusting

Columns and Rows, Formatting a Table, Deleting a Table
Microsoft Office: Creating and saving a new document, Printing, Finding things on 1 Day Starting
Word the ribbon, Moving around the document, Entering data, Finding from £700
Introduction and replacing text, Cut, copy and paste, Changing text case, Min 1

Keyboard shortcuts, Inserting pictures and clipart, WordArt, Max 10

Page borders, Bullet points and numbering, Creating tables. Delegates
Microsoft Office: Working with templates, Working with styles, Creating a table of 1 Day Starting
Word contents, Headers and footers and working with sections, Page from £700
Intermediate numbering, Navigating around long documents, Working with Min 1

pictures and shapes, Using autotext, Using SmartArt, Using track Max 10

changes, Hyperlinks Delegates
Microsoft Office: Creating a mail merge, Envelopes and labels, Emailing a mail 1 Day Starting
Word Advanced merge, Creating and using forms, Book marks, Cross- from £700

referencing, Footnotes and endnotes, Indexes, Captions, Min 1

Citations and bibliographies, Comparing documents & Macros Max 10

Delegates
I

SIDHIL

NI Sighil Ltd is one of Europe’s foremost manufacturers of hospital and home health care furniture and
accessories. Following the recent staff appraisals, the company identified some members of their 200 staff who would
benefit from training on Microsoft Excel.

Sidhil’s Managing Director James Ibbotson was impressed with the positive outcome and increases in productivity that
became evident following the first few sessions and HR Manager, Nicola Wright, was delighted with the extremely positive

feedback she had from all the attendees. The staff were genuinely enthused by the training received and all have agreed that

the trainer had fantastic delivery style, was down to earth and conducted all sessions with good sense of humor. Some
delegate comments were:

“The course was well planned and presented and suited to both individual and group requirements”

“Pve learnt more than | imagined. I'll use everything I’'ve learnt. You’ve given me my life back — saving so much time!”
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THE NETWORK ACADEMY C

The Network Academy provides first class network-related training for professionals. It specialises in

premium industry certificates from top vendors in the IT market place and has industry standard

equipment.

The Network Academy is authorised to run official courses from: Cisco® Microsoft® Linux®

CompTIA®

It also has an on-site Pearson Vue testing centre and can develop bespoke courses for businesses.

Microsoft 410: This course is part one in a series of three that provides the skills | 12 evening £500pp
Installing and and knowledge necessary to implement a core Windows Server sessions
Configuring 2012 infrastructure in an existing enterprise environment. (3hrs /
Windows MCSA Covers Active Directory, IPv4. DHCP, DNS, IPv6, local storage and week)
Server 2012 file and print services.
Microsoft 411: This course includes configuring and troubleshooting DNS, 12 evening £500pp
Administering maintaining active directory domain services, user and service sessions
Windows MCSA accounts, group policy infrastructure, user desktops and group (3hrs /
Server 2012 policy, remote access, network policy server, network access week)
protection, optimizing file services, encryption and advanced
auditing, server images, update managements and server
monitoring.
Microsoft 412: This course covers advanced features for DHCP, DNS, and IPAM; 12 evening £500pp
Configuring iSCSI, BranchCache and FSRM, also configuring DAC to manage sessions
Advanced Windows | and audit access to shared files. AD DS deployment that includes (3hrs /
MCSA Server 2012 multiple domains, forests and locations. AD CS, AD RMS and week)
Services ADFS deployment, web-based applications, NLB, failover
clustering and Hyper-V virtual machines.
Cisco CCNA 1 - The first of four semesters preparing clients for the official 12 evening £350pp
Introduction to certification CCNA Routing and Switching 200-120. This course sessions
Networks introduces the architecture, structure, functions, components, (3.5hrs/
and models of the Internet and other computer networks. The week)
principles and structure of IP addressing and the fundamentals
of Ethernet concepts, media, and operations are introduced to
provide a foundation for the curriculum.
Cisco CCNA 2 - This semester introduces configuring routers and switches for 12 evening £450pp
Routing and basic functionality. Includes configuring and troubleshooting sessions
Switching routers and switches, resolving common issues with RIPv1, (3.5hrs/
Essentials RIPv2, single-area and multi-area OSPF, virtual LANs and inter- week)
VLAN routing in both IPv4 and IPv6 networks
Cisco CCNA 3 - This semester includes an introduction to scaling networks, LAN 12 evening £450pp
Scaling Networks redundancy, link aggregation, wireless LANs, adjusting and sessions
troubleshooting single-area OSPF and multi-area OSPF; EIGRP (3.5hrs/
and EIGRP advanced; configurations and troubleshooting, 10S week)

