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Adult & Community Education Course Information


	Venue
	Day
	Start Date
	End Date
	Start Time
	End Time

	Havercroft & Ryhill Community Learning Centre


	Tuesday
	12/10/10
	12/7/11
	6 p.m.
	9 p.m.

	Level of Study
	Level 2


	No. of weeks
	37



	Hours per week
	3



	Course Fees  
	£196 (You may be entitled to either a free course or support with your fees and other costs.  Please ask at your centre.)

	Additional costs
	All paper will be provided.

You do not need to purchase software

You may be required to buy a text book to accompany the course.

	Qualification aim
	OCR Level 2 Certificate in Bookkeeping & Accounting Skills



	Who is it for?
	The qualification is aimed principally at candidates who have successfully completed the Level 1 Bookkeeping.  It is suitable for those who are already employed in bookkeeping/data processing roles and who wish to develop further knowledge of the principles and practices employed in accounting work.

It is also suitable for those who are studying in preparation for employment in job roles where they will be expected to work autonomously in carrying out accounting tasks.



	Course aims
	· Develop understanding of the principles and practices on which accounting is based

· Develop skill in managing ledgers and processing non-standard transactions

· Develop appreciation of the breadth of accounting activities

· Develop understanding of the importance of accuracy and their skill in using and verifying financial information

· Encourage progression by assisting in the development of the skills and knowledge which students will need to undertake further study.

	Course content
	· Preparing and recording financial documentation

· Maintaining and recording the cash book

· Processing ledger transactions and extracting a trial balance

· Maintaining control accounts

· Maintaining petty cash records

· Maintaining the journal

· Setting up accounting software to manage accounting information (computerised)

· Process routine payments & receipts using a computerised system (computerised)

· Carry out stock control processes using a computerised system (computerised)

	Other information related to the course
	How is learning assessed?

Units are assessed via assignments that are marked by an OCR appointed examiner.

Is there a need for additional work outside the class?

You will need to practice between classes.  Your tutor will give you tasks to do between classes.  Allow 1 to 2 hrs per week.

Attendance
The content of each unit of the course is built up over the weeks.  It is therefore regular attendance is extremely important.  You can you speak to the tutor or centre to discuss before you enrol on the course.


	What do I need to bring?
	Pen, pencil, note paper, calculator, ruler, correction fluid

	Where next?
	The qualification has been designed to provide the underpinning knowledge, understanding and skills required to enable progression to the NVQs in Accounting.

Candidates may wish to broaden their skills by completing an NVQ in Business Administration.



	How to enrol
	Fill in an enrolment form and return to the relevant centre with your payment or proof of benefit.

Alternatively go to the centre to enrol in person.

	Website:
	www.wakefield.gov.uk/education/adulteducation 

	Date  July 2010
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