

Supported by Cumbria County Council


The Creighton Building, Trinity School, Strand Road, Carlisle, CA1 1JB


Tel: 01228 403555 Web: � HYPERLINK "http://www.aecarlisle.com" ��www.aecarlisle.com�  Email: � HYPERLINK "mailto:hbl@trinity.cumbria.sch.uk" ��hbl@trinity.cumbria.sch.uk� 











course information sheet- PLEASE TAKE TO FIRST LESSON


COURSE 





INFORMAT


ION


 


SHEET





Adult Education—Carlisle – Community & Continuing Education Programmes





OCR TEXT PROCESSING Level 1&2


QUALIFICATION COURSE


This is a Government funded course students are required to complete the full 30 week programme





Tutor	 			Dorothy Leyland


Start Date/Time:		Tuesday 14 September 2010 / 7.00pm-9.00pm		


Location:			The Creighton Building, Trinity School, Carlisle


Length: 			30 = 3 terms of 10 weeks


Course & Exam Fee:		Full Fee / Over 60’s: £174.00	Benefits/16-18yrs: £42.00


Payment:		Payable as x £82.00 + 2x£46.00		     	    £42.00


Payment is required to secure your place plus


A £2.00 Centre fee per student each academic year  


Please note: 16-18 yrs pay for the whole year. 


Refunds:			Refunds are only provided if the Centre cancels the course.





COURSE DESCRIPTION


This course runs over a year and enables the students to achieve a Level 1 or 2 Award in Text Processing. The student will learn all aspects of word including some file management achieving a good standard of word processing. The course consists of 2 units, each have a credit value, which can be banked and may contribute to the next qualification at the same level. 





WHO IS THE COURSE FOR?


At Level 1 this course is appropriate for students who wish to prepare for employment in a job that involves text processing or to learn essential skills, knowledge and understanding whilst employed in a modern business environment. At Level 2 it is aimed at students with sufficient skill and knowledge to produce business documents without supervision, those following a programme of study in administration at Level 2 or those employed in a Text Processing or administrative related job role, who wish to further develop skills, whilst gaining a qualification.





WHAT AND HOW WILL I LEARN ON THIS COURSE?


Most of the teaching methods will be workshop based, which includes practice papers and demonstration.  This will include feedback on progress of all aspects of word processing including typing methods and speed.





WHAT CAN I GAIN BY DOING THIS COURSE?


This course will enable the student to achieve a Level 1 or 2 Award in Text Processing (Business Professional).  The Award consists of 2 units; 1 mandatory and 1 optional, which equates to a minimum of 8 credits to give the full Award for Level 1 or a total of 9 credits to give the full Level 2 award.





HOW WILL I BE ASSESSED?


The students will be marked on a weekly basis and feedback and guidance will be given.





WHAT DO I NEED TO BRING? 


No extra material is needed, but a notebook for tips may be useful.





WHERE CAN I GO FROM HERE?


Students can move on to the BCS Level 2 ITQ Certificate (formerly ECDL) or OCR Level 1 Certificate for IT Users (formerly CLAIT).
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