images and licensing.
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Cisco CCNA 4 — This final semester covers hierarchical WAN design, 12 evening £450pp
Connecting frame relay solutions, broadband solutions and the sessions
Networks implementation of secure site to site communication. Clients (3.5hrs/
will learn to use Cisco command-line interface (CLI) commands week)
to perform network trouble shooting. They will also understand
the processes and software used to monitor network
performance.
Cisco CCNA Security | The CCNA Security course covers secure network infrastructure, | 14 evening £600pp
understanding core security concepts, managing secure access, sessions
VPN encryption, firewalls, intrusion prevention, web and email (3.5hrs/
content security, and endpoint security. It prepares for the new week)
210-260 Implementing Cisco Network Security exam.
Cisco IT Essentials Cisco IT Essentials provides an introduction to the technical skills | 12 evening £350pp
required by entry-level ICT professionals. It covers the sessions
fundamentals of computer hardware and software as well as (3.5hrs/
advanced concepts such as security, networking, mobile week)
technologies and the responsibilities of an ICT professional.
Cisco ICND1 CCENT validates the ability to install, operate and troubleshoot a 5 days £500pp
small enterprise branch network, including basic network
security. It is the first step toward achieving the CCNA, which
covers medium-size enterprise branch networks with more
complex connections. Prepares for the latest Cisco ICND 1 100-
105 exam
Cisco ICND2 The CCNA Routing and Switching validates the ability to install, 4x 12 week £500pp
configure, operate, and troubleshoot medium-size routed and evening
switched networks. Each CCNA course comprises of course
approximately 50% practical skills and 50% theoretical
knowledge. The curriculum includes Cisco switches, routers,
basic mitigation of security threats, introduction to wireless
networking concepts and terminology, and performance based
skills. Prepares for the latest Cisco ICND 2 200-105 exam
Linux Essentials This course covers the fundamentals of the Linux operating 12 evening £350pp
system and command line. The goal of this course is to provide sessions
clients with a “starting place” for learning the Linux operating (3hrs /
system. It covers basic open source concepts, how Linux is used week)
and the basics of the Linux command line. Prepares for the LPI
Linux Essentials Professional Development Certificate.
Microsoft 697-1 - Installing and Configuring Windows 10 5 days £500pp
Installing and
Configuring
Windows 10
Microsoft 697-2 — Deploying and Managing Windows 10 using enterprise services 5 days £500pp

Deploying and
Managing Windows
10 Using Enterprise
Services

Note: The Network Academy also offers Cisco CCNP T-Shoot, Cisco CCNP Switch, Cisco CCNP Route,
Linux+ / LPIC (Sem 1 to prepare for LPI Level 1 Exam 101), An Introduction to TCP/IP, Configuring Cisco

ASAs.
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FINANCIAL SKILLS

t This vocational course provides the knowledge and skills to Part Time £1,370pp
aa perform the tasks demanded by roles in accounting and
AAT Level 2 finance. Plus AAT
Certificate in o . . Membership
Accounting & Th_rou_gh studying five core modules you will develop practical
skills in:
9 Preparing and recording financial documentation
9 Principles of recording and processing financial
transactions
9 Maintaining and reconciling the cash book
Processing ledger transactions and extracting a trial
balance
9 Basic principles of costing
 Computerised Accounting
aat Through studying seven core modules you will develop the Part Time £1,990pp
following competencies:
AAT Level 3 f  Extending the trial balance Plus AAT
Diplomain _ f  Accounting for fixed assets Membership
Accounting C 9 Preparing final accounts for sole traders
9 Preparing final accounts for partnerships
9 Providing cost and revenue information
9 Preparing and completing VAT returns
I Professional ethics
9 Spreadsheet software
aat Through studying four core modules and two option modules Part Time £2,100pp
you will develop the following competencies:
AAT Level 4 1 Drafting financial statements Plus AAT
Diplomain {1 Drafting budgets Membership
Accounting C 9 Measuring financial performance
9 Evaluating accounting systems
I Control of debt and credit
Calculating personal taxation
9 Calculating business taxation
Internal Control and accounting systems
I Cash Management
Finance for This course will help those who have moved into or are looking 1 Day Starting from
Non-financial to progress to managerial positions to develop knowledge £700
Managers around an understanding of budgeting; variance analysis and Min 1
performance measures including an understanding of ‘value Max 10
for money’ of different expenditure and produce cost benefit Delegates
analysis.
Management Too often businesses tick along without really understanding 1 Day Starting from
Reporting how they are performing other than via the bank balance. This £700
workshop is designed to help you clearly see what key Min 2
performance indicators should be developed, which areas Max 10
should be discussed at management meetings and how to use Delegates

the information with the workforce to engage, develop and
grow.
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FIRSTAID 7%
Approved HABC Centre
HABC Emergency This qualification is suitable for anyone in the workplace. 1 day £70pp
First Aid at Work Topics include: Understanding the principles of health and (textbook,
(Level 2) Cc safety and accident prevention, Ability to contribute to any VAT & exam
health and safety management system, Understand the included)
importance of risk assessment as a technique for accident and
ill health prevention, Understand the responsibilities placed on
employers and employees, Understand the hazard, risk and
main causes of harm to workers (manual handling, hazardous
substances, exposure to noise and vibration), Understand the
importance of following systems, procedures and rules,
Understand how individual action can reduce risks to health
and safety, Appreciate how workplace equipment and task
design affect health and safety.
HABC First Aid at Ideal for anyone in the workplace who is required to re-fresh 1/2 Day £35pp
Work — Annual their first aid skills. (VAT
Refresher C Included)
HABC First Aid At This accredited qualification is ideal for those already working 3 days £210pp
Work or preparing to work within industry wishing to become a First (textbook,
(Level 3) Cc Aider in the workplace for the purposes of the Health and VAT & exam
Safety (First Aid) Regulations 1981 and the Health and Safety included)
(First Aid) Regulations (NI) 1982. The topics covered include:
the roles and responsibilities of the First Aider; assessing an
incident, recognising signs and symptoms of injury and illness,
assisting a casualty who is suffering from major injury and
iliness, chest injuries, spinal injuries and anaphylaxis.
HABC First Aid At This accredited qualification is ideal for those needing to 2 days £140pp
Work requalify who are already working or preparing to work within (textbook,
(Level 3) - industry wishing to become a First Aider in the workplace for VAT & exam
Requalification c the purposes of the Health and Safety (First Aid) Regulations included)
1981 and the Health and Safety (First Aid) Regulations (NI)
1982.
HABC Paediatric This two-day paediatric first aid course focuses on emergency 1 week £140pp
First Aid (Level 3)é scenarios that face those looking after young children and (for 2 (textbook,
infants, including day nurseries, private nursery schools, pre- days) VAT & exam
schools, before and after school clubs for children in the early included)
years age group, child minders and carers of children at home.
The paediatric first aid course meets the Ofsted Early Years and
Childcare Register requirements.
hartered
E;;\;I:F.DI:]‘;F‘:;HTZG'\
Health
FOOD SAFETY CIEH Registered Centre
CIEH Food Designed for anyone working in a catering setting where food is 1 day £70pp
Safety in prepared, cooked and handled. (textbook,
Catering VAT & exam
(Level 2) C included)
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CIEH Particularly relevant for those who have to develop or monitor 3 weeks (1 £295pp
Supervising HACCP based food safety management procedures and systems. day / week) (textbook,
Hygiene Anyone working in a supervisory position in the food business is VAT & exam
(Level 3) Cc not only responsible but also accountable for food safety. It is included)

