About the college of central London
The College of Central London is one of the best private colleges in London. Established more than 30 years ago, we offer a mix of courses in four main areas of study; business studies, computing, Shipping and Logitics and Facilities Management. An experienced member of staff well qualified in their respective fields heads each specialisation. <br/><br/>
The College of Central London was first inspected by the British Accreditation Council for Independent Further and Higher Education in October and December 2004. BAC's inspectors reported on a satisfactory, good or excellent level of provision in all areas assessed during the inspection. They considered the college to be well-managed and well-resourced. There was a high standard of teaching and all staff showed good support for individual students and sensitivity to their language needs. Helpwith finding accommodation and general assistance in adapting to living in the UK was very thorough.
The College of Central London was awarded accreditation in January 2005 with interim inspections since then. The latest inspection was on 14th and 15th  March 2018. <br/><br/>
Tutors are selected for their qualifications and practical experience to enable the college to offer good quality, classroom-based education. We have a high success rate amongst those who complete a given course. Classes are small enough to enable teachers to relate to students as individuals and large enough to create a vibrant atmosphere. <br/><br/>
As a private college we are able to control our own fee structure and it has always been our goal to offer students quality education at affordable fees. By controlling our own fees we aim to give students value for money when selecting us as their place of learning. <br/><br/>
Students come from all over the world as well as from the UK. Overseas students make up the majority of the student fraternity, adding to a rich and diverse student community, representing some 65 different countries. <br/><br/>
The college is located just East of financial hub of the City of London a short distance from Tower Hill and Aldgate East underground stations in London. We arrange guided tours to special places of interest such as Parliament, the Law Courts and the Stock Exchange. Excursions to other historic places such as Oxford, Cambridge, Stratford-upon-Avon and Canterbury are organised frequently. <br/><br/>
Facilities at the college include areas where students can study or relax during their spare time on the 5th floor break out area where hot and cold drinks are available. <br/><br/>
We are available to help students with problems that arise during their studies and aim to build strong relationships with our students to encourage and maintain a pleasant ambiance. Many of our students return the following year to follow another course. Many more recommend their friends and relations to study with us. <br/><br/>
I look forward to meeting you when you decide to study at the College of Central London. <br/><br/>
<b>Nicolas Kailides,</b> Principal

Business Courses
The increasing competitiveness of Industry and e-Commerce world-wide is leading to business course re-enforcing itself as one of the most dynamic areas of study.<br/>
The demand for knowledge and the understanding of the complex and sophisticated activities of a business manager, has resulted in an ever-growing demand for more vocationally orientated courses. This has been emphasised by a shift in government policy, in most countries of the world, towards further and higher education, which encourages vocational training.<br/>
One of the major organisations in UK concerned with vocational education is BTEC established by the Department of Education then privatised and more recently taken over by Pearson to develop and administer vocational courses.<br/>

Pearson BTEC courses at the college are suited for vocational training with the emphasis on assignments, task work, individual and group presentations and project work. In this way BTEC courses are work related, and aim to assess knowledge, understanding and skills of students on a continuous assessment basis. .<br/>
BTEC courses are highly regarded in UK. The Pearson BTEC Extended Diploma in Business is an entry qualification to degree courses at university, equivalent to three GCE Advanced Level passes. The BTEC Higher National Diplomas and Certificates in Business or Computing are regarded as 1st and second year degree equivalent.<br/>
Professional Development courses in Management are specialist areas of study at level 7, leading to qualifications which can be used for entry with advanced standing to Masters and other postgraduate courses.<br/>
Alternatively there are professional courses examined by institutes in specialised areas of Shipping and Logistics and Facilities Management .<br/>
Most business courses are part-time day courses, with part-time courses in Facilities Management and in some computer courses short courses can be specifically designed for individuals and small groups which can be organised to run at selected times of the year.

302 Pearson BTEC Extended Diploma in Business (180 CREDITS) 

This Diploma is a nationally and internationally recognised qualification and is validated, administered and verified by Pearson BTEC. <br/><br/>

The aim of the Pearson BTEC Extended Diploma is to provide students with a sound, basic business education, suitable for those seeking a range of careers in industry, commerce and public administration and thus enabling them to be more successful when seeking employment. It is a well regarded qualification for entry to university and advanced professional studies. <br/> <br/>

There are different sizes of qualification 30/60/90/120/180 credits. These programmes offered by the college are unique since they are based in a vocational context and this, together with the learning methods utilised, enable students to take an active part in their own learning and research from the business world around them. Course tutors help to generate motivation and self-reliance, which stimulates interest among students as they develop into an active group using their skills to work as a team. <br/><br/>

Students will be assessed on their understanding during the course and will have feedback on assignment submissions. Equal importance will be attached to the credits obtain and the grades obtained. Grades are awarded on the basis of producing a higher level of work based on more detailed research and analysis. All grades are issued by the college and approved by the BTEC Lead Verifier. <br/><br/>

 
Our BTEC Lead Veirfier and course leader will be available to guide students through the course and to help them understand the principles of BTEC. <br/> <br/>

It is, above all, a practical course, designed to develop the skills of students to be able to solve problems, which are likely to arise in daily work. In addition, it enables students to continue their education since it gives entry, and in some cases exemption, to a whole range of recognised diploma and degree courses. It is also possible to obtain subject for subject exemptions in other diploma and professional qualifications. <br/> <br/>
<b>Entry Qualifications</b><br/>

Students should normally be aged 18 years or over. 
They must possess four GCSE's at grades A – C including Maths and English or have equivalent qualifications, or a BTEC first Diploma, plus a reasonable knowledge of the English language. Mature students (over 21 years of age) may be exempt from this requirement on grounds of experience. <br/><br/>
<b> Duration of Course </b><br/>

Each Course lasts one academic year, a total of approximately 32 weeks. <br/> 
There are two intakes of students per year, one in September and one in January. <br/>

For those starting in January: <br/> 

The first academic year commences in January and ends in early September. The second academic year commences in late September and ends in June the following year. <br/><br/> 

For those starting in September: <br/>
The first academic year commences in late September and ends in June the following year. This is the same for the second academic year. <br/><br/>

 The course is structured around formal classes, seminars, tutorials and individual tuition. In addition, students will be expected to undertake private study. Students will have to prepare at least two assignments per subject per term, plus two integrated assignments. <br/> <br/>
<b>Syllabus</b><br/> 

The BTEC Higher National Diploma (HND) is equivalent to the first two years of an Honours Degree programme at a British University. These qualifications are designed to equip students with the knowledge, understanding and skills required for success in current and future employment in management roles. <br/>
The qualification enables to students to apply for the third year of a related business degree at university. HND’s are also accepted for entry to Post-graduate DMS programmes.<br/> <br/>
<b>Duration of course: </b>Two years full-time study.<br/>

 The Higher National Diploma in Business comprises 8 core units plus 8 option units: <br/>

The Higher National Certificate in Business comprises 6 core units plus 4 option units: <br/> <br/>
<b>CORE Modules</b><br/> 

Unit 1: Marketing.<br/>
Unit 2: Managing Financial Resources. <br/>
Unit 3: Organisations and Behaviour. <br/>
Unit 4: Organisations, Competition, and Environment. <br/>
Unit 5: Quantitative Techniques for Business. <br/>
Unit 6: Legal and Regulatory Framework. <br/>
Unit 7: Management Information Systems.*<br/>
Unit 8: Business Strategy.* <br/>  

To achieve Higher National Certificate level, students must gain a further four option modules from either of the five available pathways. To achieve Higher National Diploma level, students must achieve a further six option modules from either of the five available pathways. <br/><br/>
<b>OPTIONS</b><br/><br/>

<b> Business Business & Finance</b><br/>
Any four options Unit 9 Management Accounting (key unit). <br/>
Unit 10: Financial Systems and Audting. <br/>
Unit 11: Financial Reporting . <br/>

Unit 12: Taxation. <br/><br/>

<b>Business & Management Business & Marketing</b><br/>
Unit 13: Managing Activities Unit 17 Marketing Intelligence (key unit). <br/>
Unit 14: Managing People Unit 18 Advertising and Promotion.<br/>
Unit 15: Managing Information Unit 19 Marketing Planning.<br/>
Unit 16: Managing Self Unit 20 Sales Planning and Operations.

<br/><br/>

<b>Business & Marketing</b><br/>
Unit 21: Human Resource Management (key unit) .<br/>
Unit 22: Managing Human Resources Issues.<br/>
Unit 23: Human Resource Development.<br/>
Unit 24: Employee Relations .<br/><br/>

To achieve Higher National Diploma level, students must achieve a further modules from either of the two available pathways. <br/>

Plus four option units (General)* <br/>
Unit 25: Purchasing.<br/>
Unit 26: Quality Management.<br/>
Unit 27: Small Business Management.<br/>
Unit 28: Environmental Management.<br/>
Unit 29: European Business.<br/><br/>

<b>CORE modules </b><br/>

Unit 1: MARKETING<br/>
           1. Marketing process.<br/>
           2. Target Marketing.<br/>
           3. Marketing mix.<br/>
           4. Market segments.<br/><br/>

 Unit 2: MANAGING FINANCIAL RESOURCES<br/>
           1. Sources of finance.<br/>
           2. Finance as a resource.<br/>
           3 Financial performance.<br/>
           4 Financial decisions.<br/><br/>

Unit 3: ORGANISATIONS AND BEHAVIOUR<br/>
           1 Approaches to management.<br/>
           2 Organisational structure and culture.<br/>
           3 Motivation theories and management practices.<br/>
           4 Behaviour of individuals.<br/><br/>

Unit 4: ORGANISATIONS, COMPETITION AND ENVIRONMENT<br/>
           1 Objectives and purposes of organisations.<br/>
           2 Local and national economy.<br/>
           3 External market factors.<br/>
           4 European dimension.<br/> <br/>

Unit 5: QUANTITATIVE TECHNIQUES OF BUSINESS<br/>
           1.Statistical techniques.<br/>
           2 Formalised procedures.<br/>
           3 Quantitative techniques .<br/><br/>

Unit 6: LEGAL AND REGULATORY FRAMEWORK<br/>
           1 Principles of law.<br/>
           2 Consumer protection legislation.<br/>
           3 Formation, management and dissolution of business units.<br/>
           4 Employment protection legislation.<br/><br/>
Unit 7: MANAGEMENT INFORMATION SYSTEMS<br/>
           1 Purpose and scope.<br/>
           2 MIS as a business management function.<br/>
           3 IT systems and applications.<br/><br/>
Unit 8: BUSINESS STRATEGY<br/>
           1 Strategic planning.<br/>
           2.Strategy formulation.<br/>
           3 Strategy implementation .<br/><br/>
<b>OPTIONS</b><br/><br/>
Unit 9: MANAGEMENT ACCOUNTING<br/>
           1 Concept and measurement of cost.<br/>
           2 Collect and analyse cost information.<br/>
           3 Budgets and cash flow forecasts.<br/>
           4 Monitor and control costs and budgets .<br/><br/>

Unit 10: FINANCIAL SYSTEMS AND AUDITING<br/>
           1 Financial systems.<br/>
           2 Management control.<br/>
           3 Nature and purposes of internal and external audit.<br/>
           4 Auditing techniques .<br/><br/>

Unit 11: Financial Reporting<br/>
           1 Legal and regulatory framework.<br/>
 
  2 Financial statements.<br/>
          3 Formats for publication.<br/><br/>
Unit 12: TAXATION<br/>
           1 Tax practitioner and the UK tax environment.<br/>
           2 Personal tax.<br/>
           3 Sole traders and partnerships.<br/>
           4 Corporation tax.<br/>
           5 Capital gains tax.<br/><br/>
Unit 13: Managing activities<br/>
           1 Organisational structure.<br/>
           2 Plan work activities.<br/>
           3 Manage work activities.<br/>
           4 Quality of products and services.<br/>
           5 Health & safety.<br/>
           6 Improvements.<br/><br/>
Unit 14: MANAGING PEOPLE<br/>
           1 Select personnel.<br/>
           2 Development.<br/>
           3 Allocate work.<br/>
           4 Evaluatre performance.<br/>
           5 Disciplinary and grievance procedures.<br/><br/>
Unit 15: MANAGING INFORMATION<br/>
           1 Type of information.<br/>
           2 Sources of information.<br/>
           3 Gather information.<br/>
           4 Analyses information.<br/>
           5 Record and store information.<br/>
           6 Dissemination channels.<br/><br/>
Unit 16: MANAGING SELF<br/>
           1 Skills audit.<br/>
           2 Development plan.<br/>
           3 Review and monitor progress.<br/>
           4 Evaluate progress.<br/><br/>
<b>Business & marketing options units</b><br/>
 Unit 17: MARTKET INTELLIGENC<br/>
           1 Buyer behaviour.<br/>
           2 Market resarech techniques.<br/>
           3 Competitir analysis.<br/>

  4 Customer satisfaction.<br/><br/>
Unit 18: ADVERTISING AND PROMOTION<br/>
           1 Communication environment.<br/>
           2 Advertising.<br/>
           3 Below the line techniques.<br/><br/>
Unit 19: MARKETING PLANNING<br/>
           1 Marketing austits.<br/>
           2 Marketing plan.<br/>
           3 Ethical issues.<br/><br/>
Unit 20: SALES PLANNING AND OPERATIONS<br/>
           1 Field selling.<br/>
           2 Sales management.<br/>
           3 Controlling sales output.<br/>
           4 Sales environment.<br/><br/>

<b>business & personnel options </b><br/>

Unit 21: HUMAN RESOURCE MANAGEMENT<br/>
           1 Personnel management and the new approach of human resource management. <br/>
           2 Prrocdures and practices used for obtaining suitable employees. <br/>
           3 Principles and procedures for monitoring and reward the employee.<br/>
           4 Employess exit from the organization.<br/><br/>
Unit 22: MANAGING HUMAN RESOURCE ISSUES.<br/>
           1 Differing perspectives of human management.<br/>
           2 Flexiblity within the workplace.<br/>
           3 Equal opportunities within the workplace.<br/>
           4 Welfare provision.<br/>
           5 Human resource practices.<br/><br/>
Unit 23: HUMAN RESOURCE DEVELOPMENT<br/>
           1 Learning theory. <br/>
           2 Systemmtic approach to training. <br/>
           3 Training methods. <br/>
           4 Government-led training initiatives. <br/><br/>
Unit 24: EMPLOYEEE RELATIONS<br/>
           1 Unitary and pluralistic frames of reference. <br/>
           2 Industrial conflict and the resolution of collective disputes. <br/>
           3 Collective bargaining and negotiations. <br/>
           4 Employee participation. <br/>
           5 Shift from industrial relations to employee relations. <br/><br/>
Unit 25: PURCHASING<br/>
           1 Purchasing function. <br/>
           2 Information sources and criteria. <br/>
           3 Quantities and quality of goods. <br/>
           4 National and transnational organization. <br/><br/>
Unit 26: QUALITY MANAGEMENT<br/>
           1 Development of quality management. <br/>
           2 Approaches to quality management. <br/>
           3 Systems and procedures. <br/>
           4 Barriers. <br/><br/>
Unit 27: SMALL BUSSINESS MANAGEMENT<br/>
           1 Analyse perfornmance. <br/>
           2 Improve management and business performance. <br/>
           3 Business opbjectives and plans. <br/><br/>
Unit 28: ENVIRONMENTAL MANAGEMENT<br/>
           1 Sustainability. <br/>
           2 Imopact on the environment. <br/>
           3 Environmental management. <br/>
           4 Waste management. <br/><br/>
Unit 29: EUROPEAN BUSINESS<br/>
           1 Effect of membership on UK economic policy. <br/>
           2 Patterns of trade. <br/>
           3 Implications for UK organisations of the enlargement of the EU. <br/>
           4 Assess opportunities for selling in other EU states. <br/>
303 BTEC National Diploma in Business and Finance

This Diploma is an internationally recognised qualification and is validated, administered and verified by BTEC which has now merged with University of London Examinations to form Edexcel. <br/><br/>

 The aim of the BTEC National Diploma is to provide students with a sound, basic business education, suitable for those seeking a range of careers in industry, commerce and public administration and thus enabling them to be more successful when seeking employment. It is a well regarded qualification for entry to Higher Education and advanced professional studies.<br/><br/>

The Diploma offered by the college is unique since it is based on an international context and this, together with the learning methods utilised, enable students to take an active part in their own learning. Course tutors help to generate motivation and self-reliance, which stimulates interest among students as they develop into an active group using their skills to work as a team. <br/><br/>
Students will be assessed on their work during the course and will also have examinations. Equal importance will be attached to the grades obtained in both. Grades are awarded by the college and approved by the BTEC External Verifier.
<br/><br/> 

A BTEC Programmes Manager will be available to guide students through the course and to help them understand the principles of BTEC.
<br/>< br/>

It is, above all, a practical course, designed to develop the skills of students to be able to solve problems, which are likely to arise in daily work. In addition, it enables students to continue their studies since it gives entry, and in some cases exemption, to a whole range of recognised diploma and degree courses. It is also possible to obtain subject for subject exemptions in other diploma and professional qualifications. <br/><br/>
<b>ENTRY QUALIFICATIONS</b><br/> 

Students should normally be aged 16 years or over. <br/>
They must possess four GCSE's or an equivalent qualification, or a BTEC first Diploma, plus a reasonable knowledge of the English language. Mature students (over 21 years of age) may be exempt from this requirement on grounds of experience. <br/>
Where students lack the necessary qualifications but have taken and passed the Certificate in International Trade. , they will be eligible for entry. <br/><br/>

<b>DURATION OF COURSE</b><br/>

 Each Course lasts two academic years, a total of approximately 64 weeks. 
<br/> 

There are two intakes of students per year, one in January and one in September. 
<br/><br/>

<b>For those starting in January:</b><br/>

The first academic year commences in January and ends in early September. The second academic year commences in late September and ends in June the following year. <br/><br/>

<b>For those starting in September:</b><br/>

 The first academic year commences in late September and ends in June the following year. This is the same for the second academic year. 
<br/>
The course is structured around formal classes, seminars, tutorials and individual tuition. In addition, students will be expected to undertake private study. Students will have to prepare at least two assignments per subject per term, plus two integrated assignments. <br/><br/>

<b>SYLLABUS</b><br/>
The course consists of a core of eight modules spread over two years and eight option modules, four of which are taken in each year. There is also a Common Skills element. <br/><br/>

The eight core modules are as follows: <br/><br/>
1. Business Structures and Goals. <br/>

2. Business Environment. <br/>
3. Marketing Process. <br/>
4. Physical Resources. <br/>
5. Financial Resources. <br/>

6. Human Resources. <br/>
7. Administrative Systems. <br/>
8. Innovation and Change. <br/><br/>
Options to be taken by all students are as follows: <br/><br/>

1. Information Systems. <br/>

2. International Marketing Systems. <br/>
3.  Accounting Procedures. <br/>
4.  Quantitative Methods. <br/>
5.  Behaviour at Work. <br/>
<b>AND </b><br/>
Small Business Computer Systems. <br/>

<b>OR</b><br/>
Advertising. International Trade. Personnel Policies and Practice or Business Law. <br/><br/>

The Common Skills which will be developed throughout the course are as follows: <br/><br/>

1. Managing and developing self. <br/>

2. Working with and relating to others. <br/>

3. Communicating. <br/>

4. Managing tasks and solving problems. <br/>
5.  Applying numeracy. <br/>
6.  Applying technology. <br/>
7.  Applying design and creativity. <br/><br/>

These common skills will be developed through the core modules, and in particular, through a programme of core assignments . <br/><br/>

On successful completion to the course, students will be awarded the BTEC National Diploma. <br/>
304 BTEC National Diploma in Business and Finance (one year only)

This Diploma is an internationally recognised qualification and is validated, administered and verified by BTEC which has now merged with University of London Examinations to form Edexcel.<br/><br/>

The aim of the BTEC National Diploma is to provide students with a sound, basic business education, suitable for those seeking a range of careers in industry, commerce and public administration and thus enabling them to be more successful when seeking employment. It is a well regarded qualification for entry to Higher Education and advanced professional studies. <br/><br/>

The Diploma offered by the college is unique since it is based on an international context and this, together with the learning methods utilised, enable students to take an active part in their own learning. Course tutors help to generate motivation and self-reliance, which stimulates interest among students as they develop into an active group using their skills to work as a team. <br/><br/>

Students will be assessed on their work during the course and will also have examinations. Equal importance will be attached to the grades obtained in both. Grades are awarded by the college and approved by the BTEC External Verifier.
<br/><br/>


A BTEC Programmes Manager will be available to guide students through the course and to help them understand the principles of BTEC. <br/><br/>


It is, above all, a practical course, designed to develop the skills of students to be able to solve problems, which are likely to arise in daily work. In addition, it enables students to continue their studies since it gives entry, and in some cases exemption, to a whole range of recognised diploma and degree courses. It is also possible to obtain subject for subject exemptions in other diploma and professional qualifications. <br/><br/>

<b>ENTRY QUALIFICATIONS</b><br/>

Students should normally be aged 16 years or over. <br/>

They must possess four GCSE's or an equivalent qualification, or a BTEC first Diploma, plus a reasonable knowledge of the English language. Mature students (over 21 years of age) may be exempt from this requirement on grounds of experience. <br/><br/>

Where students lack the necessary qualifications but have taken and passed the Certificate in International Trade. , they will be eligible for entry. <br/><br/>

<b> DURATION OF COURSE </b><br/>
The course lasts one academic years, a total of approximately 48 weeks. <br/>

There are two intakes of students per year, one in February and one in September. <br/><br/>

The course is structured around formal classes, seminars, tutorials and individual tuition. In addition, students will be expected to undertake private study. Students will have to prepare at least two assignments per subject per term, plus two integrated assignments. <br/><br/>

<b>SYLLABUS</b><br/>

The course consists of a core of eight modules spread over two years and eight option modules, four of which are taken in each year. There is also a Common Skills element. <br/><br/>

The eight core modules are as follows: br/><br/>
1.Business Structures and Goals. <br/>

2. Business Environment. <br/>
3.Marketing Process. <br/>
4. Physical Resources. <br/>
5. Financial Resources. <br/>
6. Human Resources. <br/>
7. Administrative Systems. <br/>
8.Innovation and Change. <br/>

Options to be taken by all students are as follows: <br/><br/>

1. Information Systems. <br/>

2. International Marketing Systems. <br/>

3. Accounting Procedures. <br/>

4. Quantitative Methods. <br/>

5. Behaviour at Work. <br/>

<b>AND</b><br/>

Small Business Computer Systems. <br/><br/>

<b>OR</b><br/>

Advertising. International Trade. Personnel Policies and Practice or Business Law. <br/><br/>

The Common Skills which will be developed throughout the course are as follows: <br/><br/>

1. Managing and developing self. <br/>

2. Working with and relating to others. <br/>

3. Communicating. <br/>

4. Managing tasks and solving problems. <br/>

5. Applying numeracy. <br/>

6. Applying technology. <br/>

7. Applying design and creativity. <br/>

These common skills will be developed through the core modules, and in particular, through a programme of core assignments <br/><br/>


On successful completion to the course, students will be awarded the BTEC National Diploma.

