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European Computer Driving Licence

ECDL Essentials


	For more information, contact:

Havercroft and Ryhill Community Learning Centre, Mulberry Place, Ryhill, Wakefield

WF4 2BD

Tel 01226 727824

e-mail info@havercroftcentre.com
www.havercroftcentre.com

	Thursday 12.30 – 3.30 starting September 2009

Monday 12.30 – 3.30 p.m. starting April 2010


	

	Who is this course for?

	· People who already possess IT User skills

· People who have already gained a CLAiT qualification (at least 3 units), or equivalent and who wish to go on to gain a further qualification for employment or other purposes.

· People who want to learn about IT User Fundamentals, Internet, Email and Security for IT Users.

	What will I learn?

	The course is split into 3 units. The units make up the BCS ECDL Essentials qualification that has been designed to give users a basic introduction to computing with relevant skills in using the basic tools required for an IT user today:

You will learn about:

IT User Fundamentals

· Log on to the computer with a username and password.  

· Use help functions.  

· View computer basic system information. 

· Understand file management and storage media.  

· Manage printing and recognise health and safety issues. 

Internet and Email

· Understand what the Internet is and security issues.  

· Use searching techniques and fill in on line forms.

· Understand the concept and terms of email.  

· Beware of security considerations.

· Send and receive email messages.  

· Organise email messages.

Security for IT Users

System Performance Security – dealing with unwanted messages, understand what malicious programs are, having an awareness of infiltration (hackers and hoaxes) and have an understanding that information can be at risk from unauthorised access.

	How will I learn?

	Tutor-guided hands-on use of different computer applications in a classroom setting.

	How long is the course?

	36-hour course over 12 weeks.

	How much does it cost? 

	Please contact your centre for course fees.  Fees include your registration and examination fees and all course materials.

Courses are free if you claim certain benefits.

	Are there any entry requirements?

	You will have some Level 1 IT User skills. You may have gained your IT skills informally by regularly using a PC at home or work. 

Please show any IT User Certificates to the centre staff when you enrol. If you do not have a formal qualification, but you regularly use a computer, please ask to speak to an IT tutor for enrolment advice.

	What to expect from the course?

	

	What happens in the first class?

	The first class will include enrolment information and advice based on your existing IT skills, together with an induction to your learning centre and course.

	What are the teaching and learning methods?

	

	Is there a need for additional work outside the class?

	You will need to practise your IT skills between classes.  You can practise on your own PC if you have one, or on a public access PC at any Library in the District.

	How is learning assessed?

	You will be registered for the British Computer Society (BCS) – ECDL Essentials (European Computer Driving Licence) Certificate for IT Users at Level 1.

Each unit will be assessed by means of a BCS-set test.

Test papers are marked by the tutor, you will normally have results and feedback within 2 weeks of the test date.

Candidates who complete this qualification will obtain an ECDL Essentials certificate which will also be a level 1 award qualification.

	What extra help is available?

	Support with English and Maths is available through our network of literacy and numeracy workshops, along with general study skills support through our Study Skills Workshops. If you feel you may need extra help because you are disabled or have a learning disability, please discuss this with the centre organiser before the start of the course; more information is available in our disability statement.

	Recognising and Recording Progress and Achievement (RARPA)

	All ACES programmes work to the RARPA quality standard. This means that your tutor will: (1) set clear programme aims; (2) find out what you already know and what you want to achieve; (3) work with you to agree learning outcomes for you; (4) assess your progress during the course and give you feedback on this; (5) assess your achievement with you at the end of the course. Your tutor will explain this more fully during the course.

	Additional Information

	You are expected to attend a minimum of 80% of classes.

	Where next?
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Successful completion of ECDL Essentials will give you the IT skills you need to move on to ECDL Extra, Level 2 course for IT Users including word processing, spreadsheets, presentations and improving productivity using IT.

To broaden your business skills we offer the Level 1 Certificate in Administration, Certificates and Diplomas in Text Processing, and Diplomas in Bookkeeping and Accounting using Sage software from Oxford Cambridge and RSA Examinations (OCR).  We also offer National Vocational Qualifications (NVQs) in Business and Administration and Customer Service from City & Guilds, and in Team Leading from the Institute of Leadership and Management.

ECDL can be used as accredited prior learning for ITQ level 2. Find out more about ITQ by contacting the Manygates Education Centre on 01924 303302. 

Find out more about our other courses by asking at the centre where you are studying.

	We are committed to ensuring that all members of the community have equal access to our programmes and an equal chance to succeed within them. 

The Adult and Community Education Service reserves the right to close or cancel courses at their discretion, owing to for example, unavailability of tutors, facilities, or insufficient enrolment. If an entire course is cancelled, your fee will be refunded in full unless we can offer you a reasonable alternative.
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