therefore vital they are equipped with both the knowledge and

confidence to do their job effectively.
CIEH Managing | Pre-requisite is Level 3 Supervising Hygiene 6 weeks (1 £675pp
Food Safety in This accredited qualification meets the catering industry’s need day / week) (textbook,
Catering Award | for a high level practical qualification with external accreditation. VAT & exam
(Level 4) Cc This course is ideal for owners or managers of catering included)

businesses, trainers, supervisors and those who monitor and

audit food safety systems.

Chartered TN
iosh
HEALTH & SAFETY CIEH Registered Centre . nebosh

CIEH Managing | This course provides an understanding of health and safety that 1day £70pp
Safely in the will enable participants to contribute to any risk assessment based (textbook,
Workplace health and safety management system. It is aimed at anyone in a VAT & exam
(Level 2) C work environment. included)
I0SH Managing | IOSH Managing Safely introduces managers, at all levels, to the 4 weeks (1 £550pp
Safely C different aspects of managing safety and health in the workplace. day/

It provides the knowledge and understanding to manage the week)

health and safety issues within their responsibilities and reinforces

why good health and safety is essential to performing their roles

successfully. This course is suitable for all industries and types of

organization.
NEBOSH Fire The NEBOSH Fire Certificate is ideal for managers, supervisors or 6 weeks (1 £660pp
Safety & Risk employees who need to ensure that their organization meets its day/
Assessment C responsibilities under fire safety legislation week)
NEBOSH The NEBOSH Health and Safety at Work Qualification is a basic 14 weeks £1155pp
National safety training course offering a thorough introduction to health (1day/
General and safety principles and practices in the workplace. With no week)
Certificate prerequisites, this course is suitable for supervisors, team leaders,
(Health and HR managers, facilities managers, those who work with young
Safety) C people and those interested in pursuing a health and safety career.
NEBOSH The NEBOSH National Diploma in Occupational Health and Safety 12-13 £4000pp
National is the leading qualification for UK health and safety practitioners. It | weeks (1
Diploma builds on the knowledge gained at Certificate level and is designed day/
Units A-D C for those seeking a successful long-term career as a health and week)

safety professional.
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MANAGEMENT & PROFESSIONAL DEVELOPMENT

Coaching & Mentoring

Coaching for This course aims to give Managers the skills to effectively use 1 Day/ Starting from
Managers coaching in the workplace. Topics covered include: 2 Days £700 per day
understanding coaching, coaching models, questioning and Min 6
listening skills and communication. Max 15
Delegates
Coaching Skills for Managing performance is often one of the most daunting 1 Day/ Starting from
Managing responsibilities a Manager can face. This course aims to give 2 Days £700 per day
Performance Managers the ability to use coaching skills to manage Min 1
performance and get the best out of staff. Max 25
Delegates
Mentoring Skills Mentoring younger members of staff to transfer knowledge 1 Day/ Starting from
and encourage them to grow in their role by developing their 2 Days £700 per day
skills can be extremely rewarding. This course will enable you Min 8
to understand the fundamentals of mentoring and how it can Max 12
align with the vision of your organisation and plan effective Delegates
mentoring sessions to support new or younger employees.
Businesses taking on Apprentices may benefit from
mentoring courses.
Conflict Management
An Introduction to This “hands-on” workshop aims to introduce mediation 1 Day Starting from
Mediation techniques to your business to help staff embrace the culture £700
of mediation and help the business save costs, in terms of time Min 3
& money, often associated with contract negotiations, disputes Max 10
and other staffing issues. Delegates
Conflict to If you need to improve working relationships in your business 1 Day plus 3 £2550
Collaboration then this course is for you. Understanding how to identify and 1/2 Days Min 4
address potential conflict issues earlier and dealing with these Max 8
through better communications is the key to improving Delegates
performance of staff.
Motivational Applying some science and theories around motivation and 1 Day Starting from
Interviewing and conflict this course aims to improve the skills of staff in relation £700
Handling Difficult to motivating, supporting and handling difficult conversations Min 8
Conversations with colleagues or team members. Max 12
It uses a combination of advanced questioning and listening Delegates
techniques, an introduction to NLP to demonstrate the key
elements of body language and interactive preference
mapping to highlight empathy and resistance behaviour etc.
Thomas Kilmann An interactive course discovering what your “mode” is when 1 Day/ £200pp
Instrument (TKI) you are in conflict. Find out what behaviours are attached to 1/2 Day £150pp
each mode and how to choose the best course of action in a (Additional
given conflict situation in order to resolve it. Create an action £100 flat fee
plan for you and your team. Includes online questionnaire, applies for
individual reports, and hand-outs. Coaching Sessions also less than 8
available to support this training for an additional cost. delegates)
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Human Resource Management