305  Diploma in Management Studies
The College is now offering the new Diploma in Management Studies devised by BTEC/EDEXCEL, the largest vocational awarding body in UK. This is a recognised postgraduate business qualification in Britain and is a professional qualification in its own right. It is accepted as a route to an MBA. In some cases exemption from the first year of an MBA.<br/><br/>
Subjects to be studies are: <br/>
1. Managing Operations<br/>


2. Managing Finance<br/>
3. Managing Human Resources<br/>
4. Marketing Management. <br/>
5. Project Management.<br/>

Students will also be required to complete a substantial Management Report. <br/>

<b>Entry qualifications</b><br/>

The Marketing and Advertising course taken at The College of Central London.
<br/> 

A degree, HND/HNC or equivalent professional qualification.
<br/> 

Exceptionally, mature students with good relevant experience may be granted concessional entry. <br/>

<b> Syllabus </b><br/>

<b> Unit 1: Managing Operations </b><br/>

<b>Description of unit</b><br/>

This unit enables students to gain knowledge of the strategic planning and control of the operations of the organisation. Students will develop understanding of the design of systems and processes and how they can be monitored and improved. They will learn how change can be implemented within the organisation. <br/><br/>
<b> Summary of outcomes </b><br/>

To achieve this unit a student must: <br/>

1.Explain the strategic objectives of operations management within the organisation. <br/>
2.Manage the design of systems and operations in the organisation. <br/>
3.Plan and control the operations of the organisation. <br/>
4. Improve performance within the organisation. <br/>
<b>Content</b><br/>

<b>Strategic objectives:</b> the importance of effective operations management, role of operations; operations Strategy, strategic objectives; quality, timing, reliability, flexibility, cost; strategic decisions. <br/><br/>

<b>Design: </b>process, objectives, systems and operations; layout and flow of processes, the impact of technology on operations and systems; job design, the organisation of work. <br/><br/>
<b>Plan and control:</b> the need for planning and control of operations (short-, medium – and long-term planning); planning capacity and materials requirements; control of processes and inventory, Just-in-Time, the importance of quality, customer requirements). <br/><br/>

<b>Improve performance: </b>measuring performance; detecting problems, analysis of problems; finding solutions, implementing solutions; improving operations; investigating and controlling quality, monitoring compliance with quality procedures and standards, Total Quality Management (TQM), the management of change within the organisation. <br/><br/>


<b>Unit 2: Managing Finance</b><br/>

<b>Description of unit </b><br/>

This unit provides students with a thorough understanding of the use of financial techniques for strategic planning, decision-making and control. Students will learn how to obtain appropriate funding, make investment decisions, and control the income and expenditure of the organisation. <br/><br/>


<b>Summary of outcomes</b><br/>

To achieve this unit a student must: <br/><br/>


1. Establish and manage an organisational budgeting process. <br/>

2. make product mix and pricing decisions <br/>
3. make strategic investment decisions based on financial information available <br/>
4. obtain funds for an organisation<br/>
<b>Content</b><br/>

<b>Budgeting process: </b>setting budgets and targets, negotiating budgets, limiting factors, monitoring systems, master budgets, cash flow forecasts. <br/><br/>

<b>Product mix and pricing decisions: </b> economist’s pricing model, optimal price setting, cost-based pricing, relevant cost, contribution margin pricing, ‘what-if’/sensitivity analysis, product mix, profit-volume ratio. <br/><br/>

<b>Investment decisions: </b> financial statement analysis, accounting ratios; decision making in conditions of risk and uncertainty; probabilities and expected values, decision trees, cost-volume-profit analysis; maximin, maximax and regret criteria; portfolio analysis; cost benefit analysis, use of net present value and internal rate of return for capital investment decisions; effects of inflation and taxation; capital rationing. <br/><br/>

<b>Funds: </b> sources of funds, supporting proposals for obtaining funds internally and externally; gearing ratios, effects of different types of funding on shareholder and market perception; selecting appropriate sources of funds for different projects, comparing the cost of different sources of funds, effects on financial statements of different sources of funds, effects on financial statements of different sources of funds. <br/><br/>


<b>Unit 3: Managing Human Resources</b><br/>

<b>Description of unit</b><br/>


This unit develops the knowledge, understanding and skills necessary to manage the human resources of the organisation at a tactical level. Students will learn about the development of internal culture, structure and Human resources systems. <br/><br/>
<b>Summary of outcomes</b><br/>

To achieve this unit a student must: <br/>

1. identify ways in which human resource management can contribute to organisational effectiveness <br/>

2. analyse current and future demands for human resources <br/>

3. evaluate ways in which the performance of individuals within the organisation is managed <br/>

4. evaluate ways in which change is managed within the organisation<br/>

<b>Content </b><br/>
<b>Human resource management: </b>function and role; policies, strategies and systems; contribution to organisation<br/><br/>

<b>Human Resources: </b> planning models and techniques; selection processes and techniques; assessment centres; behavioural competencies, job competencies; organisational and legal constraints; re-deployment and outplacement; redundancy processes and procedures<br/><br/>

<b>Structure, culture and human resource systems: </b>organisational strategies, objectives and policy; management styles; organisational structure and design; flexible working models; culture and values; communication strategies/methods; participation and consultation processes; learning organisations; Investors in People<br/><br/>
<b>Performance: </b> motivation and job satisfaction; performance management systems and methods; strategies for dealing with poor performance; development processes and procedures; reward strategies; organisational control systems; employee involvement and empowerment. <br/><br/>

<b>Change: </b> driving and resisting forces to change; organisational development; change management models, methods and techniques; culture change models, methods and techniques. <br/><br/>

<b>Unit 4: Marketing Management </b><br/>

<b>Description of unit</b><br/>

This unit encourages students to develop analytical marketing skills whilst providing them with the knowledge and ability to influence and implement a marketing strategy, to fulfil organisational aims and objectives. The unit introduces the idea of the marketing concepts and the need for a corporate approach to marketing. It then focuses on the essence of strategic planning and finally evaluation of the marketing plan in terms of achieving corporate aims.
<br/><br/>

<b>Summary of outcomes</b><br/>

To achieve this unit a student must: <br/><br/>

1. contextualise marketing principles and concepts to organisational aims and mission. <br/>

2. analyse a market to determine marketing strategy to achieve organisational aims <br/>

3. plan a marketing strategy using marketing tools and techniques <br/>

4. evaluate the likely success of a marketing strategy<br/>

<b>Content</b><br/>


<b>Marketing principals and concepts: </b>products and services; market orientation, meeting customer needs, customer satisfaction; customer orientation, co-ordination of activities, profit orientation, marketing as an organisational activity, market share, quality, customer service (internal, external); strategic marketing planning. <br/><br/>

<b>Analyse: </b>external and internal analysis; PESTLE (political, economical, social, technological, legal, ecological), SWOT (strengths, weaknesses, opportunities, threats); International/European influences, environmental considerations; Total Quality Management (TQM); Gap analysis; forecasting techniques, market research. <br/><br/>

<b>Marketing tools and techniques: </b> market segmentation; marketing mix; pricing; distribution channels; promotion <br/><br/>

<b>Evaluate: </b> product, market share, acceptance, and customers (internal, external), external environment, fit to strategy and policy, feasibility, resources, return on investment; organisational implications; customer implications; service levels, publicity, operational implications <br/><br/>

<b>Unit 5: Project Management </b>
<br/>
<b>Description of unit</b><br/>


This unit allows students to recognise the need for project management as a discrete process for managing and implementing new organisational objectives within a given time limit, as opposed to the day to day management of processes and functions. The unit examines project characteristics and the need for a corporate commitment to the project. It then focuses on the essence of project management planning, and the successful completion of each of the stages that will ensure the overall success and viability of the project as an entity. Finally it looks at evaluation of the project in terms of its fit to corporate policy and feasibility of resources and investments. <br/><br/>

<b>Summary of outcomes</b><br/>

To achieve this unit a student must: <br/><br/>

1. Define the role and characteristics of project management to meet new organisational needs. <br/>

2. Plan a project to ensure it meets its objectives. <br/>


3. Plan for the management of resources and project control in the post-approval phase of a project finalise a project and evaluate its success. <br/>

<b>Content</b><br/>

<b>Characteristics: </b> special activities, one-offs, mixing of skills and knowledge, implementing of change; types of new project; new organisational needs (market share, quality, new business); project stakeholders and key roles; project phases (identification, proposal, acceptance, planning, implementation, control and monitoring, completion, hand-over, evaluation); project initiation and selection; project viability. <br/><br/>

<b>Plan a Project: </b>scope of project, terms of reference, duration; internal and external requirements; estimation methods; financial assessment techniques, organisational implications, customer implications. <br/><br/>

<b>Project control: </b> physical resources, human resources, information, time, finance, measurement and control techniques; Gantt, CPM, PERT, line of balance, computer. Software tools; operational implications; forecasts, capacity, quality, stocks, service, <br/><br/>

<b>Personnel; </b> managerial control; training needs. <br/><br/>

<b>Finalise a project:</b> commissioning, validation, sign-off, final payment, retention, guarantee, title, acceptance, keys, hand-over, assessment criteria, evaluation criteria for success of project (imputs, outputs, scope, specifications, responsibilities). <br/><br/>

<b>Unit 6: Management Report</b> <br/>

<b>Description of unit</b> <br/>

This unit provides an opportunity to integrate learning from all units within the DMS programme. It also provides an opportunity to show the application of knowledge and understanding to a real problem, thereby facilitating the inter-relationship between theory and practice. Students are expected to a present a substantial management report equivalent to a written project of 10,000 words.
<br/><br/>

<b>Summary of outcomes</b><br/>

To achieve this unit a student must: <br/><br/>

1. Define the issue or problem being investigated<br/>

2. Construct and monitor a project plan to cover all stages of the report<br/>

3. Collect and collate all relevant information<br/>

4. Analyse evidence gathered to generate solutions<br/>

5. Present conclusions and recommendations in an appropriate format<br/>

<b>Content</b><br/>

<b>Define the issue or problem:</b> choice and feasibility of topic; scope and constraints; problem identification; writing terms of reference
<br/><br/>
<b>Project plan: </b>planning techniques; activity scheduling; critical path analysis
<br/><br/>


<b>Collect and collate:</b> questionnaire design; interviewing techniques; observation; sampling models; checking reliability and validity; use of databases and CD-ROMs; library and book searches; note making; organising data; data recording and referencing<br/><br/>

<b>Analyse evidence: </b>data analysis techniques, creative and lateral thinking; problem-solving techniques, cost benefit analysis. <br/><br/>

<b>Present conclusions and recommendations:</b> drawing conclusions; evaluating information; decision making process and techniques; making recommendations; drawing up costed and prioritised implementation plans, clear and concise presentation of information, visual presentation of complicated data, logical structure, report format. 

306 BTEC Advanced Professional Diploma in Hospitality Management
The College is now offering the new Advanced Professional Diploma in Strategic Hospitality Management devised by BTEC/EDEXCEL, the largest vocational awarding body in UK. This is a recognised postgraduate business qualification in Britain and is a professional qualification in its own right. It is accepted as a route to an MBA. In some cases exemption from the first year of an MBA.<br/><br/>
Subjects to be studies are: <br/>
<b>core</b><br/>

1. Hospitality Management Strategies<br/>
2. Strategic Customer Care in Hospitality<br/>
3. Management Report
<br/><br/>
<b>options</b><br/>

1. Strategic Marketing in Hospitality<br/>

2. People Management & Development<br/>
3. Managing Continuous Professional Development<br/>
4. Business Excellence in Hospitality<br/>
5. Securing the Competitive Edge in Hospitality<br/>
6. Strategic Financial Control in Hospitality<br/><br/>
Students will also be required to complete a substantial Management Report. <br/>

<b>Entry qualifications
</b><br/>

Students are likely to benefit mostly from the programme if they have at least one of the following: <br/><br/>

1. Experience of working in a strategic management position<br/>

2. An appropriate professional qualification (eg HCIMA Certificate or Diploma) <br/>
3. First Degree (eg in Hospitality, Travel & Tourism or Business Studies disciplines) <br/>
4. A BTEC Higher National Certificate or Diploma (eg in Hospitality & Catering, Travel and Tourism or Business Studies disciplines<br/>
<b>Syllabus</b><br/>.

<b>STRATEGIC HOSPITALITY MANAGEMENT</b><br/>

This is a level 5 qualification and has been mapped against the National Occupational standards for NVQ level 5. The course leads to a qualification issued by EDEXCEL and is called the BTEC Advanced Professional Diploma in Strategic Hospitality Management. <br/><br/>
The qualification relates to a wide range of issues that are specific to the hospitality industry and will lead to the development of applied knowledge, skills and understanding. <br/><br/>
The course has been designed to meet the demands of the target audience and to give students access to current hospitality strategic management studies. <br/><br/>

Entry qualifications: <br/><br/>


Students are likely to benefit mostly from the programme if they have at least one of the following: <br/><br/>

1. Experience of working in a strategic management position<br/>

2. An appropriate professional qualification (eg HCIMA Certificate or Diploma) <br/>
3. First Degree (eg in Hospitality, Travel & Tourism or Business Studies disciplines) <br/>
4. A BTEC Higher National Certificate or Diploma (eg in Hospitality & Catering, Travel and Tourism or Business Studies disciplines<br/>
Content<br/><br/>
Unit 1. Hospitality Management Strategies<br/>

1.Strategic issues and trends<br/>

Strategic: definitions long term and broad to achieve missions, medium-term and specific to provide operations, short term and specific to address threats to opportunities<br/><br/>

Issues e.g. shared vision/mission, competitors/collaborators, procurement
Financial accounting, fraud management and control, labour market, eg staffing skills, gap shortage, wages, contracted hours, the external operating environment, political economic, legal geographical, impact on the organisation<br/><br/>

Trends e.g. environmental internal/external), labour market, social, customer demand/lifestyle, demographics global potential impact on the organisation, management contracts<br/><br/>

Analytical skills and techniques: long term overview, holistic approach, assess, direct and evaluate solutions, leadership and delegation, time management, change management, project management, performance indicators/key business measures<br/><br/>

Organisation: eg hotel, restaurant, bed and breakfast, café, on licensed outlet, club contract caterer, leisure/recreation outlet, travel catering, educational establishment, in store catering, fast food outlet<br/><br/>

2 Analyse information<br/><br/>

Information: quantitative, qualitative, sources (people within/outside the organisation, internal information systems, published media, and specially commissioned research) <br/><br/>

Analysis: types (formal, informal, planned, ad doc), techniques and methods, e.g. meetings, desk work, IT systems, management and interpretation of information, patters, trends, conclusions<br/><br/>

Decision making, affecting operational performance, affecting organisational policy, consistent with the organisations values, policies, guidelines and procedures, advice and guidance, conflict, problem solving, awareness of issues for personnel, multi-cultural issues, implications for operation<br/><br/>

Advise and inform: stakeholders, e.g. management, colleagues, employees, shareholders, statutory authorities, impact on the wider community, clear, concise, accurate communications, internal/external channels, involving and motivating appropriate personnel, managing meetings, group dynamics, clear direction, dangers of poor communications, e.g. wrong assumptions, misinterpretations<br/><br/>

3 objectives and strategies<br/><br/>

Objectives planning, implementation, monitoring delivery, evaluating outcomes, timescales, controlling deadlines<br/>
Strategies long, medium, short term<br/>

Present: communicating to appropriate audience, use of resources<br/>
Formulate: measures and criteria, eg performance against organisational objectives, against performance indicators, against other organisations, consider alternative proposals, consultation with colleagues and other stakeholders, possible failure of proposal<br/>

Unit 2 Strategic Customer Care in Hospitality<br/>

1. Customer care strategies<br/>

Customer’s types, characteristics, behaviour, expectations, needs, importance of patterns, eg repeat business, length of stay, the ‘virtual customer<br/><br/>

Care strategies: types, purpose, e.g. long term, medium term, short term, customer care focus/culture, customer relations, identifying and responding to customer needs eg products, services, premises facilities, appreciation/complaint handling, quality standards, understanding the markets, eg internal/external customers, levels of satisfaction, levels of authority for customer care staff, empowerment, managing diverse markets, trends in provision, bench marking, continuous improvement, impact on organisation<br/><br/>

Organisations: reg hotels, restaurants, cafes, bed and breakfast, on licensed outlets, clubs, contract caterers, fast food outlets<br/><br/>

2 customer feedback<br/>

Feedback range, purpose, costs, benefits, gathering feedback, e.g. questionnaire, interview, comment card, guest history, guest satisfaction tracker, mystery guest audits, responding to feedback, eg staff training, customer care course, sales procedures, validating information, comparisons with other organisations, benchmarking, quality models, e.g. 1ISO9000, Excellence through people (British Hospitality Association), Hospitality Assured (Hotel Catering and International Management Association) <br/><br/>

Impact on strategies establishing and interpreting customer needs, exceeding expectations, guest history development, response to customer care situations, modifying strategies based on feedback, attention to detail, response to customers<br/><br/>

3 propose and evaluate realistic improvements<br/>

Propose: communications to appropriate audience, eg management, staff, other stakeholders, use of resources, eg OHT’s presentation software/hardware<br/><br/>

Evaluate: measures and criteria, e.g. performance against organisational objectives, against performance indicators, against other organisations, alternative proposals, possible failure of proposed indicators, against other organisations, alternative proposals, and possible failure of proposed improvements, consultation with colleagues and other stakeholders<br/><br/>

Realistic: manageable, controllable, cost effective<br/>

Improvements: eg to method of provision, to staff training, to feedback methodology, monitoring delivery and implementation, evaluating outcomes, disseminating information, timescales, continuous improvement, impact on the organisation<br/><br/>


Unit 3 Management Report<br/>

1. Management research<br/>

Management research: purposes of management research and consultancy, overview of the management research process, the iterative nature of the research process, the importance of theory, epistemologies and practices<br/><br/>

Research skills: literature and information technology skills, planning and undertaking a literature search, use of CD ROM databases and internet, secondary data sources for management research including organisational data, advantages and disadvantages of different sources, issues of validity, reliability and generality, referencing, writing critically<br/><br/>

Organisational contact: organisational policies, procedures, resource constraints<br/><br/>

2 strategies<br/><br/>

Research strategies: planning an enquiry, formulating and clarifying research questions and objectives, negotiating access, costs, benefits, validity<br/><br/>

Ethical implications: ethical considerations and ethical codes, ways of gaining access, trust and support, confidentiality of responses, conditions and guarantees to participants, power relationships, organisational contexts<br/><br/>

Research proposal: presentation proof research proposals, differing requirements of organisational and academic audiences, the need for critical evaluation, costs, benefits, resources, timescales/milestones, risk factors, contingency plans<br/><br/>

3 select and utilise<br/><br/>

Selection: data collection, methods, probability and non probability sampling, issues of sample size and generality, observation techniques, focus groups, group and individual interviews, semi-structured and in – depth interviews, questionnaires, computer aided interviewing, internet surveys, pilot testing, designing data collection methods for computational analysis, data referencing<br/><br/>

Utilisation: hypotheses, conclusions, recommendation<br/><br/>

4 synthesise and analyse<br/><br/>

Synthesis: sufficiency, validity and reliability of information, organisational context, values, policies, guidelines and procedures, advice regarding conflict of information, sponsors’ role, constraints, confidentiality<br/><br/>

Analyse: preparing data for analysis, techniques, using analysis software (eg Excel, SPSS), descriptive and inferential statistics, responsible and intelligent use of statistics, assumptions, validity, reliability and generality, presentation of results, currency, differentiation between fact and opinion<br/><br/>