The Certificate in HR Practice (CHRP) provides a firm 30 weeks £1,450pp
ClPD foundation in all the areas of HR, as well as an understanding
of HR in a business context. It will help students develop
CIPD Level 3 pracfclcal, relevant skills and a.bove all, will give them the
g . confidence to be more effective at work.
Certificate in
Human Resources
Practice C
This programme will give you a broader perspective of the 29 weeks £1,750pp
CIPD Level 5 e . . . . .
Certificate i organisational issues facing HR professionals. Whilst enhancing
ertiticate in your ability to evaluate the effectiveness of different HR
Human Resource . . . .
v models and practices in a variety of areas you will also develop
Management C . . . . .
effective planning, analytical and problem solving skills.
The Certificate in Learning and Development Practice (CLDP)
provides a firm foundation in all the areas of Learning and 31 weeks £1,950pp
CIPD Level 3 . L .
. ) Development (L&D), including its impact on business
Certificate in L . . . .
Learning and sustainability. It will help you develop essential skills and give
earning a x you the confidence to be more effective at work and add value Plus CIPD
Development C . . .
to your HR or training function. membership
All courses lead to Associate Membership of a CIPD. & book costs
Dealing with Ideal for small businesses without a full HR team, aspiring or 1/2 Day Starting
Difficult Employees | new Managers who are unsure how to tackle issues including from £400
sickness, misconduct, lack of motivation. Min 1
Max 12
Delegates
Employability Skills | This course is perfect for businesses facing change or 2 Days Starting from
—CV, Cover Letters, | restructure by helping to support displaced staff with the £700 per day
Searching process of applying for jobs. Min 2
Techniques and Max 12
Interview Skills Delegates
HR for Non-HR This workshop looks at HR functions, recruitment, training and 1 day Starting
Managers employee relations. from £700
It is ideal for smaller businesses which may not have a Min 5
dedicated HR Team. Max 12
Delegates
Recruitment & This course looks at how to develop job specifications, 1 day Starting
Selection shortlisting, interview techniques and inducting new from £700
employees. Min 5
Max 12
Delegates
Reward & This short course will help Managers and Team Leaders to 1 day Starting
Recognition understand how to motivate and engage their staff. from £700
Min 5
Max 12
Delegates
Leadership & Management Skills
Building Resilience for | It’s important for Managers / Leaders to have the skills to 1 Day Starting from

Managers and
Leaders

build resilience and manage stress within their teams. You
will learn to understand why resilience is important, spotting
and managing stress, leading through change, dealing with
conflict.

£700
Min 6
Max 15
Delegates
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. The Level 2 Certificate in Team Leading is designed for Flexible £695pp + CMI
practising or aspiring team leaders who wish to develop their Registration
CMl el o | team leading skills and knowledge.
Institute
CMI Certificate in Team Candidates choo§e three ynits (from a.b_roa.d range) to study
Leading (Level 2) & an.d be assessed in to achieve the qualification.
Min age 18yrs
. This qualification is offered at Award, Certificate and Diploma Award Award
levels and is aimed at current and aspiring supervisors and Flexible £450 + CMI
CM' Choriored first line managers who have responsibility for a specific area Registration
™ | within an organisation. The course is designed to build upon Certificate Certificate
CMI Award in First and develop existing management experience. Flexible £795 + CMI
tler:leexagagement Candidates choose one unit (from a broad range) to study Registration
and be assessed in to achieve the qualification.
CMI Certificate in First Min age 21yrs
Line Management
Level3C
. The Level 5 qualifications in Management and Leadership are Flexible
designed for practising middle managers and those seeking Award
CMI Choteed higher management positions who want to develop their key £500pp +
Insitute management skills such as managing resources, recruitment cmi
CMI - Award in and information management. Registration
Management and
Leadership Level 5C Candidates choose one unit (from a broad range) to study Certificate
and be assessed in to achieve the qualification. £800pp +
CMI Certificate in cMmi
Management and Min age 21yrs Registration
Leadership Level 5 C
Diploma
CMI Diploma in £1060pp +
Management and cmi
Leadership Level 5C Registration
Developing People Suitable for Team Leaders, Supervisors and Managers this 1/2 Day Starting from
workshop helps to build an understanding of learning styles £400
and motivation in order to identify opportunities for Min 2
workforce development. Max 15
Delegates
Flexing Your We all know that “no size fits all” and this is certainly the case 1 Day Starting from
Leadership Style when it comes to Leadership — but how do you ensure you £700
provide the right style of leadership to motivate each Min 6
individual? Max 12
This course aims to teach Managers (new & old) / aspiring Delegates
Managers how to adapt their leadership style to suit the
individual using directing, coaching, supporting & delegating.
High Performing This course will enable staff to understand the characteristics 1 Day Starting from
Teams of a high performing team and use associated tools and Follow up is £700
technigues to manage their time, ensure effective available Min 3
communication, solve performance problems and deal with Max 8
conflict. Option to include Belbin Team Roles. Delegates
The Intrapreneurial Leaders Development Programme 2 Day
N focuses on leaders and potential leaders to help them create course, £925pp
t.s;) a culture where they can allow the talents, intellect and coaching &
energy of their team to flourish resulting in their organisation lyr
INTRAPRENEUR BY : g mentoring

15|Page employers@leedscitycollege.ac.uk/0113 386 1997 Apri7£d



mailto:employers@leedscitycollege.ac.uk
http://www.leedscitycollege.ac.uk/courses-apprenticeships/departments/management-and-professional/cmi-certificate-in-first-line-management-level-3/
http://www.leedscitycollege.ac.uk/courses-apprenticeships/departments/management-and-professional/cmi-certificate-in-first-line-management-level-3/
http://www.leedscitycollege.ac.uk/courses-apprenticeships/departments/management-and-professional/cmi-certificate-in-first-line-management-level-3/

Intrapreneurial
Leader Programme

becoming more intrapreneurial, innovative and customer
focused.

(Level 3) ILM
endorsed
Leadership and Part 1 - Effective & Assertive Communication 1 Day Starting from
Management Skills Discover the skills critical to effective communication, Per Part £700
harness the diversity that exists within your organisation and per day
become empowered to build constructive and beneficial Min 2
work relationships for more productive results. Max 10
Part 2 - Managing Stress & Difficult People Delegates
Become more aware of the causes of stress in your life and
discover how to change behavioural patterns and work
effectively under pressure.
Part 3 - Successful Negotiating & Customer Relations
Learn effective negotiation tools to generate win-win
solutions that benefit both parties concerned and achieve
desired business outcomes.
Part 4 - Coaching & Mentoring for Successful Teams
Create a climate for giving positive corrective feedback whilst
handling difficult responses through effective coaching &
mentoring.
Leadership and This course aims to give the skills required to understand how 1 Day/ Starting from
Management to be an effective leader and manager in the workplace by 2 Days £700
Essentials looking at the difference between leadership and per day
management, leadership styles and models, time Min 2
management, behavioural styles, communication, coaching, Max 15
dealing with conflict and handling tough conversations. Delegates
Leadership Skills with | In order to lead effectively it’s important to understand 2 days Starting from
Emotional Intelligence | yourself, your leadership style and how to manage (Option for £700
relationships through improved communications. You’ll learn | multiple 1/2 per day
the skills to motivate people, build and lead teams, Day Min 2
determine and confirm your vision, control your attitude at sessions) Max 16
difficult times and boost your confidence. Delegates
Leading through Suitable for Supervisors, Managers, Leaders & Project 1 Day Starting from
Change Managers — this course will help you to understand the £700
process of change and how to help people through a period Min 3
of change. Max 12
Delegates
Managing This course is ideal for current leaders and managers and for 1/2 Day / Starting from
Performance / those who perhaps are new to such roles. It will help to build 1 Day £400
Appraisal Skills the skills required to be able to get the best out of people by Min 2
managing their performance positively, objective setting and Max 12
giving constructive feedback. Delegates
An interactive day course discovering personality style in the 1/2 Day £260pp
T context of the workplace team — how do you think and make 1 Day £350pp
\ l decisions? How do you re-charge your energy and how is that Min 4
V different from your colleagues? Learn how to apply your Max 24
mbt| knowledge and create actions to improve your team’s Delegates
productivity. (Additional
Myers Briggs Type Includes online questionnaire, individual profile reports and £100 flat fee
Indicator (MBTI) workbook. applies for
NOTE: A team package is also available less than 8
delegates)
Motivational Skills Starting with the history of motivation and, using case 1 Day Starting from
and Total Employee studies, this course shows how positivity can turn business on £700
Engagement its head by looking at the tools and techniques required to Min 8
Max 12

support people in engagement in business.
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Delegates
People Management, | This course is ideal for current leaders and managers and for 3 Days Starting from
Supervision and Team | those who perhaps are new to such roles. £700
leadership per day
It will build the skills and confidence required to be successful Min 1
in a management and leadership role and to manage and Max 8
motivate and to improve performance through ‘high Delegates
performing teams’ and provide clear leadership.
STRENG TS An interactive talent discovery course. Find out what your top 1 Day/ £215pp
FINDER five strengths are and how to maximize your effectiveness 1/2 Day £160pp
and that of your colleagues in the context of your work team. Min 4
StrengthsFinder TM Learn how your talents work in action and apply them by Max 24
2:0 creating a team action plan. Includes online questionnaire, Delegates
individual reports, and workbook. (Additional
Coaching Sessions of 1 or 2 hours also available to support £100 flat fee
this training for an additional cost. applies for
less than 8
delegates)
Team Leading and Supervisors and team leaders are a key cog in the 1/2 Day Starting from
Supervisory Skills organisation and this course will look at how they lead the £400
team which in turn allows for greater success and Min 1
productivity across the whole company. Max 10
Delegates
The five dysfunctions | An interactive course discovering the 5 principles that make a 1 Day/ £200pp
of a team team strong, healthy and productive. Find out how healthy 1/2 Day £135pp
your team is by filling in a questionnaire. And maximize your Max 4,
productivity by honing the areas where unhealthy behaviours Min 12
have crept in. Find out how to implement a plan to tune your Delegates
team up to maximum health. (Additional
Coaching Sessions of 1 or 2 hours also available to support for £100 flat fee
an additional cost. applies for
less than 8
delegates)
Personal Development
Assertion / This course will give an understanding of what being assertive 1/2 Day / Starting from
Behavioural Skills | is and develop behaviours that will enable clearer 1 Day £400
communication. It includes understanding rights and Follow up is Min 4
responsibilities; how to have your needs met; dealing with available Max 8
difficult situations and specific assertive techniques. Delegates
Creativity, Using KJ analyses, cause and effect, Ishikawa diagrams, Pugh 1 Day Starting from
Innovation, Decision | matrices and other tools to support creativity this course £700
Making and Critical looks at how to make a no-lose decision and encourage Min 4
Thinking lateral thinking. Max 12
Delegates
Effective Meeting We've all sat in endless meetings which last forever and 1/2 Day Starting from
Skills ultimately achieve very little! This course aims to make those £400
a thing of the past by showing how to plan, prepare for, Min 1
organise, structure and control effective meetings even in Max 10
Delegates