Unit 4. Strategic Marketing in Hospitality<br/><br/>

1.Market analysis<br/><br/>

External: types of analysis, eg Porter’s competitive forces, PESTEL (political, environmental, social, technological, economic, legal) target markets, competitors, global and European influences, environmental considerations, market research, impact on the organisation<br/><br/>

Internal: customers, needs products/services portfolio, organisational factors (eg skills, resources, systems, roles, relationships), gap analysis (revenue/profit), competitive position, SWOT (strengths, weaknesses, opportunities, threats), risk analysis, customer/quality provision, forecasting techniques, contribution to marketing function<br/><br/>

Organisations: e.g. hotels, restaurants, cafes, bed and breakfasts, on-license outlets, clubs. Contract caterers, leisure/recreation outlets, travel catering, educational establishments, in store catering, fast food outlets<br/><br/>

2 Marketing strategy<br/><br/>

Strategic issues: products/services, eg food, drink, accommodation, business services (meetings, conferences, work space), leisure provision, market share, alternative mixes, customer relationship management, external environment, feasibility study, resources, revenue generation, return on investment, organisational implications, customer implications, service labels, publicity, operational implications, technology, eg e-commerce, internet, intranet, ICT development, outsourcing, partnerships/consortia agencies. <br/><br/>

Tools and techniques: market segmentation, marketing mix, pricing, marketing communications, promotion, customer service/feedback<br/><br/>

3 projected outcomes<br/><br/>

Projected outcomes: eg improve income, develop range of products, expand market share, create added value, and enhance service delivery, impact on organisation<br/><br/>

Analysis: techniques and methods, eg market research, meetings, desk work, IT systems, management and interpretation of information, patterns, trends, conclusions<br/><br/>

Market analysis: measurement tools, eg turnover, stability index, median length of service, techniques, eg qualitative, <br/><br/>

Manpower planning: types of working arrangement, e.g. permanent, fixed term, type’s pf contract, eg full time, part time, casual, strengths and weaknesses<br/><br/>

Organisations: eg hotels, restaurants, cafes, bed and breakfasts, on-license outlets, clubs. Contract caterers, leisure/recreation outlets, travel catering, educational establishments, in store catering, fast food outlets<br/><br/>

2. Employee resourcing strategy<br/><br/>
The organisation: needs, eg skills, people quality initiatives, eg Investors in People (IiP), Hospitality Assured, Employer Excellence scheme, training strategies, industrial relations, forms of employee representation<br/><br/>

Employment package: framework, wages, bonuses, performance-related pay PAYEand National Insurance system, rewards and benefits, eg stakeholders pension schemes, health care schemes performance payments, incentive schemes, related employment costs, eg employee insurance, sickness/absence, uniforms, accommodation/food, transport national and local training and development framework, calculation of costs, cost implications for the organisation<br/><br/>

Recruitment and retention: policies, methods of selection, eg recruitment process types of interviewing, assessment centres, career planning, labour turnover, exit interviews<br/><br/>

3. Leadership and performance management<br/><br/>

Leadership: styles, motivation, measuring employee satisfaction, team leadership, methods of communication<br/><br/>

Performance management: productivity measurement, management and improvement, eg use of flexible working, transferable skills, competency, cost of labour, use of technology, building successful teams, employee involvement, controlling absenteeism<br/><br/>

4 legal frameworks<br/><br/>

Recruitment and employment: eg discrimination, working time regulations, employment relations, access to medical reports, employment of temporary and casual workers, terms and conditions of employment, work permits for international staff, current trends<br/><br/>

Statutory provisions: welfare pf people at work, human rights, health and safety of employees, equal opportunities<br/><br/>

Codes of practice: eg grievance, disciplinary, dismissal, implications for employer/employee<br/><br/>

Organisation: applications and implications of legal framework, e.g. National Minimum Wage, working time directive, structural changes, e.g. transfer of undertakings, redundancy, laying off staff<br/><br/>

Unit 6 Managing Continuous Professional Development<br/><br/>

1. Skills audit<br/><br/>

Audit: analysis of existing staff/organisational skills and needs, skills gap/shortage, future plans, projected changes, skills requirements to meet business objectives, impact on the organisation<br/><br/>

Sources of information: personnel records, appraisal information, feedback from senior/line managers and staff, business plan and future development plans, Hospitality Training Foundation skills forecasts, Chamber of Commerce<br/><br/>

Organisations: e.g. hotels, restaurants, cafes, bed and breakfasts, on-license outlets, clubs. Contract caterers, leisure/recreation outlets, travel catering, educational establishments, in store catering, fast food outlets<br/><br/>

2. Strategy for supporting continuous professional development<br/><br/>

Strategy: policy development, aim, purpose, outcomes, timing, eg target commencement and completion dates, resources, eg locations, trainers, facilities, equipment, cost, focus of development, methodologies (in-house or external, e.g. consultancy/online), responsibilities (senior/line managers, staff), documentation and recording procedures, monitoring, feedback (trainer/trainee), cost/benefits analysis, benchmarking to quality standards, e.g. Investors in People (IiP), Hospitality Assured, benefits to the organisation<br/><br/>

Objectives: long term and general to achieve mission, medium term and specific to meet operations, eg learning/performance targets, short term and specific to address threats and opportunities<br/><br/>

Training and development framework: national and local context, government initiatives, e.g. new deal, modern apprentices, agencies, e.g. National Training Organisations, Learning Skills Councils, Local enterprise Companies, influence on the organisation/individual, policy for planning, delivering and evaluation training, cost of training and development, support from government agencies

Constraints: e.g. budget, time, human resources, staff resistance/turnover, management commitment, commitment of staff, opportunity, availability of suitable training<br/><br/>

3. Evaluate and present proposals<br/><br/>

Proposal: aim/objectives, planning, implementation. Monitoring, delivery, evaluating outcomes, timetables controlling deadlines<br/><br/>

Evaluate: measures and criteria, eg performance indicators, improvements to knowledge/skills, staff retention , morale, motivation, wage percentages, productivity, reduced absenteeism, repeat custom/increased sales, meeting corporate objectives, <br/><br/>


Increased synergy, consider alternative proposals, consultation with colleagues and other stakeholders, possible failure of proposal<br/><br/>

Present: format, style, communicating to appropriate audience, use of resources<br/><br/>

Unit 7 Business Excellence in Hospitality<br/><br/>

1. Quality models<br/><br/>

Quality: definitions, quality gurus, evolution of quality, product quality and service quality, five quality gaps, benchmarking, best practice, self assessment, vision, continuous improvement<br/><br/>
Models: development, eg Japanese, USA, European, Deming, Baldridge, European Foundation of Quality Management, ‘6 Sigma’, current focus, future trends<br/><br/>
Hospitality contexts: e.g. small/large hotels, restaurants, pubs, bed & breakfast, fast food, contract catering, leisure centres, facilities management, hospitals<br/><br/>

2. Business health check<br/><br/>

Health check: characteristics (enablers, results, scope, deployment), leadership, people management, processes, policy and strategy, resources, customer satisfaction, people satisfaction, impact on society, business results.
Process: purpose, procedures, sources of information, analysis, outcomes<br/><br/>

3. Strategic action plans<br/><br/>

Action plan: purpose, aims/objectives, eg specific, measurable, achievable, realistic, time constrained (SMART), resources, targets
Initiatives: eg mission statement, business plans, quality audits/checks, service standards, people development, health and safety, energy efficiency, risk assessment, Investors in People (IiP), Hazard Analysis Critical Path (HACCP), ISO 9000, synergy of business improvement
Standards and procedures: relating to operational areas, eg food and beverage, front of house, customer care, information and communications technology (ICT), health and safety, sales and marketing, financial analysis and application, market/customer driven<br/><br/>

Unit 8 Securing the Competitive Edge in Hospitality<br/><br/>

1.Competitive edge<br/><br/>

Competitive edge: definition, purpose, variations between different organisations
Organizations: eg hotels, restaurants, cafes, bed and breakfast, on licensed outlets, clubs, contract caterers, leisure/recreation outlets, travel catering, educational establishments, in store catering, fast food outlets<br/><br/>

2. Business performance<br/><br/>

Performance: analysis techniques, eg Porters five forces, Business Excellence model, Boston Matrix, benchmarking, SWOT (strengths, weaknesses, opportunities, threats), PESTEL (political, environmental, social, technological, economic and legal), 7 P;’S (product, price, promotion, place, process, political environment and people) competitors and collaborators. <br/><br/>

Impact: eg financial, marketing, sales, diversification<br/><br/>

3. Internal and external strategies<br/><br/>

Internal strategies: defining values and policies to guide the work of organisations e.g., continuous improvement, business excellence model, Investors in People, Total Quality Management, ISO 9000, vertical integration, strategic alliance, synergy, organisational culture, cost leadership and cost focus, continuous professional development (CPD), training and development, profit analysis, turnovers, cost benefits<br/><br/>

External strategies: eg differentiation, niche marketing, innovation, technology, quality, distribution and service, branding, hospitality industry benchmarking, strategic alliances<br/><br/>

4. Projected outcomes<br/><br/>

Projected outcomes: eg improve income, rationalise expenditure, expand product portfolio, enhance service delivery, improve employee performance, create added value and implement contingency planning<br/><br/>

Performance indicators: quantitative, e.g. profit analysis, turnover analysis, cost-benefit analysis, productivity analysis, customer spend/satisfaction, qualitative, eg customer feedback, management/employee feedback, repeat business


Unit 9 Strategic Financial Control in Hospitality<br/><br/>

1. Financial performance<br/><br/>

Financial performance: profitability, growth, return on investment, ration analysis, eg liquidity, efficiency, investment, gearing, limitations of ratio analysis, recommendations for improvement<br/><br/>

Control techniques: performance monitoring, eg analysis of variances between actual and budgeted results, target setting, involving department managers in setting targets, projecting volume/sales mix/profit expectation, medium and long term planning, capital budgets, project budgets<br/><br/>

Organisations: e.g. hotels, restaurants, cafes, bed and breakfasts, on-license outlets, clubs. Contract caterers, leisure/recreation outlets, travel catering, educational establishments, in store catering, fast food outlets<br/><br/>

2. Risk assessments<br/><br/>

Procedures: data gathering, analysis, decision making<br/><br/>

Sources of finance: eg short/medium/long term, equity finance, venture capital, government funding, venture capital, overdrafts, hire purchase, leasing, sponsorship, risk implications for the organisation<br/><br/>

Investment: time value money, appraisal methods, eg payback, net present value, internal rate of return, risk implications<br/><br/>

Business failure: recognising symptoms, eg overtrading, insufficient capital, lack of controls<br/><br/>

External environmental influences eg changes in interest/exchange rates, stock market fluctuations, labour law, environmental legislation, pressure groups, ethics, and impact on the organisation<br/><br/>

3. Critical decisions relating to financial objectives<br/><br/>

Critical decisions: obtain financial information needed to take critical decisions, analyse financial information for financial decision making, take the critical decisions, advise and inform others, e.g. team members, colleagues, shareholders, other stakeholders, impact on the wider community<br/><br/>

Financial objectives: long term and broad to achieve mission, medium-term and specific to meet operational needs, short term and specific to address threats and opportunities.
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A graduate level qualification in a specialist field for mature candidates, validated and awarded by BTEC/EDEXCEL
The course aim is to provide a vocational course in marketing and advertising for students who have or wish to have a career in marketing, advertising or public relations. It aims to provide students with vocational and personal skills to enable them to apply what they have learned to solving marketing, public relations and advertising problems, and, if they wish, to continue their studies to an advanced professional level. <br/><br/>

<b>Entry Qualifications</b><br/>

Students should be over 21 years of age and possess 4 GCSE's or their equivalent, or have at least three years work experience.Students may be admitted without formal qualifications provided they have relevant work experience and provided that their written abd spoken English is at least Upper Intermediate/ First Certificate Level. <br/><br/>

<b> Duration of course </b><br/>

The course lasts for one acedemic year. There is normally only one intake of students per year, commencing in late September and ending in June the following year. The course is structured around formal classes, seminars, tutorials and individual tuition. <br/><br/>

<b> Syllabus </b><br/>

There are five modules, consisting of approximately 1 - 1.5 hours of formal tuition, and an additional 1 - 1.5 hours of seminars and tutorials, over a total of 32 weeks. <br/><br/>
Marketing. <br/>

International Marketing & Advertising. <br/>

Advertising. <br/>
Sales Promotion. <br/>
Public Relations. <br/>
Information Technology. <br/><br/>

An overall assessment will be made in each module at the end of the course, and will be based on both continuous assessment and a final assignment, therefore success or failure will not depend purely on examinations, but on the overall grade awarded for all the student's work. The final assignment will be a campaign assignment involving all five modules in which students will plan an international campaign for the marketing of a product. <br/><br/>

<b> Exemption from CAM Certificate </b><br/>


Successful students in this BTEC one year course will be granted exemptions from the Marketing, Advertising and Public Relations subjects in the CAM Certificate examinations.<br/><br/>

Certificates will be awarded to successful students by BTEC and the College. <br/><br/>

<b> Detailed syllabus</b><br/>

<b> International Marketing advertising </b><br/>

1. The importance of International Marketing and Advertising<br/>

     - The meaning and scope of International trade; export marketing/versus international marketing. <br/>

    -The increasing globalization of trade and communications. <br/>
- Trade blocks such as the E.U., NAFTA, ASEAN, MERCOSUR, as well as the significance of trade with developing nations. <br/>

2.  The International Marketing and Advertising Environment<br/>
     - Social, Cultural and economic environments, and the importance of developing an international business perspective. <br/>
     - Culture and society and their influence upon local attitudes, motivations and purchase decisions. <br/>
     - Cultural stereotypes, both positive and negative as constraints to marketing and promotional activity. <br/>
     - The effect of government policy on the economic activity of the consumer, for example, legislated or implied “Buy National” policies, non-tariff barriers, dumping etc. <br/>
3.  Identification of International Market Opportunities<br/>
     - International market segmentation, and the relative values of wealth and poverty between developed and developing countries. <br/>
     - Political risk analysis such as political stability, growth, enforceability of contracts. <br/>
     - The problems of International marketing research, and the non-standardization of key segmentation variables such as demographics and statistics. <br/>
     - Product policy decision in the International context. <br/>
4.  The International Business Organisation<br/>
     - The nature of the small firm and export marketing; advantages of International perspective. <br/>
     - The mid-sized, function based firm to the global poly-centred firm. <br/>
     - Stages in internationalization, and the importance of the customer-based marketing concept. <br/>
     - International planning and concentration on key markets. <br/>
5.  Technical Constraints in the International Context<br/>
     - The problems of international pricing, including tariffs and other import taxes, documentation requirements, methods of payment. <br/>
     - Distribution, including containerization, shipment, Freeport, the varieties of distribution systems and geophysical barriers. <br/>
     - Legal constraints associated with advertising in various contexts, such as restrictions put on sales promotion techniques in various countries. <br/>
6.  Promotional activities in the Global Regional context<br/>
     - Centrally versus locally developed advertising campaigns and the advantages and disadvantages of each. <br/>
     - How to plan and design an International skeleton campaign. <br/>
     - The communication process with emphasis on identifying opinion leaders and their attitudes. <br/>
     - Media availability and consumption in a range of local environments, including research available on viewers and readers. <br/>
     - The International advertising agencies, their size and the scope of their activities. <br/>
<b> Advertising</b><br/>

<b> Objectives </b><br/>

1. To enable students to understand the definition of advertising and its role within the marketing function. <br/>
2. To make students aware of the history of advertising and the types of advertising available in the UK today. <br/>
3. To enable students to undertake activities that make up advertising, ranging from creative to media. <br/>
4. To make students aware of the differences between the role of the advertising agency and in-house operation. <br/>
5. To enable students to participate in the various constraints on advertising; production. <br/>
6. To enable students to understand the constraints on advertising – rules and regulations, watchdogs etc. <br/>
7. To prepare students for a career in advertising. <br/>
<b>Context</b><br/>

1. History of advertising and its social position plus its place in the marketing function. <br/>

2. Industrial (Business to Business) advertising, consumer advertising, corporate advertising. <br/>
3. Media types and their strengths and weaknesses; planning and buying, the media owner; the creative process and its end result. The use of information technology. <br/>
4. Investigation of the advertising agency and the media independents. <br/>
5. Newspaper, radio, TV, poster, direct mail production<br/>
6. The UK law current and future, the Advertising Standards Authority. <br/>
7. How to break into the advertising business within both agency and client. <br/>
<b>Sales Promotion</b><br/>

1.  Sales Promotion Background and Effect on Brands<br/>
     - Definition of Sales Promotion and its relation with other element of promotional activity. <br/>
     - The size and history of Sales Promotion. <br/>
     - The effect Sales Promotion and have on brands including what it can and cannot do. <br/>
     - Sales Promotion role with regard to Fast Moving Consumer Goods, Durable, the consumer and the distribution system. <br/>

2.  Sales Promotion Techniques<br/>
     - Point of Sales Promotion, coupons, redemption, costs. <br/>
     - Banded offers, competitions, money-off, contests and lotteries, multibrand offers, etc. <br/>
     - Advantages and disadvantages as well as objectives in the role of retailer, wholesaler manufacturer. <br/>
     - Trades Shows, exhibition, and sponsorship. <br/>


3.  Practical Sales Promotion <br/>
     - Mid redemption and mal redemption of coupons as well as rates of application. <br/>
     - Handling allowances, redemption rates, timing and phasing. <br/>
     - Methods of stimulating manufacturing, wholesalers and retailers sales forces<br/>
     - Statutory and self-regulatory controls including the main law affecting promotions and prohibited promotional technique. <br/>
     - The use of marketing research in setting targets<br/>


4.  Management and structure of Sales Promotion Agencies. <br/>
     - Different types of agencies, including international Sales Promotion agencies<br/>
     - Criteria for selecting a sales promotion. <br/>
     - Methods of remuneration and the Sales Promotion brief and recommendation. <br/>

5.  Strategic Sales Promotion <br/>
     - Qualification of Promotion Objective <br/>
     - Selection of Promotion strategies and orchestration with above the line activity<br/>
     - Target market definition and Sales Promotion Media use and availability<br/>
     - Promotion element design, timing and administration including fulfillment and clearinghouses and distribution companies. <br/>
<b>Public Relations</b><br/>

<b> Content </b><br/>

• Introduction to Public Relations • The Media • Researching and Writing Material for the Media<br/>

• Developing and Managing Public Relations Campaigns• Running a Public Relations Organisation (Constancy/In-House) <br/>

• Ethics and the Law in Public Relations• The Public Relations Constancy<br/>
• Public Relations in Internal Communications• Public Relations in Commercial/Industrial Organizations<br/>


• Public Relations as a Marketing Tool• Public Relations in the Marketing and Promotional Mix (With reference to multimedia campaigns) <br/>
• Public Relations in Central and Local Government• Public Relations in Voluntary and Charity Organizations. <br/>
• Special Events (such as press conferences, seminars, Exhibitions and trade fairs) <br/>
• Promotion in Export Markets• Presentation (for students to put over themselves and their ideas effectively) <br/>
• Sponsorship as a Public Relations Tool• Public Relations in a Crisis (handling communications in a disaster) <br/>
• How to get into Public Relations as a career <br/><br/>

<b>Marketing</b><br/>

stakeholders <br/>
• Identify the social responsibilities of marketing and evaluate organizational responses<br/><br/>

<b>Section 1: Market Orientation</b><br/>

<b>Marketing orientation: </b>origins and development of the marketing concept: production and sales orientations; identifying and satisfying customers, implications for innovation and creativity; the marketing system; <br/><br/>
<b>Relationships: </b> between suppliers, competitors, intermediaries and markets; flows of information, goods, money, title. <br/><br/>
<b>Market Forces: </b> economic, political, cultural, legislative, technological, implications for organizations of change in these forces. <br/><br/>


<b>Section 2: Stakeholders and Social Responsibilities</b><br/>
At the end of this section students should be able to<br/>
• Identify and assess the aspirations of stakeholders<br/>
• Review the effectiveness of approaches by the organisation to satisfy 

<b>Stakeholders: </b> identification, roles, influences and power, conflicts between stakeholders, coalitions between stakeholders<br/><br/>
<b>Achieving satisfaction: </b> identification of aspirations, satisfaction and dissatisfaction cycles, identifying powerful stakeholders, use of public relations<br/><br/>
<b>Social responsibilities: </b> business ethics; legal and social perspectives, special issues of marketing, voluntary and legal controls for marketing, consumerism, quality and standards<br/><br/>

<b>Section 3: Analyzing the Market</b><br/>
On completion of this section the student should be able to <br/>
• Investigate and report on the organization’s position in its market<br/>
• Select and use appropriate date collection methods<br/>
• Identify, evaluate and apply analytical techniques<br/>
<b>Competitive position: </b> competitor analysis – market/product profiles, brand and market share; market innovator/follower<br/><br/>
<b>Types of data: </b> quantitative, qualitative; sources of data, official publications and trade association, marketing research, reports, commercial databases; limitations in published data. Survey planning questionnaire design, sampling methods; mail, telephone and personal surveys. <br/><br/>
<b>Analytical techniques: </b> averages, time series analysis, simple correlation and use of indicators as predictors of market size and trends. <br/><br/>

<b>Section 4: The Competitive Process</b><br/>

On completion of this section students should be able to<br/>
• analyse the interaction of market forces<br/>
• analyse features of consumer, industrial and service markets<br/>
• identify and describe key features of alternative marketing and other competitive <br/>
• strategies<br/>