relation to difficult meeting situations.

17|Page employers@leedscitycollege.ac.uk/0113 386 1997 Apri7Ed



mailto:employers@leedscitycollege.ac.uk

Managing and This personal effectiveness workshop aims to help individuals 1 Day Starting from
Organising Yourself | improve their personal productivity and achieve objectives. £700
Min 2
Max 16
Delegates
Personal In today’s business climate we sometimes need extra 2 Days Starting from
Development motivation, a confidence boost and a set of skills to help us (Option for | £700 per day
during the economic recovery. This highly-energetic course multiple Min 4
helps you to create a positive mind-set, boost your 1/2Day Max 14
confidence and self-belief, manage relationships better using sessions) Delegates
improved communication techniques, plan tasks to realise
your vision, build & lead teams and control your attitude in
challenging situations.
Stress This course starts with an understanding of what stress is and 1 Day Starting from
Management why it is in our personal and work lives and then looks at how (1/2Day £700
to manage stress using a range of techniques. option also Min 1
available) Max 12
Delegates
Understanding your own strengths, motivations and 1/2 Day £470pp
development areas in depth. Recognise your potential for Min 1
Saville Consulting growth. Max 1
Wave - Delegates
Psychometric
(Individual
Development)
Time Management | Does your time seem to just disappear? This course covers: 1/2 Day Starting from
f  Managing what you do —how to effectively set priorities £400
and plan Min 1
1 Managing the environment — dealing with paper, filing Max 10
and how to cope when the role is more mobile Delegates
1 Managing your communications — listening, handling
phone calls, emails and meetings
I Managing the process of working with others & handling
interruptions
STRATEGIC BUSINESS DEVELOPMENT & PLANNING
Introduction to grant Develop skills to identify grant-funding opportunities, create 1 Day Starting
writing: business & winning project ideas and formulate a grant application. from £700
charities Min 5
Max 25
Delegates
Introduction to public Exploration of how to source opportunities, become tender 1 Day Starting
sector bid writing ready and respond to tenders and practical examples. from £700
Min 5
Max 25
Delegates
Setting up and running | Business planning, idea reviewing and setting up of a social 1 Day Starting
a social enterprise enterprise. from £700
Min 5
Max 25
Delegates
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. The Level 7 qualifications in Strategic Management and Diploma Diploma
Leadership are aimed at directors and senior managers who 36 weeks £1950pp +
CM' Quoiend have the authority and personal inspiration to translate CcMI
Insftute organisational strategy into effective operational Registration
performance.

CMI Diploma in . )

Strategic Management Candidates choo§e two ur'nts (froma b'rc')ad'range) to study

and Leadership (Level and be assessed in to achieve the qualification.

7)C

Practical Management | Introduces attendees to the annual cycle including strategy, 1 Day Starting from

for SME Owners & budgeting, targets, managing people, and sales / marketing £700

Directors plans. Min 1

Max 12
Delegates

Project Management This course includes planning, delivering, monitoring and 2 Days Starting

for SMEs evaluating projects. It’s ideal for SME business owners, from £1400
managers or team leaders. Min 2

Max 12
Delegates

Problem Solving (The People often need help in getting over the many hurdles in 1 Day Starting

World Café and business and we sometimes need support in viewing (1/2 Day from £700

Appreciative Inquiry) challenges as growth opportunities. This course allows you option Min 8
to identify and resolve a compelling business or question. available) Max 12
By integrating the ‘whole’ team in a fun-based innovative Delegates
session you can find the root cause and plan the actions to
put the problem to bed. Either World Cafe or Appreciative
Inquiry would be used as mechanisms.

Process Improvement | This course provides an awareness of the various tools, Up to 5 Half Starting
techniques and methodologies that can be employed to Day Sessions from £400
help you identify and resolve process-related problems. per Session
From the simple process mapping methods through to Min 4
cause and effect, Ishikawa, and other robust tools. You will Max 12
explore the principles of Lean, Kanban, Kaizen and 5S and Delegates
have the opportunity to use these in your business.

Strategic & Business This course will enable your business to develop a strategic 1 Day/ Starting

planning plan for your organisation to achieve business aims. It will 2 Days from £700
help you to understand key terms, planning tools and per day
techniques & how to involve people in your organisation in Min 1
this process. Max 25

Delegates

Strategic Development | Introduces the 10 Step approach to strategy development 1 Day Starting

& Business Planning and involves attendees applying it to their own business. from £700

for SME Owners and Min 1

Directors Max 12

Delegates

Succession Planning One of the tasks many companies fail to do effectively is 1 Dayand 3 £2550

develop succession plans. 1/2 Days Min 1
. . ) . , Max 6
This course will enable Senior Managers to Identify possible Delegates

successors, competencies of training and development, the
best approach for your company and how this links to
overall workforce development.
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LAW

g Practising Fellows of The Chartered Institute of Legal Executives 2 Year £1,250pp per
|LEx gumrereomstrure | specialise in a particular area of law which means the everyday year
‘ work of a Chartered Legal Executive lawyer is similar to that of a
CILEx Level 3 solicitor. You have the ability to become a fee-earner on Plus CILEX
Diploma in Law completion of the level 3 diploma and the CILEx programme of membership
and Practice qualifications is the preferred route of many to becoming a & Book costs
lawyer whilst working and avoiding the cost of studying at
University.
: The CILEX Level 6 Diploma is a two year, executive qualification of 2 Year £1,975pp per
||LEx gueeomsmrore | study. The Level 6 qualification is the second and final level of year
study in order to become a Chartered Legal Executive Lawyer.
Plus CILEX
CILEx Level 3 This course is aimed at those who wish to become a legal membership
Diploma n Law executive but do not hold a qualifying law degree. The level 6 & Book costs
and Practice course is equivalent to an honours degree level.
, The qualification can help you become a Legal Executive lawyer 31 weeks £1,975pp per
|LEx gusrereomstrure | jnstead of becoming a solicitor or barrister through the LPC or year
‘ BPTC.
CILEx Graduate Plus CILEX

Fast Track
Diploma in Legal
Practice

Units of study:

9 Civil Litigation

9 Practice of Family Law
I Client Care Skills

membership
& Book costs

-
# ’: .
¥

“ ROMERO

SURANCE BROKERS ToD

Aiming for Customer Service Excellence!

Romero Insurance Brokers Limited Est.1997 is one of the Top 100 Independent Insurance Brokers in the UK.

They purchased Complaint Handling & Customer Service Excellence for 27 employees. Both training sessions
were a great success! Delegate feedback was very positive: “Really good session involving staff at all different
levels” “l enjoyed the training and got some really good tips!”

Karen Want — Business Support Manager at Romero said ‘We were supported

every step of the way, from helping us to access the funding through to meeting all the learners and
organizing the training sessions. We found the training fit around our business needs and was fantastic

value for money.

And about the Associate Trainer, Karen said ‘Simon delivered a fabulously interactive and fun training
session. The staff were over the moon and have been implementing all the things they learned. We are
absolutely delighted and are keen to get some more training for our other departments.’
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PROCUREMENT & SUPPLY

The CIPS advanced Certificate in Procurement and Supply 25 Weeks £1,250pp
@CIPS Operations is designed to help you develop the capability to (5 modules)
oot carry out purchasing and supply tasks and is ideal for + CIPS
oG Svey individuals new to purchasing or those individuals currently in Membership
CIPS Level 3 Advanced | purchasing who lack formal qualifications.
Certificate in
Procurement and
Supply Operations (o4
The CIPS Diploma in Procurement and Supply is designed for 10 Weeks £495 per
those individuals with experience in Procurement who wish to module (5
@S!P§ gain additional specialist skills and gain an internationally compulsory
S recognised qualification. modules)
CIPS Level 4 Diploma It focuses on how organisational procedures and processes + CIPS
in Procurement & perform in procurement and supply, including negotiating, Membership
Supply (o} planning, risk management, supplier and contract & Books
management.
The CIPS Advanced Diploma in Procurement and Supply is 6 Weeks per £495 per
@CIPS designed for those individuals with experience in Procurement Module module (3
iy who wish to gain additional specialist skills and gain an core units
Frocsunca Sye internationally recognised qualification. The course focuses on and 2
CIPS Level 5 Advanced | the expertise and skills needed to improve organisational optional
Diploma in procurement and to fulfil organisational objectives. It further modules)
Procurement & develops the knowledge base to reduce cost, improve quality, + CIPS
Supply C manage the supply chain and deal with legal issues. Membership
& Books
The CIPS Professional Diploma in Procurement and Supply is 10 Weeks £520 per
QCIPS designed for those individuals with experience in Procurement Part Time module (5
e 4 who wish to gain additional specialist and strategic skills and modules) +
oG Svey gain an internationally recognised qualification which gives £10 College
CIPS Professional full membership of the institute and the right to use MCIPS Registration
Diplomain letters after your name. + CIPS
Procurement & . . . Membership
Supply (Level 6)C The course is tér.geted at building str:':rfeglc procurement & Books
competence, giving managers the ability to formulate
strategic direction and advice, in terms of change
management, stakeholder management and team leadership.
EDUCATION & TRAINING
Train the Trainer | Learn how to effectively train others. Develop the key components 1 Day/ Starting from
of a successful training programme. Understand key learning 2 Days £700
styles and how to tailor your resources and delivery. Min 1
Max 25
Delegates
L3 Award in A 12 credit initial teacher training course that covers the basic 12 weeks £500pp
Education and taxonomy of issues relating to teaching, learning and assessment (option to
Training in the post-14 sector. condense the
(formerly known course for
as PTLLS) C on-site
delivery)
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L4 Certificate in A 36 credit initial teacher training course that covers the basic 22 Weeks £1517pp
Education and taxonomy of issues relating to teaching, learning and assessment
Training in the post-14 sector. Candidates will need to undertake 30 hours
(formerly known | of teaching practice in a post-14 learning environment throughout
as CTLLS) C the duration of the course. The L3 Award in Education and Training
(formerly known as PTLLS) is not a pre-requisite and is embedded
in the course.
Understanding (Unit 1) The aim of this unit is to assess the Trainee Assessor’s leo workshop £300
. e . .. . classes In
the Principles knowledge and understanding of the principles and practices that | cqjege. The
and Practices of underpin assessment. rest is delivered
Assessment on a one to one
basis at a time
Itis particularly useful for those people who do not currently have | ang place to
any candidates to assess. To achieve this qualification, you need suit you.
to complete an assignment and undertake professional discussion
with your assessor.
Level 3 Award in | (Unit 1 & 2) This qualification is for people who assess TIWO workshop £600
. . . . classes In
Assessing occupational competence in a work environment. College. The
Competence in rest is delivered
the Work You will use a variety of assessment methods including ggs?sogteat‘t)in?e‘e
Environment observation, review of product evidence and oral questioning to and place to
assess relevant criteria. suit you.
Level 3 Award in | (Unit 1 & 3) The aim of this unit is to assess the Trainee Assessors’ IIV;’;’S"ej’gri‘:‘Sh"p £600
Assessing performance in assessing vocational skills, knowledge and College. The
Vocationally understanding in environments other than the workplace — for rest is delivered
Related example workshops, classrooms and other training environments. | 0" @one to one
A basis at a time
Achievement and place to
You will use a variety of assessment methods including simulation, | suit you.
skills tests, oral and written questions, assignments, projects, case
studies.
Level 3 (Unit 1, 2 & 3) This qualification is for people who assess both T"g’a‘é"s‘g'ﬁz"p £900
Certificate in occupational competence in a work environment and in the College. The
Assessing classroom or simulated environment. It combines all the rest is delivered
Vocational requirements outlined in the 3 qualifications above. on a one to one
. basis at a time
Achievement and place to
suit you.
Level 4 Award in | (Unit 1) The aim of this unit is to assess the knowledge and Two workshop £300