<b>Market Forces: </b> the supply of, demand for goods and services<br/>
<b>Market Structure: </b>competition, market access, and monopoly<br/>
<b>Market Features: </b>number of customers, location of customers, value of markets, value of individual transactions, decision making units, buying motives, derived demand, reciprocal buying

308 LCCI Diploma in Marketing, Advertising and Public Relations
This course enables students to obtain a good knowledge of Marketing, Advertising, Public Relations and Selling & Sales Management. It is most suitable for either those who wish to pursue a career in Marketing, Advertising or Public Relations, or those currently working in this field and wish to obtain a recognised formal qualification.<br/><br/>

The London Chamber of Commerce and Industry will award successful students a third level group diploma covering these subjects, for which there are several examination options as shown. <br/><br/>
<b>ENTRY QUALIFICATIONS</b><br/>
Students should be over 21 years of age and possess 4 GCSE's or their equivalent. <br/>
Students without the necessary qualifications must take and pass
the BTEC Professional Development Certificate in Marketing and Advertising.Students may be admitted without formal qualifications providing
they have relevant work experience and provided that their written andspoken English is at least Upper Intermediate/ First Certificate Level. <br/><br/>


<b> DURATION OF COURSE </b><br/>

The course lasts for six months, starting in September with examinations in April the following year. There is an option to take examinations in June. <br/>

<b> SYLLABUS </b><br/>

<b> Marketing. </b><br/>

 <b>Advertising. </b><br/>

<b> Public Relations. </b><br/>

 <b> Selling and Sales Management.</b><br/>

Students may obtain ONE of four Third Level Group Diplomas in the following main subject areas. Main Subject Areas<br/>
Compulsory Subjects<br/>
Options <br/>
 
Minimum of one of the following subjects: <br/>

<b>A. Advertising</b><br/>
     Advertising <br/>
     Marketing<br/>
     Public Relations <br/>
     Selling & Sales Management<br/>

<b> B. Public Relations</b><br/>
     Public Relations <br/>
     Marketing<br/>
     Advertising <br/>
     Selling & Sales Management<br/>

<b> C. Selling & Sales Management </b><br/>
      Selling & Sales Management <br/>
     Marketing<br/>
     Advertising <br/>
     Public Relations<br/>

<b> D. Marketing </b><br/>
     Marketing<br/>
     Advertising <br/>
     Public Relations <br/>
     Selling & Sales Management<br/>

Alternatively, students may take single subject examinations in any topic in order to obtain an LCCI Third Level Certificate. <br/>
309 Facilities Management

The British Institute of Facilities Management (BIFM) is a professional body involved in the growing management discipline of facilities management. The BIFM specialises in both facilities and general management theories and practice.<br/><br/>

<b>New Syllabus</b><br/>
The BIFM have amended the syllabus to incorporate the latest skills and expertise required by the industry. The professional qualification has three routes: Direct Examination, Higher Education and Professional Competence. This College will be concentrating on the Direct Examination route.<br/><br/>

This is intended for those new to facilities management and who need to develop their formal knowledge of the subject. It is also intended for more experienced managers who wish to expand their knowledge. <br/><br/>

In order to obtain the full qualification via this route candidates need to pass both Parts I and II of the BIFM examinations. <br/><br/>
This consists of three modules comprising 20 BIFM competencies (grouped according to their section headings). <br/><br/>

PART 1<br/>
MODULE 1<br/>
Section A: UNDERSTANDING BUSINESS ORGANISATIONS<br/>
1) Understanding the Structure and Behaviour of Organisations<br/>
2) Understanding Business and Organisational Strategy<br/>
3) Developing FM Strategy<br/>

Section B: MANAGING PEOPLE<br/>
4) People Management<br/>
5) Communication<br/>
6) Working with Suppliers and Specialists<br/>

MODULE 2<br/>
Section A: MANAGING PREMISES<br/>
7) Property Portfolio Management<br/>
8) Understanding Building Design<br/>
9) Building Fabric Maintenance<br/>

Section B: MANAGING RESOURCES<br/>
16) Procurement<br/>
17) Risk Management<br/>
18) Financial Management<br/>
19) Quality Management<br/>
20) Information Management<br/>

MODULE 3 <br/>
Section A : MANAGING SERVICES<br/>
10) Managing Building Services<br/>
11) Managing Support Services<br/>
12) Project Management<br/>
13) Managing Customer Services<br/>

Section B: MANAGING THE WORKING ENVIRONMENT<br/>
14) Environmental Issues<br/>
15) Space Management <br/>

Each module will be examined by a 3-hour paper. Module 3 will be a case study paper. <br/>

<b>STUDY TIME </b><br/>

It is recommended that students put in substantial amount of private study time in order to be successful. <br/>
NOTE : All Students must register with : <br/>
British Institute of Facilities Management<br/>
67 High Street<br/>
Saffron Walden<br/>
Essex<br/>
CB10 7AA Telephone : (01799) 508606<br/>
http://www.bifm.org.uk/
Please apply to BIFM at their address quoted above for membership details and a full information pack. <br/>
Each module will be examined by a 3 hour paper. Module 3 will be a case study paper. <br/>
This course is run on an evening basis. <br/>

<b>Entry Qualifications</b><br/>

• At least 5 GCSE’s or their equivalent including English and Maths. <br/>

• At least 1 GCE ’A’ level or equivalent. <br/>

• Candidates without formal qualifications must have at least one year’s relevant Facilities Management work experience. <br/>

• Candidates over the age of 25 can gain exceptional entry as mature students. <br/>

<b>Syllabus</b><br/>

MODULE 1
Understanding Business Organisations

Managing People
Start date

26.9.05

17.10.05 
Finish date

10.10.05

14.11.05
Revision session 21.11.05 21.11.05

MODULE 2
Managing Premises
Managing Resources

MODULE 3

Managing Services
Managing the Work Environment


9.01.06 30.01.06

20.03.06 8.05.06 

23.1.06
13.3.06

1.5.06
22.5.06
Final Revision sessions 29.05.06 29.05.06
Classes will be held on one evening per week from 6.00 – 9.00 p.m. according to the following weekly planner. 
Study Time:
Actual basis of study time is dependent upon existing knowledge and experience of the topics. 
Fees for the Course
BIFM Course comprising 3 Modules for a total of 30 sessions.
Basic cost of tuition: £1485.00 (£1263.83 + VAT) 
Additional costs:
BIFM Application Fee: (student) £ 26.00
BIFM Subscription £ 24.00
BIFM Part1 Examination fees £ 241.00
BIFM Fees are subject to change. Please contact the Institute for full details.

Each module will be examined by a 3-hour paper. Module 3 will be a case study paper.
STUDY TIME 
It is recommended that students put in substantial amount of private study time in order to be successful.
NOTE : All Students must register with :

British Institute of Facilities Management
67 High Street
Saffron Walden
Essex
CB10 7AA Telephone : (01799) 508606
www.bifm.org.uk
Please apply to BIFM at their address quoted above for membership details and a full information pack.
Each module will be examined by a 3 hour paper. Module 3 will be a case study paper.<br/><br/>


TIMETABLE<br/>

Classes will be held one evening per week from 6.00 - 9.00pm according to the following weekly planner.
First Term : 26 September 2005 – 28 November 2005 (MODULE 1)
Monday 
Week 1 26 Sep
Week 2 3 Oct
Week 3 10 Oct 
Week 4 17 Oct 
Week 5 24 Oct
Week 6 31 Oct
Week 7 7 Nov 
Week 8 14 Nov 
Week 9 21 Nov
Week 10 28 Nov
Tuition Time : 10 sessions / 30hrs 
Additional private study time recommended 10.3 hours per week = 93Hours
Total tuition time/private study=120 hrs
Second Term : 9 January 2006 – 13 March 2006 (MODULE 2)
Monday 
Week 11 9 Jan
Week 12 16 Jan
Week 13 23 Jan
Week 14 30 Jan 
Week 15 6 Feb
Week 16 ½ term
Week 17 20 Feb 
Week 18 27 Feb

Week 19 6 Mar
Week 20 13 Mar
Tuition Time : 10 sessions / 30hrs 
Additional private study time recommended 10 hours per week = 100 Hours
Total tuition time/private study=130 hrs
Third Term : 22 March 2006 – 1 June 2006 (MODULE 3)
Monday 
Week 21 20 Mar 
Week 22 27 Mar
Week 23 3 Apr 
Week 24 10 Apr
Week 25 EASTER
Week 26 24 Apr
Week 27 B/H 4 May (Thursday)
Week 28 8 May
Week 29 15 May
Week 30 22 May 1 June (Thursday)
Week 31 B/H Tuition Time : 10 sessions / 30hrs 
Additional private study time recommended 8 hours per week = 80 Hours
Total tuition time/private study=110 hrs

NOTE : The above schedule of dates will be subject to change, based on the additions to the proposed new syllabus. <br/><br/>

<b>Recommended textbooks</b><br/>
Module 1<br/>

Management Theory and Practice
Recommended Text
Cole, G.A
ISBN: 1858051665, Letts Educational Ltd
Paperback, Pages: 473pp.
Published: 01 August 1996
www.waterstones.com
Modules 2&3

Total Facilities Management
Essential Reading (2000)
Brian Atkin, Adrian Brooks 
Blackwell Science, 6 Illustrations, Pages: 192 
Paperback
ISBN: 0-632-05471-9
Published: February 2000
www.blackwell-science.com

Module 2

Facilities Management and the Business of Space
Essential Reading
By Wes McGregor
and Danny Shien-Shen Then
Published by: Butterworth Heinemann
ISBN: 0470381
Price: £35.00
www.bh.com<br/><br/>

<b>PART 1</b><br/>

<b>MODULE 1</b><br/>

SECTION A: UNDERSTANDING BUSINESS ORGANISATION<br/>
1. Understanding the Structure and Behaviour of Organisations. <br/>
    1.1 Understand the ways in which organisations are structured. <br/>
    1.2 Understand how organisations operate. <br/>
    1.3 Understand the decision-making process within organisations. <br/>
    1.4 Identify and understand company culture. <br/>
    1.5 Understand the business life cycle from start-up to maturity. <br/>
    1.6 Understand the concept of continuous improvement. <br/>
    1.7 Understand the management of change. <br/>

2. Understanding Business & Organisational Strategy. <br/>
    2.1. Understand the way organisations develop and implement strategy. <br/>
    2.2 Understand how strategy is developed for functions within an organisation. <br/>
    2.3 Understand business planning. <br/>
    2.4 Understand the principles of objective setting. <br/>
    2.5 Understand the principles of performance measurement. <br/>
    2.6 Understand the importance of scenario planning. <br/>

3. Developing FM Strategy. <br/>
    3.1. Develop and implement FM strategy. <br/>
    3.2. Understand the relationship between core business and FM strategies. <br/>
    3.3. Modify organisational structure to reflect FM strategy. <br/>
    3.4. Review, evaluate and modify the FM strategy. <br/>
    3.5. Keep up to date with new developments in the FM industry. <br/>

SECTION B: MANAGING PEOPLE <br/>

4. People Management. <br/>
    4.1 Understand and implement resource planning. <br/>
    4.2. Select and recruit appropriate people. <br/>
    4.3. Train and develop staff. <br/>
    4.4. Motivate, reward and retain staff. <br/>
    4.5. Manage and lead staff. <br/>
    4.6. Manage and monitor staff performance. <br/>
    4.7. Manage dismissal, resignation, redundancy and retirement. <br/>
    4.8. Introduce new ways of working. <br/>
    4.9. Keep abreast if current employee legislation. <br/>

5. Communication<br/>
    5.1 Understand the benefits of good communication. <br/>
    5.2 Demonstrate good written communication skills. <br/>
    5.3 Demonstrate good presentation skills. <br/>
    5.4 Demonstrate good listening skills. <br/>
    5.5 Understand group dynamics. <br/>
    5.6 Set a strategy and objective for negotiation. <br/>
    5.7 Negotiate effectively individually and in a team. <br/>
    5.8 Minimise risk, maximise benefit. <br/>
    5.9 Successfully manage complex negotiations. <br/>

6. Working with Suppliers and Specialists<br/>
    6.1 Understand the roles of specialist in the FM industry. <br/>
    6.2 Build and manage multi-discipline teams. <br/>
    6.3 Select and appoint suppliers and specialists. <br/>
    6.4 Manage and monitor supplier performance. <br/>
    6.5 Keep up to date with new ideas for supplier relationships. <br/>
    6.6 Manage the closedown of supplier relationships. <br/>

<b>MODULE 2</b><br/>

SECTION A: MANAGING PREMISES<br/>

7. Property Portfolio Management. <br/>
    7.1 Understand the property industry. <br/>
    7.2 Develop and implement a property portfolio strategy. <br/>
    7.3 Manage the property portfolio to meet business needs. <br/>
    7.4 Understand and manage property costs. <br/>
    7.5 Keep abreast of property legislation. <br/>
    7.6 Set up and manage the property. <br/>

8. Understanding Building Design. <br/>
    8.1 Understand building types and uses. <br/>
    8.2 Understand structure and its effect on building use. <br/>
    8.3 Understand building services and their effect on building use. <br/>
    8.4 Keep abreast of the legislation affecting buildings. <br/>

9. Building Fabric Maintenance. <br/>
    9.1. Understand the maintenance implications of building structures. <br/>
    9.2. Develop a fabric maintenance strategy. <br/>
    9.3. Develop and manage fabric maintenance programme. <br/>
    9.4 Deliver an effective fabric maintenance service. <br/>

<b>MODULE 3</b><br/>

SECTION A: MANAGING SERVICES<br/>

10. Managing Building Services<br/>
    10.1 Understanding building services. <br/>
    10.2 Develop a maintenance strategy for building services. <br/>
    10.3 Develop and manage services maintenance programmes. <br/>
    10.4 Deliver effective building services maintenance. <br/>
    10.5 Understand building management systems. <br/>
    10.6 Understand energy management. <br/>
    10.7 Keep abreast of legislation applicable to building services. <br/>

11. Managing Support Services. <br/>
    11.1 Understand the full range of FM support Services. <br/>
    11.2 Develop a strategy for support service provision. <br/>
    11.3 Manage support services. <br/>
    11.4 Keep abreast of legislation applicable to support services. <br/>

12. Project Management. <br/>
    12.1 Understand the role of the project manager. <br/>
    12.2 Understand common FM projects. <br/>
    12.3 Develop project briefs. <br/>
    12.4 Develop, manage and monitor project programmes. <br/>
    12.5 Manage project budgets. <br/>
    12.6 Assemble and manage project teams. <br/>
    12.7 Manage project hand over and closeout. <br/>

13. Managing Customer Services. <br/>
    13.1 Understand the service culture. <br/>
    13.2 Deliver a customer focused service. <br/>
    13.3 Assess customer requirements and satisfaction levels. <br/>
    13.3 Develop and manage service level agreements.. <br/>

    13.4 Understand the importance of soft issues. <br/>

SECTION B: MANAGING THE WORKING ENVIRONMENT<br/>

14. Environmental Issues. <br/>
    14.1 Develop and manage a policy to project the environment. <br/>
    14.2 Understand environment impact. <br/>
    14.3 Manage and control, recycling and disposal of waste. <br/>
    14.4 Keep abreast of environmental legislation and guidelines. <br/>

15. Space Management. <br/>
    15.1 Develop a strategy for space allocation. <br/>
    15.2 Understand the impact of structure and services on space use. <br/>
    15.3 Prepare briefs for space layouts. <br/>
    15.4 Programme and manage changes in accommodation. <br/>
    15.5 Keep abreast of new developments in space use. <br/>
    15.6 Keep abreast of legislation, which impacts on space use. <br/>

SECTION C: MANAGING RESOURCES<br/>

16. Procurement<br/>
    16.1 Develop a purchasing strategy for goods and services. <br/>
    16.2 Understand contract types. <br/>
    16.3 Develop standard specifications for goods and services. <br/>
    16.4 Develop and use standard terms and conditions. <br/>
    16.5 Evaluate and compare cost models. <br/>
    16.6 Keep abreast of contract legislation and practice. <br/>

17 Risk Management<br/>
17.1 Understand and apply risk management techniques. <br/>
    17.2 Carry out risk analysis. <br/>
    17.3 Manage and reduce risk. <br/>
    17.4 Understand and apply risk transfer. <br/>
    17.5 Develop a business contingency plan. <br/>

18 Financial Management <br/>
    18.1 Understand financial systems and processes. <br/>
    18.2 Manage capital and revenue budget. <br/>
    18.3 Manage cash-flow. <br/>
    18.4 Understand VAT and tax implications on FM activities. <br/>
    18.5 Prepare financial cases. <br/>

19 Quality Management <br/>
    19.1 Understand the principles of quality strategy, assurance and control. <br/>
    19.2 Apply quality management principles to initiate improvements. <br/>
    19.3 Design and manage quality systems and procedures. <br/>
    19.4 Understand quality standards and accreditation schemes. <br/>

20 Information Management<br/>
    20.1 Collect and analyse data.. <br/>
    20.2 Use information effectively. <br/>
    20.3 Manage information flow. <br/>
    20.4 Keep abreast of new developments in IT. <br/>
    20.5 Understand the applications and benefits of IT. <br/>
    20.6 Successfully implement IT systems. <br/>
    20.7 Keep abreast of the legislation, which applies, to IT. <br/>
43 International Diploma in International Trade and Maritime Studies

To meet the demands of the commercial world CCL has devised a series of courses to enable students to qualify in all aspects of International Trade, Exporting, Importing and Shipping. By combining these three areas of expertise a student can obtain the International Diploma in International Trade and Shipping. Moreover, students will obtain certification for each of the three courses taken. <br/><br/>

The objective of these courses is to enable students to become qualified in areas which will enable them to obtain employment in Export, Import and Shipping companies. <br/><br/>

<b>Entry Qualifications</b><br/>

Students do not need formal qualifications provided that their written and spoken English are at least Upper Intermediate/ First Certificate Level. <br/><br/>

<b>Duration of course</b><br/>

There will be two courses a year, one starting in September and finishing in September the following year and the second starting in April and finishing in April the following year. . <br/><br/>

<b>Syllabus</b><br/>
The International Diploma in International Trade and Maritime Management is made up of three selected courses and students may join when a selected course commences. Ideally it is advantageous to start with CIT and end with Maritime Management. <br/><br/>


1.Certificate in International Trade (CIT). <br/>


2.Diploma in International Trade. <br/>


3. BTEC Professional Development Certificate in Maritime Management. <br/>

There are 15 subjects in total and students need to pass ten or more subjects to qualify for the award, provided that five subjects are taken from the Diploma in International Trade course. <br/><br/>

Students who successfully pass the Diploma in Maritime Management will qualify for the Diploma in Export and Maritime Studies. <br/><br/>

Holders of this International Diploma may gain entry to Postgraduate courses in Maritime Studies leading to a Masters Degree in the same subject. <br/><br/>

311 The Diploma in International Trade

 This course is specially designed for students from overseas who wish to learn how international trade operates, and how increased exports can help to increase the prosperity of their own countries. The course will also outline clearly how imports and exports may be handled in a practical way. <br/><br/>


This course is also the second part in the three part series of courses leading to the International Diploma in International Trade and Maritime Studies. <br/><br/>

<b>Entry Qualifications</b> <br/>


Students must have a good knowledge of the English Language. No other formal qualifications are required. <br/><br/>
Entry will be given to students who have completed a course leading to the Certificate in International Trade (CIT). <br/><br/>

<b> Duration of course </b> <br/>

The duration of the course is 24 weeks. There is normally only one intake of students per year, commencing in late September and ending in March the following year. <br/><br/>

<b> Syllabus </b> <br/>

There are five subjects: <br/>

<b> International Trade.  </b> <br/>

European, North American Middle East, Far East, Latin America, China, and South Africa. Major commodity flows. Economic/ Trade blocs ASEAN, NAFTA,EU, MERCOSUR, CIS.International Trade Agencies, - WTO, OECD, UNCTAD, ICC, OPEC. Future trends focusing on globalisation of markets and product out-sourcing.International Physical Distribution. <br/> <br/>
Characteristics of International Transport modes and their application. - Full understanding of the 13 terms found in INCO terms 1990. - Role/application of the major documentation involved in the execution of the export sales contract embracing transport, customs, insurance, commercial, finance. - Comprehend the range of funding options of the export sales contract. - Focus on cargo insurance, packing, and freight rates.International Marketing &  <br/> <br/>

<b> Advertising.  </b> <br/>

What is International Marketing? Exploring Needs, Wants and Desires in the International environment.International Market Research Exploration of Primary and Secondary Data to find the answers to Research problems. Sources of data. Construction of Questionnaires. Problems in research. Use of published statistics. <br/> <br/>
International Market Segmentation. Finding out about the characteristics of the people in the local market place. Demographic profiling techniques, traditional and contemporary. The International Environments. Social, Cultural, Economic, Political, Legal and Technological aspects. Comparing and contrasting each in developing and developed countries. <br/> <br/>
International purchasing behaviour. Exploration of the factors involved in the purchasing process and the factors which may change them. Product Standardisation v Modification. <br/> <br/>

<b> Trade Blocs.</b> <br/>

The role of supranational trade bodies in the changing development of global trade. Their effect on selecting which markets to enter and their changing nature. Pricing. Pricing policies for FMCG and Industrial products and individual and business consumers. Understanding the role of currency, exchange rates and methods of countertrade. Hedging. <br/> <br/>
International Marketing in the Distribution chain. upply chain management from manufacturer to consumer.International Communications.The roles of Advertising, Public Relations, Cinema, Sales Promotion and Direct arketing in the integrated communication process. Creating material in each method for FMCG and business communications. <br/> <br/>