Understanding
the Internal
Quality
Assurance of
Assessment
Processes and
Practices

understanding a learning and development practitioner requires
for the internal quality assurance of assessment. This unit is
suitable for anyone wishing to gain knowledge about internal
quality assurance. For example, teachers, tutors, trainers,
programme managers, course leaders or staff working in quality
departments both in private training organisations and colleges of
further education.

These qualifications will be required for:

 Assessors and verifiers involved in National Vocational

Qualifications (NVQs) for the next three years. Those who
deliver these qualifications will need to be qualified to meet
the requirements of the NVQ Code of Practice and Sector Skills
Councils assessment strategies.

I Assessors and quality assurance staff who deliver QCF

qualifications that use the term ‘NVQ’ in their title will also
need these qualifications.

classes in
College. The
rest is delivered
on a one to one
basis at a time
and place to
suit you.
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Level 4 Award in | (Unit 3 & 4) The aim of this unit is to assess the performance of a T":’:?a‘é\’soéls‘sirr]‘of’ £600

the Internal learning and development practitioner with responsibility for the College. The

Quality internal quality assurance of assessment. This unit is suitable for rest is delivered

Assurance of those who have responsibility for the internal quality assurance of %gsaisogte;;i%';e

Assessment assessment. It would be helpful for any teacher, trainer or course and place to

Processes and leader, to aid understanding of internal quality assurance suit you.

Practices processes.

Level 4 Award in | (Unit 5) The aim of this unit is to support and lead a team of T"(‘;?awoéki?z"p £300
. . . . SSes |

Leading the assessors/teachers/trainers to ensure that everyone is working to College. The

Internal Quality
Assurance of
Assessment
Processes and
Practices

the same standards. Lead standardisation activities and meetings
and to aid understanding of internal quality assurance processes.

rest is delivered
on a one to one
basis at a tine
and place to
suit you.

Looking to take on an Apprentice?
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Apprenticeships & Advanced Apprenticeships are

offered throughout the year in a wide range of
sectors including: The Arts / Business Services /
Care / Engineering & Production
/ Hair & Beauty / Hospitality & Catering / IT

Teaching & Learning

0113 386 1997 / 0113 308 7971

/ Manufacturing / Motor Vehicle / Sport & Leisure /
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Apprenticeships & Commercial Training
Printworks Campus

Hunslet Road

Leeds

LS10 1J)Y

T: 0113 386 1997 Option 1 (Employers)
E: employers@Ileedscitycollege.ac.uk
@TheGrowCafe @Apprenticeleeds

Network Academy
Technology Campus
Cookridge Street,
Leeds,

LS2 8BL

T: 0113 386 1980

E: networkacademy@Ieedscitycollege.ac.uk

www.networkacademy.co.uk
@NetworkAcademyl

<

LEEDS CITY

The information in this leaflet is, as far as possible, accurate at the time of publication but is subject to change for
unforeseen reasons at the College’s absolute discretion. Leeds City College reserves the right to amend, withdraw,
cancel, alter or amalgamate any or part of the programme, locations, facilities or costs at any time.

COLLEGE grow is part of the Leeds City College Group
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