<b> International Law. </b> <br/>

The nature of Law. Sources/Origins - Common, Equity, Statute, Case (precedent) <br/>
Different roles of practitioners. Court hierarchy. - Basic difference between Tort & Contract, Civil & Criminal Law. European (et al), Necessity for international convention. <br/> <br/>
Buyer & Seller obligations/rights, including incoterms, Intellectual property. Different types of company formation: partnerships, private limited, plc's Mem & Art's Shares. Director's duties. <br/> <br/>
Negligence & tort: duty of care, with case examples. Moralities, cruelty, divorce. Conflict of laws & jurisdiction - international arbitration: New York convention/UNCITRAL/ Arb Act 1996. <br/> <br/>
The Law of contract: elements of a contract, offer, acceptance, types Of consideration, terms condition Vs warranties. Futures trading/right to sell property not owned. Sale of Goods Act/Sale of Goods & Services Act. "Donaghue v Stevenson" (1932) & "Hedley Bryne v Heller" (1964) 
Mistake and remedies. Misrepresentation. Frustration. Illegality. Structure of a proforma offer and a commercial contract. Use shipping and sales contracts as examples. Agency law: obligations and duties of an agent. (Un) disclosed principal - (dis) advantages.Different types of Authority: as broker and principal: ostensible et al. Case examples throughout. <br/> <br/>
International finance via Letters of Credit/bankers drafts. Freight (land and shipping) legislation: introduction to Hague-Visby and Hamburg Rules. Controlling organisations. <br/> <br/>

<b> Information Technology. </b> <br/>

Introduction to computer terminology. Basic design of a computer system. Choice of input devices and their application areas. <br/> <br/>
Output devices and Backing Storage devices. Computer networks, Disabled and Centralised Processing, Batch and Real-time processing. <br/> <br/>
Types of computer systems. Software - its importance and types. Data security, data integrity, data confidentiality. The Data Protection Act and its implications. Files, records and fields. Different types of files. <br/> <br/>
Word processing using Microsoft Word for Windows. Spreadsheet methods using Microsoft Excel. Database design, record storage and retrieval using Microsoft Access. <br/> <br/>

Searching for information using various computer based data sources like Microsoft Encarta, Times, CD-ROM and World Atlas. <br/> <br/>

Students will be continually assessed on course work, assignments (both written and oral) and a final integrated project based on an international theme covering all five areas of study. 
<br/> <br/>
Success in this course will enable students to obtain certification entitled the Professional Development Award in International Trade from BTEC. In addition, College Diplomas will be awarded to successful students, showing the subjects taken, and the degree of achievment attained - Pass, Merit or Distinction. <br/> <br/>
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The Professional Qualifications offered by the Institute aim to enhance the export performance and standing of individuals within the industry. The institute aims are to supply well trained and qualified international trade managers to commerce and industry. <br/><br/>
Benefits of Institute of Export membership<br/>

1. Free subscription to ‘International Trade Today’ published 10 times per year<br/>

2. Weekly email business letter (the latest trade issues) <br/>
3. Access to market information and statistics<br/>
4. Access to specially compiled list of international trade consultants<br/>
5. The institute of export helpdesk (practical advice on international trade ussies0<br/>
6. Maythorne Ltd Recruitment (specialists in international Trade recruitment) <br/>

7. Wordsmith Translators Ltd document translations (members discount) <br/>

<b>Examinations</b><br/>


Students have the option of taking examinations on the IOE scheduled dates in June and December for the Institutes certificate or the college centrally devised examinations in April and September. <br/><br/>


<b> Awards </b><br/>


1. To obtain Institute of Export certification, students will need to become IoE members (present cost £45) and pay IoE examination fees (presently £25 per subject) Total £185<br/>
2. To obtain College Certification, students will need to pay an examination fee of £50<br/>

<b> Syllabus </b><br/>


1. Structure of International Business <br/>
2. The Global Market Place<br/>
3. International Transport and Documentation<br/>
4. English for Business<br/>
5. Introduction to Trade Management<br/>

Students who have passed the LCCI English for Business examination at Levels 2 or 3, GCSE Grades A-C in English Language, or ‘0’ level English Language or an equivalent qualification will be granted exemption from paper 4, English for Business. <br/><br/>
While individual lecturers may alter Work Schedules they must adhere to the written syllabuses. <br/><br/>

<b> ENTRY QUALIFICATIONS</b><br/>

No formal qualifications are necessary though students are required to have a good knowledge of the English Language. <br/><br/>

<b> DURATION OF COURSE </b><br/>

On a full time basis: 15 hours per week for 12 weeks. <br/>
There will be two courses per year starting in January and July. <br/><br/>

Students holding a CIT Certificate of the Institute will become eligible for the Institute of Export’s Advanced Certificate in International Trade. <br/><br/>

Education and Training Department<br/>
The Institute of Export<br/>
Export House<br/>
Minerva Business Park<br/>
Lynch Wood<br/>
Peterborough<br/>

PE2 6FT<br/>

Tel: 01733 404400<br/>
Fax: 01733 404444<br/>
Email:education@export.uk<br/>
Website: http://www.export.org.uk/<br/>

<b> SYLLABUS </b><br/>

<b> Module 1: The Structure of International Business </b><br/>

Module 1 contains five units: <br/>
Unit 1: Structure of International Business <br/>

Section 1: Primary, Secondary and Tertiary Sectors <br/>
Section 2: Forms of Ownership <br/>
Section 3: Public and Private Sector <br/>
Section 4 Wholesalers and Retailers <br/>

Section 5: Sources of Finance <br/>


 Unit 2: The Objectives of Business <br/>

Section 1: Concepts of Capital, costs and Profit <br/>

Section 2: Measures of Success: Turnover, Profit and Growth <br/>

Unit 3: Money and Banking Operations <br/>

Section 1: Types of Banks <br/>
Section 2: Building Societies and other Financial Institutions <br/>
Section 3: Money and Money Transfers <br/>

Unit 4: Transport and Communications <br/>

Section 1: Developments in International Transport <br/>
Section 2: Introduction to ICT <br/>
Section 3: Use of Spreadsheets and Databases <br/>
Section 4: Electronic Data Interchange<br/>

Unit 5: The Export/Import Business <br/>

Section 1: Why Export? <br/>
Section 2: Structure of the Export/Import Office <br/>
Section 3: Basic Operations: Sales, Purchasing and Shipping<br/>

On completion of this module the successful student will be able to : <br/>
1.Describe the different types of companies involved in international trade<br/>

2.List the basic objectives of business<br/>

3.Identify the sources of finance for business<br/>

4.Explain the basic concepts of financial accounts and the nature of costs and profit<br/>

5.List the reasons why a company should export<br/>

6.Describe the basic organisational structures in export offices<br/>
7.Distinguish between different types of buyers and sellers<br/>
8.Distinguish between different types channels of distribution applicable to different types of products and services<br/>
9.Understand the elements of the banking system, how it works globally and how money is transmitted, received and made available<br/>
10.Use computer based database and spreadsheet programme appropriately<br/>
11. Describe recent developments in international transport with particular reference to electronic data interchange<br/>

<b> Module 2: Introduction to International Trade Management </b><br/>

Module 2 contains five Units: <br/><br/>

Unit 1: Business Plans<br/>

Section 1: Writing a Business Plan<br/>
Section 2: Implementing the Business Plan<br/><br/>

Unit 2: Marketing<br/>

Section 1: The Marketing Concept<br/>
Section 2: The Marketing Mix<br/>
Section 3: Why Export to Overseas Markets<br/>
Section 4: Designing and Implementing the Marketing Plan<br/>
Section 5: The Basics of Electronic Commerce<br/><br/>

Unit 3: Research
<br/>
Section 1: Sources of Information<br/>
Section 2: Methods of Collection<br/>
Section 3: Use of Spreadsheets<br/><br/>

Unit 4: Business Finance<br/>

Section 1: Sources of Information<br/>
Section 2: Financial Accounts<br/>
Section 3: Cash Flow<br/><br/>
Unit 5: Legal Issues<br/>

Section 1: Private and Public Law<br/>
Section 2: Basic Contract Law<br/>
Section 3: Incoterms 2000<br/><br/>

By the time you’ve finished this module you will be able to: <br/>


1. Describe the basic elements of a business plan and the processes of implementation<br/> 

2.Explain the ‘marketing concept’<br/>

3. Identify the main elements of the ‘marketing mix’<br/>
4. List the main sources of information both inside and outside companies<br/>

5. Describe the methods available for collection of information<br/>


6. Create, use and analyse information in the form of spreadsheets<br/>


7. Explain the basic elements of business finance with particular relevance to cash flow<br/>


8. Identify the legal issues within business operations<br/>


9. Explain the main elements of contract law<br/>

10. Explain the role and importance of Incoterms 2000<br/>

11. List the current Incoterms and the basic seller’s and buyer’s duties for each<br/><br/>

<b>Module 3: The Global Market Place</b><br/>
Module 3 contains five units: <br/>

Unit 1: Global Geography<br/>

Section 1: The Global Hierarchy of Countries<br/>
Section 2: Main Centres of Population, Language and Religions<br/>
Section 3: Geo-Political, Social, Cultural and Environmental Changes<br/><br/>

Unit 2: Trade Groupings<br/>


Section 1: The Main Trading Blocks<br/><br/>

Unit 3: The European Union<br/>

Section 1: The Origins<br/>
Section 2: The Objectives of the European Union<br/>
Section 3: The Future of the European Union<br/><br/>

Unit 4: The UK Balance of Payments<br/>

Section 1: The Structure of the Balance of Payments<br/>
Section 2: Current Balances of Trade<br/>
Section 3: The UK’s Main Markets<br/><br/>

Unit 5: International Transport<br/>

Section 1: Transport Modes by Sea, Land and Air<br/>
Section 2: Main Routes and Ports, Airports and Depots<br/><br/>

By the time you’ve finished this Module you will be able to: <br/>
• Distinguish between developed and developing countries<br/>
• Identify the major world races, religions and languages<br/>
• Identify the main trading blocks in global trade<br/>
• Describe the origins, objectives and future developments of the European Union<br/>
• Analyse the structure of the UK Balance of Payments<br/>

Section 3: The Export Quotation<br/>
Section 4: INCOTERMS and Price Calculation<br/><br/>

Unit 2: Methods of International Transport<br/>

Section 1: Use of Freight Forwarders<br/>
Section 2: Selection of Transport Mode<br/>
Section 3: Basic Freight Costing<br/><br/>

Unit 3: Shipping Documentation<br/>

Section 1: Bill of Lading<br/>
Section 2: Air Waybills<br/><br/>

• List the UK’s main export markets<br/>
• Describe the various modes of international transport and the main trading routes<br/>
• Explain the basic structure and function of the Internet<br/>
• Explain what is meant by ‘e-commerce’ and how it operates<br/><br/>

Module 4: International Transport and Documentation

Module 4 contains six units: <br/>

Unit 1: The Export Order Process<br/>

Section 1: Administration and Communication<br/>
Section 2: Role of Third Parties<br/>
 
Section 3: CMR and CIM International Consignment Notes<br/>

Unit 4: Customs Procedures<br/>


Section 1: The Single Market<br/>
Section 2: SAD and Intrastat<br/>
Section 3: Export Invoices<br/>
Section 4: Import Controls<br/><br/>

Unit 5: Cargo and Credit Insurance<br/>

Section 1: Specific and Open Policies<br/>
Section 2: Basic Risks Covered<br/>
Section 3: Credit Insurance<br/><br/>

Unit 6: Getting Paid<br/>

Section 1: Open Account<br/>
Section 2: Documentary Collections<br/>
Section 3: Documentary Letters of Credit<br/><br/>

By the time you’ve finished this Module you will be able to: <br/>
1. List the main elements of the export order process from the original enquiry to payment collection<br/>
2.Describe the roles of the main third parties involved in international trade i.e. carriers, forwarders, customs, banks, insurers etc. <br/>
3. Tabulate the main elements of an export quotation in the form of a pro-forma invoice<br/>


4.Identify the cost elements in a delivered duty-paid (DDP) export price<br/>
5. List the main methods of international transport and the factors which affect their selection<br/>
6. Explain the functions of bills of lading, waybills and certificates of shipment<br/>
7.Describe the requirements of HM Customs & Excise regarding export and import declarations<br/>
8.List the different types of export invoices used and describe the importance of their description, origin and value to Customs authorities<br/>
9.Explain the basic operations of cargo and credit insurance policies<br/>
10. List and explain the operation of the various methods of payment used in international trade<br/><br/>

<b> Module 5: English for Business </b><br/>

Module 5 contains four Units: <br/>

Unit 1: Communicating the Message<br/>

Section 1: The Art of Communicating<br/>
Section 2: Verbal Communication Skills<br/>
Section 3: Active Listening<br/>
Section 4: Non-verbal Communication Skills<br/><br/>

Unit 2: Writing Skills<br/>
Section 1: Basic Principles<br/>

Section 2: Writing Letters, Memos, Faxes and E-mails
<br/>

Section 3: Writing Essays
<br/>

Section 4: Writing Reports and Proposals<br/><br/>

Unit 3: Comprehension Skills<br/>

Section 1: Writing a Summary

<br/>Section 2: Summarising Press Releases

<br/>Section 3: Paraphrasing
<br/>Section 4: Comprehension Exercises<br/>

Unit 4: Check it Out<br/>

Section 1: Common Mistakes
<br/>Section 2: Punctuation
<br/>Section 3: Spelling and Wrong Words
<br/>Section 4: Other Things to Avoid in Good Writing<br/><br/>

On completion of this module the successful student will be able to:
<br/>

• Write a 300-500 word essay on an export topic in a clear, legible, organised and understandable form<br/>
• Produce an appropriate précis of a business report or article incorporating the essential elements<br/>
• Write correct answers to a series of questions on a business article which they have read<br/>
• Write an internal memorandum on a specified subject in a clear and legible format <br/>

• Write an external business letter on a specified subject in a clear and legible format<br/>
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The college has devised a shipping course which provides students with an in-depth knowledge of the maritime industry and its interface with associate industries particularly sea ports. The course fully takes account of new legislation and the changing pattern of maritime industry. <br/><br/>
Shipping goes through periods of dramatic change and has become the efficient supply chain network globally in the accelerating growth of international trade.
The Maritime Industry and its interface with business is complex and very professional. This program breaks new ground in examining objectively the salient points of Ship Management, Shipping Practice, Marine Insurance, International Shipping Law and Maritime Marketing. It will enable the student to fully comprehend the international environment in which modern ship owners operate and the professional ship management skills used in a competitive environment. <br/><br/>

No such integrated program exists elsewhere at sub-degree level and such a pragmatic skills based course will open up excellent employment opportunities as well as providing a favourable postgraduate diploma entry possibilities. <br/><br/>

This is the third selected course of three that make up the seies for the group diploma entitled the International Diploma in International Trade and Maritime Management. <br/><br/>

<b>ENTRY QUALIFICATIONS</b><br/>

The Diploma in International Trade. <br/>
Mature students with maritime experience. <br/>

<b> AWARD </b><br/>


BTEC/EDEXCEL will award successful students with an internationally recognised Professional Certificate in Maritime Management<br/><br/>

<b> DURATION OF COURSE </b><br/>

The duration of the course is 12 weeks. There is only one intake of students per year in April and finishing in July. <br/><br/>

<b> SYLLABUS </b><br/>

<b> Aims of the Programme </b><br/>

Shipping is going through a period of dramatic change and has become the efficient supply chain network globally in the accelerating growth of international trade. The Maritime Industry and its interface with business is complex and very professional. This programme breaks new ground in examining objectively the salient points of Ship Management, Shipping Practice, Marine Insurance, International Shipping Law and Maritime Marketing. It will enable the student to comprehend fully the international environment in which modern ship owners operate and the professional ship management skills used in a competitive environment. No such integrated programme exists elsewhere at sub-degree level and such a pragmatic skills and applications based course will open up excellent employment opportunities as well as providing a favourable degree entrance profile. <br/><br/>

<b> Module 1: Ship Management </b><br/>

<b> 1. Aim of this module </b><br/>

At a time of enormous change in the area of global ship management, this module will focus on all the qualities required in a successful ship manager operative in a competitive international market. Particular emphasis will be placed on maritime management skills, the legal and budget driven environment and future trends. <br/><br/>

<b> 2. What you will be able to achieve at the end of the course </b><br/>

On completion of this module the student will be able to: <br/>
a) Comprehend fully all the factors involved in running a shipping company in a competitive environment. <br/>
b) Focus particular attention on formulating strategies for ship management. <br/>
c) Comprehend International Maritime Organisation relative conventions and those in the process of adoption. <br/>
d) Examine the role of International Agencies involved in shipping. <br/>
e) Understand the structure of industry<br/><br/>

<b> 3. Content </b><br/>

International Safety Management (I.S.M.) Code. Fleet management, fleet management logistics, ship investment, budgets, general ship finance, chartering, manning vessels. International Agencies including BIMCO, UNCTAD, IMO, IPAH; political aspects of the industry; company organisation. 
Structure of the industry. <br/>
Ship construction, liners, and tankers - bulk dry/wet cargo<br/><br/>

<b> 4. Assessment </b><br/>

The main assessment method for this module will be a series of short modular assignments, each focusing on the solution of practical problems together with a final integrated assignment covering all five modules. <br/><br/>

<b> Module 2 - Shipping Practice </b><br/>

<b> 1. Aim of this module </b><br/>

This module will focus primarily on the day to day operation of a competitive shipping company and on the skills required. <br/>
Emphasis will be given to the interface with other organisations inherent with multi-modalism. <br/><br/>

<b> 2. What you will be able to achieve at the end of the course </b><br/>


On completion of this module the student will be able to: <br/>
a) Understand the range of ship types and their cargoes including dangerous cargo<br/>

b) Comprehend ship operation and movement/sailing schedules formulation and interface with sea ports<br/>

c) Focus on containerisation/multi-modalism<br/>
d) Understand chartering practice<br/>
e) Comprehend EDI and ship documentation<br/><br/>

<b> 3. Content </b><br/>


Ship types and their cargoes, Interface of ships with seaports, Ship documentation, Ship operation; freight rates; liner conferences, dangerous cargo, Containerisation, Electronic data interchange (EDI) 
Multi-modalism. <br/><br/>

<b> 4. Strategy </b><br/>

The main assessment method for this module will be a series of short modular assignments each focusing on the solution of practical problems together with a final integrated assignment covering all five modules. <br/><br/>

<b> Module 3: Maritime Marketing </b><br/>

<b> 1. Aim of this module </b><br/>

In the highly competitive world of shipping services an effective marketing strategy is the key tool in maintaining and developing business. The central aim of the module is to enable learners to apply general marketing principles to the context of shipping services in a complex and rapidly changing environment. <br/><br/>

<b> 2. What you will be able to achieve at the end of the course </b><br/>

On completion of this module the student will be able to: <br/>
a) Understand fully the market environment in all sectors of the maritime industry<br/>
b) Produce an international marketing plan<br/>
c) Focus on marketing mix, product development; selling<br/>

d) Fully understand the cross culture challenges of marketing deep sea global shipping services in a fast changing and complex environment<br/>
e) Understand the role maritime marketing plays in ship management encompassing all its sectors, liner cargo, chartering and tankers. <br/>
<b> 3. Content </b><br/>

Market environment, Market research led strategies, Marketing mix
International marketing plans, Product development; product life cycles, Marketing controls; budgets; selling<br/><br/>

<b> 4. Strategy </b><br/>

The main assessment method for this module will be a series of short modular assignments each with a strong focus on the solution of practical marketing problems, with a final integrated assignment in which marketing issues are prominent. <br/><br/>

<b> Module 4 - Marine Insurance </b><br/>

<b> 1. Aim of this module </b><br/>

The focus will be on the marine insurance market, its structure and the interface with the shipper and shipowner. Emphasis will be placed on the comprehension of the competitive market place, the negotiating skills required, the documentation and claims procedure and trends in the market place, having regard to relevant new legislation. <br/><br/>

<b> 2. What you will be able to achieve at the end of the course </b><br/>


On completion of this module the student will be able to: -<br/>
a) Understand fully the marine insurance market including P&I Clubs<br/>
b) Negotiate the insurance of a vessel with a broker<br/>
c) Comprehend cargo insurance<br/>
d) Process claims and general average<br/><br/>
Marine Insurance involves many elements in the conduct of marine/cargo insurance brokerage. Particular attention will be given to emerging trends and implementation of ISM Code and the STCW legislation under SOLAS. <br/><br/>

<b> 3. Content</b><br/>

The responsibility for insuring the ship and its cargo. <br/>
The market for insurance - Lloyds of London and the insurance companies. The insurance of the ship. The insurance of the cargo. <br/>
Claims and general average. <br/><br/>

<b> 4. Strategy</b><br/>

The main assessment method for this module will be a series of short modular assignments each focussing on the solution of practical maritime insurance problems, together with a final integrated assignment in which insurance issues will be prominent. <br/><br/>

<b> Module 5 - International Shipping Law </b><br/>

<b> 1. Aim of this module </b><br/>

The focus of this module will be the legislation operative in the conduce/carriage of trade/cargo and the operation/management/survey of ships. It will be integrated with the other modules, particularly Ship Management and Shipping Practice. <br/><br/>

<b>2. What you will be able to achieve at the end of the course </b><br/>

On completion of this module the student will be able to:- <br/>
a) Understand the International Legal Structure and International Law of the Sea<br/>
b) The Carriage of Goods by Sea Acts 1924/71 - Hague - Visby and Hamburg Rules<br/>
c) The Contract of affreightment<br/>
d) The conduct and processing of the maritime legal environment. <br/>

<b> 3. Content </b><br/>

International Law and ships. <br/>
Laws affecting ownership, construction and crews of Ships. <br/>
The carriage of goods by sea. <br/>
Laws affecting the running of a ship. <br/>
The principles of insurance laws affecting shipping. <br/><br/>
<b> 4. Strategy </b><br/>

The main assessment method for this module will be a series of short modular assignments each with a strong focus on the solution of practical legal problems that relate to international shipping, together with a final integrated assignment in which legal issues will be prominent.  
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Chartered Management Accountants are involved at every level in organisations throughout the world. They are crucial members of the management team, making decisions and supplying information vital to the running of organisations in both the public and private sectors.<br/><br/>

As Chartered Management Accountant students will be qualified to work in a variety of businesses from large-scale corporations to management consultancy Practises. With over 58,000 students and 44,000 members are employed by organisations such as Procter $ Gamble, ICI, Cadbury Schweppes, IBM, British Airways and CoopersLybrandDeloitte, CIMA is the leading financial qualification for business today. <br/><br/>

<b>Entry Qualifications</b><br/>

2 GCE A Levels or equivalent <br/>
Students over the age of 25 may be given exceptional entry as mature students. 
All Students need to register as members of the Institute at the following address: <br/><br/>

<b> Chartered Institute of Management Accountants (CIMA)</b><br/>

26 Chapter Street<br/>
London SW1P 4NP<br/>
Tel:+44 (0)20 7663 5441<br/>

<b> Duration of course </b><br/>

The course consists of 3 levels. There are two semesters for each level, though the Intermediate level will cover four semesters. Total duration will be two years. <br/><br/>

<b> NEW Award</b><br/>

Students who complete Foundation level will be awarded the CIMACertificate in Business Accounting. <br/><br/>

<b> Syllabus </b><br/>

<b> CIMA FOUNDATION LEVEL </b><br/>

<b> The Chartered Institute of Management Accountants - a full professional accountancy qualification </b><br/>


Chartered Institute of Management Accountants are involved at every level in organisations throughout the world. They are crucial members of the management team, making the decisions and supplying the information vital to the running of organisations in both the public and private sectors. <br/><br/>

As the Chartered Institute of Management Accountants students will be qualified to working a variety of businesses from large-scale corporations to management consultancy practices. With over 58,00 students, CIMA is the leading financial qualification for businesses today. <br/><br/>

<b> 1. Financial Accounting Fundamentals </b><br/>

<b> Syllabus overview </b><br/>


This is an introduction to financial accounting and assumes no prior knowledge of the subject. It deals with the recording of accounting transactions and the preparation of accounting statements for single entities. The basic concepts of accounting are dealt with, and the student will be expected to understand the limitations of financial accounts in attempting to meet the needs of all users. An understanding of the different approaches to asset valuation and the resulting influence on profit measurement is required. <br/><br/>

There is an introduction to the regulatory framework that determines published accounts requirements and a basic introduction to the role of accounting standards. An awareness of published accounts is required, but students will not be asked to prepare accounts in a published accounting format. No knowledge of any specific accounting standard is required. There will be an introduction to accounting systems and their control. <br/><br/>

Although the emphasis is on the basic methods and techniques of the subject, students will be expected to develop a critical approach by asking why the methods and techniques are used and in what circumstances they are appropriate. <br/><br/>


This syllabus addresses the fundamentals of the subject and recognises that some terms and definitions vary from one area of the world to another. As a result, students can use accepted alternative names to those that appear in this syllabus and be aware of alternative accounting formats. For example, International Accounting Standard 1 (IAS 1) uses income statement instead of profit and loss account and non-current assets instead of fixed assets. Others include inventories, receivables and payables. All of these are acceptable for use in answers in this paper, but it will be expected that they are applied consistently. Similarly, IAS 1 provides illustrations of accounting formats that are used widely in published accounts and are acceptable in this paper. <br/><br/>

<b> Syllabus content </b><br/>

1 (i) Conceptual and regulatory framework – 20%<br/>

Users of accounts and the objectives of financial statements; functions of financial and management accounts; purpose of accounting statements; stewardship; the accounting equation. <br/>
Fundamental accounting concepts, bases and policies; capital and revenue; cash and profit; income, expenditure, assets and liabilities. <br/>
Historical cost convention. <br/>
Methods of asset valuation and their implications for profit measurement and the balance sheet. <br/>
The regulatory influence of company law and accounting standards; items in formats for published accounts. <br/>

1 (ii) Accounting systems – 20%<br/>
The accounting system and accounting records. <br/>
Ledger accounts; double-entry bookkeeping. <br/>
Preparation of accounts for cash and bank; bank reconciliations; imprest system for petty cash. <br/>
Accounting for sales and purchases, including personal accounts and control accounts. <br/>
Financial accounting codes and their uses. <br/> 
Nominal ledger accounting; journal entries. <br/>
Trial balance. <br/>
Accounting for indirect taxes (for example, VAT). <br/>
Accounting for payroll. <br/>

1(iii) Control of accounting systems – 15%<br/>

The purpose of external audit and the meaning of true and fair view. <br/>
Internal audit. <br/>
Financial controls; audit checks on financial controls; audit trails. 
Errors or fraud. <br/>

1(iv) Preparation of accounts – 45%<br/>

Adjustments to the trial balance; accruals and prepayments. <br/>
Bad debts and provision for doubtful debts. <br/>
Accounting treatment for depreciation (straight line, reducing balance and revaluation methods). <br/>
Fixed asset register. <br/>
Accounting for stocks (excluding long-term contract work in progress); methods of stock valuation (FIFO, LIFO and average cost). <br/>
Trading, profit and loss accounts and balance sheets from trial balance; accounting for the appropriations of profit. <br/>
Manufacturing accounts. <br/>
Income and expenditure accounts. <br/>
Production of accounting statements from incomplete data. <br/>
Ratios: return on capital employed; gross and net profit margins; asset turnover; debtors collection and creditors time to pay; current and quick ratios; stock turnover; gearing. <br/>
Cash-flow statements. <br/><br/>

<b> 2. Management Accounting Fundamentals </b><br/>

<b> Syllabus overview </b><br/>

Management Accounting Fundamentals is an introduction to management accounting for students with limited knowledge or no knowledge of this subject. While this paper focuses on the application of fundamental methods and techniques, students are also expected to have an understanding of when and when not to use them. Students must also appreciate the Syllabus content<br/>

<b> Syllabus content </b><br/>

2(i) Cost determination – 30%<br/>

Classification of costs. <br/>
Materials: accounting and control procedures. <br/>
Labour: accounting and control procedures. <br/>
Factory incentive schemes for individuals and groups. <br/>
Overhead costs: allocation, apportionment, reappointment and absorption of overhead costs. NB: the repeated distribution method only will be used for reciprocal service department costs. <br/>
Absorption costing. <br/>
Marginal costing. <br/>
Materials: reorder quantity, reorder level, maximum stock, minimum stock, economic order quantity. <br/>

2(ii) Standard costing – 15%<br/>

Principles of standard costing. <br/>
Preparation of standard costs under absorption and marginal costing. <br/>
Variances: materials: total, price and usage; labour: total, rate and efficiency; variable overhead: total, expenditure and efficiency; fixed overhead: total, expenditure and volume (absorption costing); fixed overhead: expenditure (marginal costing); sales: total sales margin variance. <br/><br/>
2(iii) Costing and accounting systems – 20%<br/>

Job, batch, contract and process costing. <br/>
Cost accounting statements for services and service industries. <br/>
Marginal and absorption costing profit and loss accounts. <br/>
Accounting entries for an integrated accounting system. <br/>
Interlocking accounting. <br/>
2(iv) Marginal costing and decision-making – 15%<br/>

Relevant cost concepts, including sunk costs, committed costs and opportunity costs. <br/>
Fixed, variable and semi-variable costs. <br/>
Contribution concept. <br/>
Break-even charts, profit/volume graphs, break-even point, profit target, margin of safety, contribution/sales ratio. <br/>
Limiting factor analysis. <br/>

2(v) Budgeting – 20%<br/>

Budget theory. <br/>
Budget preparation. <br/>
IT and budgeting. <br/>
Cost estimation and estimating techniques. <br/>
Reporting of actual against budget. <br/>
Fixed and flexible budgeting. <br/><br/>
<b> 3a.Economics for Business </b><br/>
 
<b> Syllabus overview </b><br/>
 

This syllabus is designed to enable students to acquire a knowledge and understanding of the fundamental economic concepts necessary for the work of the Chartered Management Accountant. <br/><br/>

<b> Syllabus content </b><br/>
3a(i) The economy and the growth of economic welfare – 10 %<br/>

The concept of economic welfare. <br/>
Economic growth: trends in economic growth; factors in economic growth. <br/>
Economic welfare and sustainable growth. <br/>
Issues in economic growth and growth policy. <br/>

3a(ii) The market system and the competitive process – 40 %<br/>

The business environment and the structure of economic activity. <br/>
Business firms: legal, economic and organisational features; entrepreneurship and profit. <br/>
Business functions: production and costs, finance and marketing. <br/>
The market process: supply and demand and their determinants. <br/>
The price mechanism: the demand and supply model and its applications. <br/>
Forms of market structure: competition and economic welfare; competition policy; regulation and deregulation; the public sector and privatisation. <br/>
Business and the environment; externalities and public policy. <br/>

3a(iii) The macroeconomic framework – 30%<br/>
National income: its measurement and determination; the circular flow of income and a simple aggregate demand and supply model; unemployment and the price level. <br/><br/>
The monetary environment: inflation and the money supply; the banking and financial system; interest rates and monetary policy. <br/>
The fiscal environment: taxation and public spending; the budget and government borrowing; demand management and supply-side policy. <br/>
Macroeconomic stability; economic fluctuations and their causes; macroeconomic forecasting and stabilisation policy. <br/>

3a(iv) The open economy – 20%<br/>

Patterns of international trade and trade policy; regional trading blocs; the globalisation of production. <br/>
International factor movements; international capital markets; international investment flows; the movement of labour and technology; the nature and role of transnational companies. <br/>
The balance of payments; structure and determinants of the balance of payments; foreign exchange markets and exchange rate regimes; European Monetary Union. <br/><br/>

<b> 3b.Business Law </b><br/>

<b> Syllabus overview </b><br/>
The Business Law syllabus deals with those aspects of law which affect businesses and which contribute towards establishing the competence of the Chartered Management Accountant. By way of introduction, it covers fundamental elements of The English legal system, and uses professional negligence as the vehicle for demonstrating the system of judicial precedent. The syllabus then proceeds to look at the essentials of establishing and performing simple contracts and the remedies available in the event of a breach.
As an introduction to company law, the syllabus then proceeds to look at the essential characteristics of the various forms of business organisation. Following this introduction, the emphasis is placed upon the company limited by shares and the rules relating to company formation, finance and management. Students may be required to present their explanations in the form of a letter or memorandum.

<br/><br/>

<b> Syllabus content </b><br/>

3b(i) The English legal system – 10%<br/>

The sources of English law. <br/>
The system of judicial precedent. <br/>
The essential elements of the tort of negligence, including duty, breach and damage/loss/injury. <br/>
The liability of professionals in respect of negligent advice. <br/>

3b(ii) Establishing contractual obligations – 10%<br/>

The essential elements of a valid simple contract. <br/>
The legal status of the various types of statements which may be made by negotiating parties. Enforceable offers and acceptances, and the application of the rules to standard form contracts and modern forms of communication. 
The meaning and importance of consideration. <br/>
The principles for establishing that the parties intend their agreement to have contractual force. <br/>
How a contract is affected by misrepresentation. <br/>

3b(iii) Performing the contract – 10%<br/>

Incorporation of express and implied terms. <br/>
Conditions and warranties and the nature and effect of both types of terms. 
The main provisions of sale of goods and supply of services legislation. 
The manner in which the law controls the use of exclusion clauses and unfair terms in consumer and non-consumer transactions. <br/>
The level of performance sufficient to discharge contractual obligations. <br/>
Valid reasons for non-performance by way of agreement, breach by the other party and frustration. <br/>

3b(iv) Contractual breakdown – 10%<br/>

The remedies of specific performance, injunction, rescission, and requiring a contract party to pay the agreed price. <br/>
Causation and remoteness of damage. <br/>
The quantification of damages. <br/>

3b(v) The law of employment – 10%<br/>

The tests used to distinguish an employee from an independent contractor. <br/>
The express and implied terms of a contract of employment. <br/>
Unfair and wrongful dismissal. <br/>
An outline of the main rules relating to health and safety at work, sanctions on employers for non-compliance, and remedies for employees. <br/>

3b(vi) Company formation – 15% <br/>

The essential characteristics of sole traderships/practitionerships, partnerships and companies limited by shares. <br/>
Corporate personality and its legal consequences. <br/>
‘Lifting the corporate veil’ both at common law and by statute. <br/>
The distinction between public and private companies. <br/> 

The procedure for registering a company, the advantages of purchasing a company ‘off the shelf’, and the purpose and content of the memorandum and articles of association. <br/>
Corporate capacity to contract. <br/>

3b(vii) Corporate administration – 10%<br/>

Board meetings: when used and the procedure at the meeting. <br/>
Annual and Extraordinary General Meetings: when used and the procedure at the meeting. <br/>
Company resolutions and the uses of each type of resolution. <br/>

3b(viii) Corporate finance – 10%<br/>

The rights attaching to the different types of shares issued by companies. <br/>
The procedure for issuing shares. <br/>
The purposes for which shares may be issued. <br/>
The maintenance of capital principle and the ability of a company to redeem, purchase and provide financial assistance for the purchase of its own shares, and the situations in which such powers are useful. <br/>
The rules for the reduction and increase of share capital. <br/>
The ability of a company to borrow money and the procedure to be followed. <br/>
Unsecured loans, and the nature and effect of fixed and floating charges. <br/>

3b(ix) Corporate Management – 15%<br/>

The appointment, retirement and removal of directors. <br/>
Directors’ powers and duties. <br/>
Fraudulent and wrongful trading, preferences and transactions at an undervalue. <br/> 
The division of powers between the board and the shareholders. <br/>
The rights of majority and minority shareholders. <br/>
The qualifications, powers and duties of the company secretary. <br/><br/>
<b> 3c.Business Mathematics </b><br/>


 <b> Syllabus overview </b><br/>

This is a Foundation Level study in mathematical and statistical concepts and techniques. The first two sections, Basic Mathematics and Summarising and Analysing Data, include techniques which are fundamental to the work of the Chartered Management Accountant. The third section covers basic probability and is needed because Chartered Management Accountants need to be aware of and be able to estimate the risk and uncertainty involved in the decisions they make. The fourth section is an introduction to financial mathematics, a topic that is important to the study of financial management. Finally, there is an introduction to the mathematical techniques needed for forecasting, necessary in the area of business planning. <br/><br/>

<b> Syllabus content </b><br/>

3c(i) Basic mathematics – 10%<br/>

Use of formulae. <br/>
Percentages and ratios. <br/>
Rounding of numbers. <br/>
Basic algebraic techniques and the solution of equations, including simultaneous and quadratic equations. <br/>

3c(ii) Summarising and analysing data – 25%<br/>

Data and information. <br/>
Primary and secondary data. <br/>
Probability sampling (simple random sampling, stratified, systematic, multi-stage, cluster) and non-profitability sampling (quota). <br/>
Tabulation of data. <br/>
Frequency distributions. <br/>
Graphs and diagrams: bar charts, time series graphs (not Z charts), scatter diagrams, histograms and ogives. <br/>
Summary measures for both grouped and ungrouped data. <br/>
Coefficient of variation. <br/>
Index numbers. <br/>

3c(iii) Probability – 20%<br/>

The relationship between probability, proportion and per cent. <br/>
The addition and multiplication rules. <br/>
Expected values. <br/>
Normal distribution. <br/>

3c(iv) Financial mathematics – 20%<br/>

Simple and compound interest. <br/>
Discounting to find the present value. <br/>
Annuities and perpetuities. <br/>
Loans and mortgages. <br/>
Sinking funds and savings funds. <br/>
Simple investment appraisal. <br/>

3c(v) Forecasting – 25%<br/>

Correlation. <br/>
Simple linear regression. <br/>
Time series analysis – graphical analysis. <br/>
Calculation of trend using graphs, moving averages and linear regression. <br/>
Seasonal variations – additive and multiplicative. <br/>
Forecasting. <br/>
315 CIMA Strategic level 

Chartered Management Accountants are involved at every level in organisations throughout the world. They are crucial members of the management team, making decisions and supplying information vital to the running of organisations in both the public and private sectors. <br/><br/>

As Chartered Management Accountants students will be qualified to work in a variety of businesses from large-scale corporations to management consultancy Practises. With over 58,000 students and 44,000 members are employed by organisations such as Procter $ Gamble, ICI, Cadbury Schweppes, IBM, British Airways and CoopersLybrandDeloitte, CIMA is the leading financial qualification for business today. <br/><br/>

Students who complete the Managerial level will be awarded the CIMA Advanced Diploma in Management Accounting. <br/><br/>

<b>Entry Qualifications</b><br/>

1. Completion of ALL Foundation Level subjects<br/>

2. Students with good academic qualifications may be given exemption from Foundation level provided subject-by-subject exemptions are confirmed by CIMA.
<br/>
All Students need to register as members of the Institute at the following address: <br/>

<b> Chartered Institute of Management Accountants (CIMA)</b><br/>
26 Chapter Street<br/>
London SW1P 4NP<br/>
Tel:+44 (0)20 7663 5441<br/><br/>

<b> Duration of course </b><br/>

This level consists of 6 subjects comprising 3 learning pillars: Management Accounting pillar, Business Management pillar and Financial Management pillar. CIMA will grant students a transfer credit under its transitional arrangements for those who have passed subjects under the old syllabus. It is quite normal practice to spend two semesters on one module in order to be confident in passing the examinations. Tutors recommend that students do not sit more than three subjects in any one sitting when taking the subject for the first time. 
Note: students are requested to read the section at the back of the student handbook. <br/><br/>

<b> Syllabus </b><br/>

The Full Syllabus – Managerial Level<br/>

This section sets out the specific syllabus for each of the six papers within the three learning pillars at the Managerial Level. However, it is implicit in each case, that material included in the syllabus for any of the papers within the CIMA Certificate in Business Accounting qualification, may also be relevant for the purpose of assessment, in related subjects. The syllabus for the CIMA Certificate in Business Accounting qualification can be viewed on the CIMA website. <br/><br/>

PAPER P1 MANAGEMENT ACCOUNTING PERFORMANCE EVALUATION<br/>

Syllabus outline<br/>

Topic and Study Weighting<br/>

A. Cost Accounting Systems 25%<br/>
B. Standard Costing 25%<br/>
C. Budgeting 30%<br/>
D. Control and Performance <br/>
Measurement of Responsibility Centres 20%<br/>

Syllabus Content<br/>

A – Cost Accounting Systems – 25%<br/>

Syllabus Content<br/>

1. Marginal (or variable) costing as a system of profit reporting and stock valuation. <br/>

2. Absorption costing as a system of profit reporting and stock valuation. <br/>

3. Throughput accounting as a system of profit reporting and stock valuation. <br/>

4. Activity-based costing as a potential system of profit reporting and stock valuation. <br/>
5. The integration of standard costing with marginal cost accounting, absorption cost accounting and throughput accounting. <br/>

6. Process accounting including establishment of equivalent units in stock, work-in-progress and abnormal loss accounts and the use of first-in-first-out, average cost and standard cost methods of stock valuation. <br/>

7. MRP and ERP systems for resource planning and the integration of accounting functions with other systems, such as purchase ordering and production planning. <br/>

8. Back-flush accounting in just-in-time production environments. The benefits of just-in-time production, total quality management and theory of constraints and the possible impacts of these methods on cost accounting and performance measurement. <br/>

B – Standard Costing – 25%<br/>

Syllabus Content<br/>

1. Manufacturing standards for material, labour, variable overhead and fixed overhead. <br/>

2. Price/rate and usage/efficiency variances for materials, labour and variable overhead. Further subdivision of total usage/efficiency variances into mix and yield components. (Note: The calculation of mix variances on both individual and average valuation bases is required.) <br/>
3. Fixed overhead expenditure and volume variances.(Note: the subdivision of fixed overhead volume variance into capacity and efficiency elements will not be examined.) <br/>
4. Planning and operational variances. <br/>
5. Standard and variances in service industries, (including a the phenomenon of “McDonaldization”), public services (e.g. Health), (including the use of “diagnostic related” or “reference” groups), and the professions (e.g. labour mix variances in audit work). Criticisms of standard costing in general and in advanced manufacturing environments in particular. <br/>
6. Sales price and sales revenue/margin volume variances (calculation of the latter on a unit basis related to revenue, gross margin and contribution margin). Application of these variances to all sectors, including professional services and retail analysis. <br/>
7. Interpretation of variances: interrelationship, significance. <br/>
8. Benchmarking <br/>
9. Behavioural implications of setting standard costs. <br/>
C – Budgeting – 30%<br/>

Syllabus Content<br/>

1. Time series analysis including moving totals and averages, treatment of seasonality, trend analysis using regression analysis and the application of these techniques in forecasting product and service volumes. <br/>

2. Fixed, variable, semi-variable and activity-based categorisations of cost and their application in projecting financial results. <br/>
3. What-if analysis based on alternative projections of volumes, prices and cost structures and the use of spreadsheets in facilitating these analyses. <br/>
4. The purpose of budgets and conflicts that can arise (e.g. between budgets for realistic planning and budgets based on ‘hard to achieve’ targets for motivation). <br/>
5. The creation of budgets including incremental approaches, zero-based budgeting and activity-based budgets. <br/>
6. The use of budgets for control: controllable costs and variances based on ‘fixed’ and ‘flexed’ budgets. The conceptual link between standard costing and budget flexing. <br/>
7. Behavioural issues in budgeting: participation in budgeting and its possible beneficial consequences for ownership and motivation, participation in budgeting and its possible adverse consequences for ‘budget padding’ and manipulation; setting budget targets for motivation etc. <br/>
8. Criticisms of budgeting and the recommendations of the advocates of the balanced scorecard and ‘beyond budgeting’. <br/>
D – Control and Performance Measurement of Responsibility Centres – 20%

<br/>
Syllabus Content<br/>

1. Organisation structure and its implications for responsibility accounting. <br/>

2. Presentation of financial information including issues of controllable/uncontrollable costs, variable/fixed costs and tracing revenues and costs to particular cost objects. <br/>

3. Return on investment and its deficiencies, the emergence of residual income and economic value added to address these. <br/>

4. Behavioural issues in the application of performance measures in cost profit and investment centres. <br/>

5. The theory of transfer pricing, including perfect, imperfect and no market for the intermediate good. <br/>

6. Use of negotiated, market, cost-plus and variable cost based transfer prices. ‘Dual’ transfer prices and lump sum payments as means of addressing some of the issues that arise. <br/>

7. The interaction of transfer pricing and tax liabilities in international operations and implications for currency management and possible distortion of internal company operations in order to comply with Tax Authority directives. <br/>

PAPER P2 MANAGEMENT ACCOUNTING DECISION MANAGEMENT<br/>

Syllabus Outline<br/>

The syllabus comprises: <br/>

Topic and Study Weighting<br/>

A. Financial Information for Short-term Decision Making 30%<br/>
B. Financial Information for Long-term Decision Making 25%<br/>
C. The Treatment of Uncertainty in Decision Making 15%<br/>

D. Cost Planning and Analysis for Competitive Advantages 30%<br/>

Syllabus Content<br/>

A – Financial Information for Short-term Decision Making – 30%<br/>

Syllabus content<br/>

1. Relevant cash flows and their use in short-term decision, typically concerning acceptance/rejection of contracts, pricing and cost/benefit comparisons. <br/>

2. The importance of strategic, intangible and non-financial judgements in decision-making. <br/>
3. Pricing decisions for profit maximising in imperfect markets. (Note: tabular methods of solution are acceptable). <br/>
4. Pricing strategies and the financial consequences of market skimming, premium pricing, penetration pricing, loss leaders, product bundling/optional extras and product differentiation to appeal to different market segments. <br/>
5. The allocation of joint costs and decisions concerning process and product viability based on relevant costs and revenues. <br/>
6. Multi-product break-even analysis, including break-even and profit/volume charts, contribution/sales ratio, margin of safety etc. <br/>
7. Simple product mix analysis in situations where there are limitations on product/service demand and one other production constraint. <br/>
8. Linear programming for more complex situations involving multiple constraints. Solution by graphical methods of two variable problems, together with understanding of the mechanics of simplex solutions, shadow prices etc. (Note: questions requiring the full application of the simplex algorithm will not be set although candidates should be able to formulate an initial tableau, interpret a final simplex tableau and apply the information it contained in a final tableau.) <br/>
B – Financial Information for Long-term Decision Making – 25%<br/>

Syllabus content<br/>

1. The process of investment decision making, including origination of proposals, creation of capital budgets, go/on go decisions on individual projects (where judgements on qualitative issues interact with financial analysis), and post audit of completed projects. <br/>

2. Generation of relevant project cash flows taking account of inflation, tax, and ‘final’ project value where appropriate. <br/>
3. Activity-based costing to derive approximate ‘long-run’ costs appropriate for use in strategic decision making. <br/>
4. The techniques of investment appraisal; payback, discounted payback, accounting rate of return, net present value and internal rate of return. <br/>
5. Application of the techniques of investment appraisal to project cash flows and evaluation of the strengths and weaknesses of the techniques. <br/>
6. Sensitivity analysis to identify the input variables that most effect the chosen measure of project worth (payback, ARR, NPV or IRR). <br/>
7. Methods of dealing with particular problems: the use of annuities in comparing projects with unequal lives and the profitability index in capital rationing situations. <br/>
C- The Treatment of Uncertainty in Decision Making – 15%<br/>

Syllabus content<br/>

1. The nature of risk and uncertainty. <br/>

2. Sensitivity analysis in decision modelling and the use of computer software for “what if” analysis. <br/>
3. Assignment of probabilities to key variables in decision models. <br/>
4. Analysis of probabilistic models and interpretation of distributions of project outcomes. <br/>
5. Expected value tables and the value of information. <br/>
6. Decision trees for multi-stage decision problems. <br/>
D – Cost Planning and Analysis for Competitive Advantage – 30%<br/>


Syllabus content<br/>

1. Value analysis and quality function deployment. <br/>

2. The benefits of just-in-time production, total quality management and theory of constraints and the implications of these methods for decision-making in the “new manufacturing environment”. <br/>
3. Kaizen costing, continuous improvement and cost of quality reporting. <br/>
4. Learning curves and their use in predicting product/service costs, including derivation of the learning rate and the learning index. <br/>
5. Activity-based management in the analysis of overhead and its use in improving the efficiency of repetitive overhead activities. <br/>
6. Target costing. <br/>
7. Life cycle costing and implications for marketing strategies. <br/>
8. The value chain and supply chain management, including the trend to outsource manufacturing operations to Eastern Europe and the Far East. <br/>
9. Gain sharing arrangements in situations where, because of the size of the project, a limited number of contractors or security issues (e.g. in defence work), normal competitive pressures do not apply. <br/>
10. The use of direct and activity-based cost methods in tracing costs to ‘cost objects’, such as customers or distribution channels, and the comparison of such costs with appropriate revenues to establish ‘tiered’ contribution levels, as in the activity-based cost hierarchy. <br/>
11. Pareto analysis. <br/>
PAPER P4 ORGANISATION MANAGEMENT AND INFORMATION SYSTEMS<br/>

 Syllabus Outline<br/>

The syllabus comprises: <br/>

Topic and Studying Weighting<br/>

A. Information Systems 20%<br/>
B. Change Management 10%<br/>
C. Operations Management 20%<br/>
D. Marketing 20%<br/>
E. Managing Human Capital 30%<br/>


A – Information Systems – 20%<br/>

Syllabus Content<br/>

1. Introduction to hardware and software in common use in organisations. <br/>

2. Hardware and applications architectures (i.e. centralised, distributed, client server) and the IT required to run them (PCs, servers, networks and peripherals). <br/>
3. General Systems Theory and its application to IT (i.e. system definition, system components, system behaviour, system classification, entropy, requisite variety, coupling and decouping). <br/>
4. Recording and documenting tools used during the analysis and design of systems ( i.e. entity-relationship model, logical data structure, entity life history, dataflow diagram, and decision table). <br/>
5. Databases and database management systems. (Note: knowledge of database structures will not be required). <br/>
6. The problems associated with the management of in-house and vendor solutions and how they can be avoided or solved. <br/>
7. IT-enabled transformation (i.e. the use of information systems to assist in change management). <br/>
8. System changeover methods (i.e. direct, parallel, pilot and phased). <br/>
9. IS implementation (i.e. methods of implementation, avoiding problems of non-usage and resistance). <br/>
10. The benefits of IT systems. <br/>
11. IS evaluation, including the relationship of sub-systems to each other and testing. <br/>
12. IS outsourcing<br/>
13. Maintenance of systems (i.e. corrective, adaptive, preventative). <br/>
B – Change Management – 10%<br/>

Syllabus Content<br/>

1. External and internal change triggers (e.g. environmental factors, mergers and acquisitions, re-organisation and rationalisation). <br/>

2. The stages in the change process. <br/>

3. Approaches to change management (e.g. Beer and Nohria, Kanter, Lewin and Peters, Senge et al.). <br/>

4. The importance of managing critical periods of change through the life cycle of the firm. <br/>

C – Operations Management – 20%<br/>

Syllabus Content<br/>

1. An overview of operations strategy and its importance to the firm. <br/>

2. Design of products/services and processes and how this relates to operations and supply. <br/>

3. Methods for managing inventory, including continuous inventory systems (e.g. Economic Order Quantity, EOQ), periodic inventory systems and the ABC system (Note: ABC is not an acronym. A refers to high value, B to medium and C to low value inventory). <br/>

4. Strategies for balancing capacity and demand including level capacity, chase and demand management strategies. <br/>

5. Methods of performance measurement and improvement, particularly the contrast between benchmarking and Business Process Re-engineering (BPR). <br/>

6. Practices of continuous improvement (e.g. Quality circles, Kaizen, 5S, 6 Sigma). <br/>

7. The use of benchmarking in quality measurement and improvement. <br/>

8. Different methods of quality measurement (i.e. operational, financial and customer measures). <br/>

9.  The characteristics of lean production, flexible, workforce practices, high-commitment human resource policies and commitment to continuous improvement. Criticisms and limitations of lean production. <br/>

10. Systems used in operations management: Manufacturing Resource Planning (MRP), Optimised Production Technologies (OPT), Just-in-Time (JIT) and Enterprise Resource Planning (ERP). <br/>

11. Approaches to quality management, including Total Quality Management (TQM), various British Standard (BS) and European Union (EU) systems as well as statistical methods of quality control. <br/>

12. External quality standards (e.g. the various ISO standards appropriate to products and organisations). <br/>

13. Use of the intranet in information management (e.g. meeting customer support needs). <br/>]

14. Contemporary developments in quality management. <br/>

15. The role of the supply chain and supply networks in gaining competitive advantage, including the use of sourcing strategies (e.g. single, multiple, delegated and parallel). <br/>

16. Supply chain management as a strategic process (e.g. Reck and Long’s strategic positioning tool, Cousins’ strategic supply wheel). <br/>

17. Developing and maintaining relationships with suppliers. <br/>

D – Marketing – 20%<br/> 
Syllabus Content<br/>

1. Introduction to the marketing concept as a business philosophy. <br/>

2. An overview of the marketing environment, including societal, economic, technological, physical and legal factors affecting marketing. <br/>

3. Understanding consumer behaviour, such as factors affecting buying decision, types of buying behaviour and stages in the buying process. <br/>

4. Marketing research, including data gathering techniques and methods of analysis. <br/>

5. Marketing Decision Support System (MDSS) and their relationship to market research. <br/>

6. How business-to-business (B2B) marketing differs from business to consumer (B2C) marketing. <br/>

7. Segmentation and targeting of markets, and positioning of products within markets. <br/>

8. The differences and similarities in the marketing of products and services. <br/>

9. Devising and implementing of pricing strategy. <br/>

10. Marketing communications (i.e. mass, direct, interactive). <br/>

11. Distribution channels and methods for marketing campaigns. <br/>

12. The role of marketing in the strategic plan of the organisation. <br/>

13. Use of the Internet (e.g. in terms of data collection, marketing activity and providing enhanced value to customers and suppliers) and potential drawbacks (e.g. security issues). <br/>

14. Market forecasting methods for estimating current (e.g. Total Market Potential, Area Market Potential and Industry Sales and Market Shares) and future (e.g. Survey of Buyers’ Intentions, Composite of Sales Force Opinions, Expert Opinion, Past-Sales Analysis and Market-Test Method) demand for products and services. <br/>

15. Internal marketing as the process of training and motivating employees so as to support the firm’s external marketing activities. <br/>

16. Social responsibility in a marketing context. <br/>

E – Managing Human Capital – 30%<br/>


Syllabus Content<br/>

1. The relationship of the employee to other elements of the business plan. <br/>

2. Determinants and content of a human resource (HR) plan (e.g. organisational growth rate, skills, training, development, strategy, technologies and natural wastage). <br/>

3. Problems in implementing an HR plan and ways to manage this. <br/>

4. The process of recruitment and selection of staff using different recruitment channels (i.e. interviews, assessment centres, intelligence tests, aptitude tests, psychometric tests). <br/>

5. Issues relating to fair and legal employment practices (e.g. recruitment, dismissal, redundancy, and ways of managing these). <br/>

6. Issues in the design of reward systems (e.g. the role of incentives, the utility of performance-related pay, arrangements for knowledge workers, flexible work arrangements). <br/>

7. The importance of negotiation during the offer and acceptance of a job.

8. The process of induction and its importance. <br/>

9. Theories of Human Resource Management (e.g. Taylor, Schein, McGregor, Maslow, Herzberg, Handy, Lawrence and Lorsch). <br/>

10. High performance work arrangements. <br/>

11. The distinction between development and training and the tools available to develop and train staff. <br/>

12. The importance of appraisals, their conduct and their relationship to the reward system. <br/>

13. HR in different organisational forms (e.g. project-based firms, virtual or networked firms). <br/>

14. Personal business ethics and the CIMA Ethical Guidelines. <br/>

PAPER P5 INTEGRATED MANAGEMENT<br/>

Syllabus Outline<br/>

The syllabus comprises: <br/>

Topic and Study Weighting<br/>

A. The Basis of Strategic Management 30%<br/>
B. Project Management 40%<br/>
C. The Management of Relationships 30%<br/>

Syllabus Content<br/>

A – The Basis of Strategic Management – 30%<br/>

Syllabus Content<br/>

1. The process of strategy formulation. <br/>

2. The relationship between strategy and organisational structure. <br/>

3. The reasons for conflict between the objectives of an organisation, or between the objectives of an organisation and its stakeholders, and the ways to manage this conflict. <br/>

4. Strategic decision making processes. <br/>

5. Approaches to strategic (e.g. rational, adaptive, emergent, evolutionary or system-based views based on Porter, Mintzberg, Bartlett and Ghoshal). <br/>

6. Transaction cost view of the firm (e.g. Coase, Williamson) and its implication for organisational structure. <br/>

7. Resource-based views of the firm and implications for strategy development. <br/>

8. Ecology perspective on the firm. <br/>

9. The determinants, importance and role of organisational cultures and ways to improve the effectiveness of an organisation. <br/>

10. Introduction to corporate governance, including stakeholders and the role of government. <br/>

11. Translating strategy into business (e.g. formation of strategic business units, encouragement of entrepreneurship inside organisations). <br/>

12. Contemporary issues in business management (e.g. alliances, demergers, virtual organisations, corporate social responsibility and business ethics). <br/>

B – Project Management – 40%<br/>


Syllabus Content<br/>

1. The definition of a project, project management, and the contrast with repetitive operations and line management. <br/>

2. 4-D and 7-5 models to provide an overview of the project process, and the nine key process areas (PM) to show what happens during each part of the process. <br/>

3. Stakeholders (both process and outcome) and their needs. <br/>

4. Roles of project sponsors, boards, champions, managers and clients. <br/>

5. Key tools for project managers (e.g. Work Breakdown Structure, network diagrams (Critical Path Analysis), Gantt charts, resource histograms, establishment of gates and milestones). <br/>

6. Evaluation of plans for projects. <br/>

7. The key processes of PRINCE2 and their implications for project staff. <br/>

8. The role of determining trade-offs between key project objectives of time, cost and quality. <br/>

9. Managing scope at the outset of a project and providing systems for configuration management/change control. <br/>

10. The production of basic plans for time, cost and quality. <br/>

11. Scenario planning and buffering to make provision for uncertainty in projects, and the interface with the risk management process. <br/>

12. Organisational structures, including the role of the project and matrix organisations, and their impact on project achievement. <br/>

13. Teamwork, including recognising the life-cycle of teams, team/groups behaviour and selection. <br/>

14. Control of time, cost and quality through performance and conformance management systems. <br/>

15. Project completion documentation, stakeholder marketing, completion reports and system close-down. <br/>

16. The use of post-completion audit and review activities and the justification of their costs. <br/>

C – Management of Relationships – 30%<br/>

Syllabus Content<br/>

1. The concepts of power, authority, bureaucracy, leadership, responsibility and delegation and their application to relationship within an organisation and outside it. <br/>

2. The characteristics of leaders, managers and entrepreneurs. <br/>

3. Management-style theories (e.g. likert, Tannenbaurn and Schmidt, Blake and Mouton). <br/>

4. The use of systems of control within the organisation (e.g. employment contracts, performance appraisal, reporting structures). <br/>

5. Theories of control within firms and types of organisational structure (e.g. matrix, divisional, network). <br/>

6. The advantages and disadvantages of different styles of management. <br/>

7. Managing different countries and cultures. <br/>

8. Contingency approaches to management style (e.g. Adair, Fiedler). <br/>

9. Theories of group development, behaviour and roles (e.g. Tuckman, Belbin). <br/>

10. Disciplinary procedures and their operation, including the form and process of formal disciplinary action and dismissal (e.g. industrial tribunals, arbitration and conciliation). <br/>

11. Personal time management. <br/>

12. The nature and effect of legal issues affecting work and employment, including the principles of employment law (i.e. relating to health, safety, discrimination, fair treatment, childcare, contracts of employment and working time). <br/>

13. The sources of conflict in organisations and the ways in which conflict can be managed to ensure that working relationships are productive and effective. <br/>

14. Communication skills (i.e. types of communication tools and their use, as well as the utility and conduct of meetings) and ways of managing communication problems. <br/>

15. Negotiation skills. <br/>

16. Creativity and idea generation. <br/>

17. Information gathering techniques (e.g. interviews, questionnaires). <br/>

18. Introduction to compare governance, including business ethics and the role, obligations and expectations of a manger. <br/>

PAPER P7 FINANCIAL ACCOUNTING AND TAX PRINCIPLES<br/>

Syllabus Outline<br/>
The syllabus comprises: <br/>

Topic and Study Weighting<br/>

A. Principles of Business Taxation 20%<br/>
B. Principles of Regulation of Financial Reporting 10%<br/>
C. Single Company Financial Accounts 45%<br/>
D. Managing short Term Finance 25%<br/>

Syllabus Content<br/>

A – Principle of Business Taxation – 20%<br/>

Syllabus Content<br/>

1. Concepts of direct versus indirect taxes, taxable person and competent jurisdiction. <br/>

2. Sources of tax rule s(e.g. domestic primary legislation and court rulings, practice of the relevant taxing authority, supranational bodies, such as the EU in the case of value added/sales tax, and international tax treaties). <br/>

3. Direct taxes on company profits and gains: <br/>

? The principles of non-deductibility of dividends and systems of taxation defined according to the treatment of dividends in the hands of the shareholder (e.g. classical, partial imputation and imputation), <br/>

? The distinction between accounting and taxable profits in absolute terms (e.g. disallowable expenditure on revenue account, such as entertaining, and on capital account, such as formation and acquisition costs) and in terms of timing (e.g. deduction on a paid basis, tax depreciation substituted for book depreciation), <br/>
? The nature of rules recharacterising interest payments as dividends, <br/>
? Potential for variation in rules for calculating the tax base dependent on the nature or source of the income (scheduler systems), <br/>
? The need for rules dealing with the relief of losses, <br/>
? The concept of tax consolidation (e.g. relief of losses and deferral of capital gains on asset transfers within a group). <br/>
a)Indirect taxes collected by the company: <br/>

? In the context of indirect taxes, the distinction between unit taxes (e.g. exercise duties based on physical measures) and advalorem taxes (e.g. sales tax based on value), <br/>
? The mechanism of value added/sales taxes, in which businesses are liable for tax on their outputs less credit for tax paid on their inputs, including the concepts of exemption and variation in tax rates depending on the type of output and disallowance of input credits for exempt outputs. <br/>

b) Employee taxation: <br/>

? The employee as a separate taxable person subject to a personal income tax regime, <br/>
? Use of employer reporting and withholding to ensure compliance and assist tax 

collection. <br/>

1.The need for record-keeping and record retention that may be additional to that required for financial accounting purposes. <br/>
2. The need for deadlines for reporting (filing returns) and tax payments. <br/>
Types of powers of tax authorities to ensure with tax rules: <br/>

? Power of review and query filed returns, <br/>
? Power to request special reports or returns, <br/>
? Power to examine records (generally extending back some years), <br/>
? Powers of entry and search, <br/>
? Exchange of information with tax authorities in other jurisdictions. <br/>

c) International taxation: <br/>
? The concept of corporate residence and the variation in rules for its determination across jurisdiction (e.g. place of incorporation versus place of management), <br/>
? Types of payments on which withholding tax may be required (especially interest, dividends, royalties and capital gains accruing to non-residents), <br/>
? Means of establishing a taxable presence in another country (local company and branch), <br/>

? The effect of double tax treaties (based on the OECD Model Convention) on the above (e.g. reduction of withholding tax rates, provisions for defining a permanent establishment), <br/>

? Principles of relief for foreign taxes by exemption, deduction and credit. <br/>

1. The distinction between tax avoidance and tax evasion, and how these vary among jurisdictions (including the difference between the use of statutory general anti-avoidance provisions and case law regimes). <br/>

2. Accounting treatment of taxation and disclosure requirements under IAS 12. <br/>

Note: Examples of general principles should be drawn from a ‘benchmark’ tax regime (e.g. the UK, USA, etc) or an appropriate local tax regime. Details of any specific tax regime will NOT be examined. <br/>

B – Principles of Regulation of Financial Reporting – 10%<br/>

Syllabus Content<br/>

1. The need for regulation of accounts. <br/>

2. Elements in a regulatory framework for published accounts (e.g. company law, local GAAP, review of accounts by public bodies). <br/>

3. GAAP based on prescriptive versus principles-based standards. <br/>

4. The role and structure of the IASB and IOSCO. <br/>

5. The IASB’s Framework for the Presentation and Preparation of Financial Statements. <br/>

6. The process leading to the promulgation of a standard practice. <br/>

7. Ways in which IAS’s are used: adoption as local GAAP, model for local GAAP, persuasive influence in formulating local GAAP. <br/>

8. The powers and duties of the external auditors, the audit report and its qualification for accounting statements no in accordance with best practice. <br/>

C – Single Company Financial Accounts – 45%<br/>
Syllabus Content<br/>

1. Preparation of the financial statements of a single company, including the statement of changes in equity (IAS 1). <br/>

2. Preparation of cash flow statements (IAS 7). <br/>

3. Reporting performance: recognition of revenue, measurement of profit or loss, extraordinary items, prior period items, discontinuing operations and segment reporting (IAS 1, 8, 14, 18, & 35). <br/>

4. Property, Plant and Equipment (IAS 16): the calculation of depreciation and the effect of revaluations, charges to economic useful life, repairs, improvements and disposals. <br/>

5. Inventories (IAS 2). <br/>

6. Issue and redemption of shares, including treatment of share issue and redemption costs (IAS 32 and IAS 39), the share premium account, the accounting for maintenance of capital arising from the purchase by a company of its own shares. <br/>

7. The disclosure of related parties to a business (IAS 24). <br/>

8. Construction contracts and related financing costs (IAS 11 & 23): determined of cost, net realisable value, the inclusion of overheads and the measurement of profit on uncompleted contracts. <br/>

9. Research and development costs (IAS 38): criteria for capitalisation. <br/>

10. Intangible Assets (IAS 38) and goodwill (excluding that arising on consolidation); recognition, valuation and amortisation. <br/>

11. Impairment of Assets (IAS 36) and its effect on the above. <br/>

12. Post-balance sheet events (IAS 10). <br/>

13. Provisions and contingencies (IAS 37). <br/>

14. Leases (IAS 17) – Operating and finance leases in the books of the lessee. <br/>

D – Managing Short Term Finance – 25%<br/>

Syllabus Content<br/>

1. Working capital ratios (e.g. debtor days, stock days, creditor days, current ratio, quick ratio) and the working capital cycle. <br/>

2. Working capital characteristics of different businesses (e.g. supermarkets being heavily funded by creditors) and the importance of industry comparisons. <br/>

3. Cash-flow forecasts, use of spreadsheets to assist in this in terms of changing variables (e.g. interest rates, inflation) and in consolidating in a forecast. <br/>

4. Variables that are most easily changed, delayed or brought forward in a forecast. <br/>

5. The link between cash, profit and the balance sheet. <br/>

6. The Baumol and Miller-Orr cash management models. <br/>

7. The credit cycle from receipt of customer order to cash receipt. <br/>

8. Evaluation of payment terms and settlement discounts. <br/>

9. Preparation and interpretation of age analyse of debtors and creditors. <br/>

10. Establishing collection targets on an appropriate basis (e.g. motivational issues in managing credit control). <br/>

11. The payment cycle form agreeing the order to making payments. <br/>

12. Centralised versus decentralised purchasing. <br/>

13. The relationship between purchasing and stock control. <br/>

14. Principles of the economic order quantity (EOQ) model and criticisms thereof. <br/>

15. Types and features of short-term finance: trade creditors, overdrafts, short-term loans and debt factoring. <br/>

16. Use and abuse of trade creditors as a source of finance. <br/>

17. The principles of investing short term (i.e. maturity, return, security, liquidity and diversification). <br/>

18. Types of investments (e.g. interest-bearing bank accounts, negotiable instruments including certificates of deposit, short-term treasury bills and securities). <br/>

19. The difference between the coupon on debt and the yield to maturity. <br/>

20. Export finance (e.g. documentary credits, bills of exchange, export factoring, forfeiting). <br/>

PAPER P8 FINANCIAL ANALYSIS<br/>

Syllabus Outline<br/>

The syllabus comprises: <br/>

Topic and Studying Weighting<br/>

A. Group Financial Statements 35%<br/>
B. The Measurement of Income and Capital 20%<br/>
C. Analysis and Interpretation of Financial Accounts 35%<br/>
D. Developments in External Reporting 10%<br/>

A – Group Financial Statements - 35%<br/>


Syllabus Content<br/>

1. Relationships between investors and investees, and the exclusion of subsidiaries form consolidation with reference to dominant influence, participating interest, management on a unified basis and significant influence. <br/>

2. The preparation of consolidated financial statements (including the group cash flow statement) involving one or more subsidiaries, sub-subsidiaries and associates, under the acquisition and pooling of interests methods (IAS 7, 22 & 27). <br/>

3. The treatment in consolidation financial statements of minority interests, pre and post acquisition reserves, goodwill (including its impairment), fair value adjustments, intra-group transactions and dividends, piece-meal and mid-year acquisitions, and disposals to include sub-subsidiaries and mixed groups. <br/>

4. The accounting treatment of associate and joint ventures (IAS 28 & 31) using the equity method and proportional consolidation method. <br/>

5. The accounting entries for mergers, demergers and capital reconstruction schemes. <br/>

6. Foreign currency translation (IAS 21) to include overseas transactions and investments in overseas subsidiaries. <br/>

B – The Measurement of Income and Capital – 20%<br/>


Syllabus Content<br/>

1. The problems of profit measurement and the effect of alternative approaches to asset valuation; current cost and current purchasing power bases and the real terms system; accounting for changing prices (IAS 15) and hyper inflation (IAS 29). <br/>

2. The principles of substance over form (IAS 1) and its influence in dealing with transactions such as sale and repurchase agreements, consignment stock, debt factoring, securitised assets, loan transfers and public and private sector financial collaboration. <br/>

3. Financial instruments classified as liabilities or shareholders funds and the allocation of finance costs over the term of the borrowing (IAS 32 & 39). <br/>

4. The measurement and disclosure of financial instruments (IAS 39). <br/>

5. Retirement benefits, including pension schemes – defined benefit schemes and defined contribution schemes, actuarial deficits and surpluses (IAS 19). <br/>

C – Analysis and Interpretation of Financial Accounts – 35%<br/>


Syllabus Content<br/>

1. Ratios in the areas of performance, profitability, financial adaptability, liquidity, activity, shareholder investment and financing, and their interpretation. <br/>

2. Calculation of Earnings per Share under IAS 33, to include the effect of bonus issues, rights issues and convertible stock. <br/>

3. Interpretation of financial statements via the analysis of the accounts and corporate reports. <br/>

4. Reporting the results of analysis. <br/>

5. Limitations of ratio analysis (e.g. comparability of businesses and accounting policies). <br/>

6. The identification of information required to assess financial performance and the extent to which financial statements fail to provide such information. <br/>

7. Segment analysis: inter-firm and international comparison (IAS 14). <br/>

8. Interpretation of financial obligations included in financial accounts (e.g. redeemable debt, earn-out arrangements, contingent liabilities. <br/>

9. The effect of short-term debt on the measurement of gearing. <br/>

10. The need to be aware of aggressive or unusual accounting policies “creative accounting”, (e.g. in the areas of cost capitalisation and revenue recognition). <br/>

D – Developments in External Reporting – 10%<br/>


Syllabus Content<br/>

1. Increasing stakeholder demands for information that goes beyond historical financial information and the model for an expanded Operating and Financial Review (OFR) proposed by the UK government. <br/>

2. Environmental and social accounting issues, differentiating between environmental measures and environmental losses, capitalisation of environmental expenditure, and the recognition of future environmental costs by means of provisions. <br/>

3. The Global Reporting Initiative: non-financial measures of environmental impact. <br/>

4. Human resource accounting. <br/>

5. The influence of different cultures on financial reporting. <br/>

6. Pressures for improved quality of financial reporting following large scale corporate collapses in the US and UK, and implications for corporate governance and external audit. <br/>

7. Major differences between IAS’s and US GAAP. <br/>
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This level consists of 6 subjects comprising 3 learning pillars: Management Accounting pillar, Business Management pillar and Financial Management pillar. CIMA will grant students a transfer credit under its transitional arrangements for those who have passed subjects under the old syllabus. It is quite normal practice to spend two semesters on one module in order to be confident in passing the examinations. Tutors recommend that students do not sit more than three subjects in any one sitting when taking the subject for the first time. 
Note: students are requested to read the section at the back of the student handbook.
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The Full Syllabus – Managerial Level

This section sets out the specific syllabus for each of the six papers within the three learning pillars at the Managerial Level. However, it is implicit in each case, that material included in the syllabus for any of the papers within the CIMA Certificate in Business Accounting qualification, may also be relevant for the purpose of assessment, in related subjects. The syllabus for the CIMA Certificate in Business Accounting qualification can be viewed on the CIMA website.

PAPER P1 MANAGEMENT ACCOUNTING PERFORMANCE EVALUATION

Syllabus outline

Topic and Study Weighting

A. Cost Accounting Systems 25%
B. Standard Costing 25%
C. Budgeting 30%
D. Control and Performance 
Measurement of Responsibility Centres 20%

Syllabus Content

A – Cost Accounting Systems – 25%

Syllabus Content

• Marginal (or variable) costing as a system of profit reporting and stock valuation.
• Absorption costing as a system of profit reporting and stock valuation.
• Throughput accounting as a system of profit reporting and stock valuation.
• Activity-based costing as a potential system of profit reporting and stock valuation.
• The integration of standard costing with marginal cost accounting, absorption cost accounting and throughput accounting.
• Process accounting including establishment of equivalent units in stock, work-in-progress and abnormal loss accounts and the use of first-in-first-out, average cost and standard cost methods of stock valuation.
• MRP and ERP systems for resource planning and the integration of accounting functions with other systems, such as purchase ordering and production planning.
• Back-flush accounting in just-in-time production environments. The benefits of just-in-time production, total quality management and theory of constraints and the possible impacts of these methods on cost accounting and performance measurement.

B – Standard Costing – 25%


Syllabus Content

• Manufacturing standards for material, labour, variable overhead and fixed overhead.
• Price/rate and usage/efficiency variances for materials, labour and variable overhead. Further subdivision of total usage/efficiency variances into mix and yield components. (Note: The calculation of mix variances on both individual and average valuation bases is required.)
• Fixed overhead expenditure and volume variances.(Note: the subdivision of fixed overhead volume variance into capacity and efficiency elements will not be examined.)
• Planning and operational variances.
• Standard and variances in service industries, (including a the phenomenon of “McDonaldization”), public services (e.g. Health), (including the use of “diagnostic related” or “reference” groups), and the professions (e.g. labour mix variances in audit work). Criticisms of standard costing in general and in advanced manufacturing environments in particular.
• Sales price and sales revenue/margin volume variances (calculation of the latter on a unit basis related to revenue, gross margin and contribution margin). Application of these variances to all sectors, including professional services and retail analysis.
• Interpretation of variances: interrelationship, significance.
• Benchmarking 
• Behavioural implications of setting standard costs.
C – Budgeting – 30%


Syllabus Content

• Time series analysis including moving totals and averages, treatment of seasonality, trend analysis using regression analysis and the application of these techniques in forecasting product and service volumes.
• Fixed, variable, semi-variable and activity-based categorisations of cost and their application in projecting financial results.
• What-if analysis based on alternative projections of volumes, prices and cost structures and the use of spreadsheets in facilitating these analyses.
• The purpose of budgets and conflicts that can arise (e.g. between budgets for realistic planning and budgets based on ‘hard to achieve’ targets for motivation).
• The creation of budgets including incremental approaches, zero-based budgeting and activity-based budgets.
• The use of budgets for control: controllable costs and variances based on ‘fixed’ and ‘flexed’ budgets. The conceptual link between standard costing and budget flexing.
• Behavioural issues in budgeting: participation in budgeting and its possible beneficial consequences for ownership and motivation, participation in budgeting and its possible adverse consequences for ‘budget padding’ and manipulation; setting budget targets for motivation etc.
• Criticisms of budgeting and the recommendations of the advocates of the balanced scorecard and ‘beyond budgeting’.

D – Control and Performance Measurement of Responsibility Centres – 20%


Syllabus Content

• Organisation structure and its implications for responsibility accounting.
• Presentation of financial information including issues of controllable/uncontrollable costs, variable/fixed costs and tracing revenues and costs to particular cost objects.
• Return on investment and its deficiencies, the emergence of residual income and economic value added to address these.
• Behavioural issues in the application of performance measures in cost profit and investment centres.
• The theory of transfer pricing, including perfect, imperfect and no market for the intermediate good.
• Use of negotiated, market, cost-plus and variable cost based transfer prices. ‘Dual’ transfer prices and lump sum payments as means of addressing some of the issues that arise.
• The interaction of transfer pricing and tax liabilities in international operations and implications for currency management and possible distortion of internal company operations in order to comply with Tax Authority directives.

PAPER P2 MANAGEMENT ACCOUNTING DECISION MANAGEMENT

Syllabus Outline

The syllabus comprises:

Topic and Study Weighting

A. Financial Information for Short-term Decision Making 30%
B. Financial Information for Long-term Decision Making 25%
C. The Treatment of Uncertainty in Decision Making 15%
D. Cost Planning and Analysis for Competitive Advantages 30%


Syllabus Content

A – Financial Information for Short-term Decision Making – 30%


Syllabus content

• Relevant cash flows and their use in short-term decision, typically concerning acceptance/rejection of contracts, pricing and cost/benefit comparisons.
• The importance of strategic, intangible and non-financial judgements in decision-making.
• Pricing decisions for profit maximising in imperfect markets. (Note: tabular methods of solution are acceptable).
• Pricing strategies and the financial consequences of market skimming, premium pricing, penetration pricing, loss leaders, product bundling/optional extras and product differentiation to appeal to different market segments.
• The allocation of joint costs and decisions concerning process and product viability based on relevant costs and revenues.
• Multi-product break-even analysis, including break-even and profit/volume charts, contribution/sales ratio, margin of safety etc.
• Simple product mix analysis in situations where there are limitations on product/service demand and one other production constraint.
• Linear programming for more complex situations involving multiple constraints. Solution by graphical methods of two variable problems, together with understanding of the mechanics of simplex solutions, shadow prices etc. (Note: questions requiring the full application of the simplex algorithm will not be set although candidates should be able to formulate an initial tableau, interpret a final simplex tableau and apply the information it contained in a final tableau.)

B – Financial Information for Long-term Decision Making – 25%

Syllabus content

• The process of investment decision making, including origination of proposals, creation of capital budgets, go/on go decisions on individual projects (where judgements on qualitative issues interact with financial analysis), and post audit of completed projects.
• Generation of relevant project cash flows taking account of inflation, tax, and ‘final’ project value where appropriate.
• Activity-based costing to derive approximate ‘long-run’ costs appropriate for use in strategic decision making.
• The techniques of investment appraisal; payback, discounted payback, accounting rate of return, net present value and internal rate of return.
• Application of the techniques of investment appraisal to project cash flows and evaluation of the strengths and weaknesses of the techniques.
• Sensitivity analysis to identify the input variables that most effect the chosen measure of project worth (payback, ARR, NPV or IRR).
• Methods of dealing with particular problems: the use of annuities in comparing projects with unequal lives and the profitability index in capital rationing situations.

C- The Treatment of Uncertainty in Decision Making – 15%

Syllabus content

• The nature of risk and uncertainty.
• Sensitivity analysis in decision modelling and the use of computer software for “what if” analysis.
• Assignment of probabilities to key variables in decision models.
• Analysis of probabilistic models and interpretation of distributions of project outcomes.
• Expected value tables and the value of information.
• Decision trees for multi-stage decision problems.

D – Cost Planning and Analysis for Competitive Advantage – 30%


Syllabus content

• Value analysis and quality function deployment.
• The benefits of just-in-time production, total quality management and theory of constraints and the implications of these methods for decision-making in the “new manufacturing environment”.
• Kaizen costing, continuous improvement and cost of quality reporting.
• Learning curves and their use in predicting product/service costs, including derivation of the learning rate and the learning index.
• Activity-based management in the analysis of overhead and its use in improving the efficiency of repetitive overhead activities.
• Target costing.
• Life cycle costing and implications for marketing strategies.
• The value chain and supply chain management, including the trend to outsource manufacturing operations to Eastern Europe and the Far East.
• Gain sharing arrangements in situations where, because of the size of the project, a limited number of contractors or security issues (e.g. in defence work), normal competitive pressures do not apply.
• The use of direct and activity-based cost methods in tracing costs to ‘cost objects’, such as customers or distribution channels, and the comparison of such costs with appropriate revenues to establish ‘tiered’ contribution levels, as in the activity-based cost hierarchy.
• Pareto analysis.


PAPER P4 ORGANISATION MANAGEMENT AND INFORMATION SYSTEMS

Syllabus Outline

The syllabus comprises:

Topic and Studying Weighting

A. Information Systems 20%
B. Change Management 10%
C. Operations Management 20%
D. Marketing 20%
E. Managing Human Capital 30%


A – Information Systems – 20%

Syllabus Content

• Introduction to hardware and software in common use in organisations.
• Hardware and applications architectures (i.e. centralised, distributed, client server) and the IT required to run them (PCs, servers, networks and peripherals).
• General Systems Theory and its application to IT (i.e. system definition, system components, system behaviour, system classification, entropy, requisite variety, coupling and decouping).
• Recording and documenting tools used during the analysis and design of systems ( i.e. entity-relationship model, logical data structure, entity life history, dataflow diagram, and decision table).
• Databases and database management systems. (Note: knowledge of database structures will not be required).
• The problems associated with the management of in-house and vendor solutions and how they can be avoided or solved.
• IT-enabled transformation (i.e. the use of information systems to assist in change management).
• System changeover methods (i.e. direct, parallel, pilot and phased).
• IS implementation (i.e. methods of implementation, avoiding problems of non-usage and resistance).
• The benefits of IT systems.
• IS evaluation, including the relationship of sub-systems to each other and testing.
• IS outsourcing
• Maintenance of systems (i.e. corrective, adaptive, preventative).

B – Change Management – 10%


Syllabus Content

• External and internal change triggers (e.g. environmental factors, mergers and acquisitions, re-organisation and rationalisation).
• The stages in the change process.
• Approaches to change management (e.g. Beer and Nohria, Kanter, Lewin and Peters, Senge et al.).
• The importance of managing critical periods of change through the life cycle of the firm.

C – Operations Management – 20%

Syllabus Content

• An overview of operations strategy and its importance to the firm.
• Design of products/services and processes and how this relates to operations and supply.
• Methods for managing inventory, including continuous inventory systems (e.g. Economic Order Quantity, EOQ), periodic inventory systems and the ABC system (Note: ABC is not an acronym. A refers to high value, B to medium and C to low value inventory).
• Strategies for balancing capacity and demand including level capacity, chase and demand management strategies.
• Methods of performance measurement and improvement, particularly the contrast between benchmarking and Business Process Re-engineering (BPR).
• Practices of continuous improvement (e.g. Quality circles, Kaizen, 5S, 6 Sigma).
• The use of benchmarking in quality measurement and improvement.
• Different methods of quality measurement (i.e. operational, financial and customer measures).
• The characteristics of lean production, flexible, workforce practices, high-commitment human resource policies and commitment to continuous improvement. Criticisms and limitations of lean production.
• Systems used in operations management: Manufacturing Resource Planning (MRP), Optimised Production Technologies (OPT), Just-in-Time (JIT) and Enterprise Resource Planning (ERP).
• Approaches to quality management, including Total Quality Management (TQM), various British Standard (BS) and European Union (EU) systems as well as statistical methods of quality control.
• External quality standards (e.g. the various ISO standards appropriate to products and organisations).
• Use of the intranet in information management (e.g. meeting customer support needs).
• Contemporary developments in quality management.
• The role of the supply chain and supply networks in gaining competitive advantage, including the use of sourcing strategies (e.g. single, multiple, delegated and parallel).
• Supply chain management as a strategic process (e.g. Reck and Long’s strategic positioning tool, Cousins’ strategic supply wheel).
• Developing and maintaining relationships with suppliers.

D – Marketing – 20%


Syllabus Content

• Introduction to the marketing concept as a business philosophy.
• An overview of the marketing environment, including societal, economic, technological, physical and legal factors affecting marketing.
• Understanding consumer behaviour, such as factors affecting buying decision, types of buying behaviour and stages in the buying process.
• Marketing research, including data gathering techniques and methods of analysis.
• Marketing Decision Support System (MDSS) and their relationship to market research.
• How business-to-business (B2B) marketing differs from business to consumer (B2C) marketing.
• Segmentation and targeting of markets, and positioning of products within markets.
• The differences and similarities in the marketing of products and services.
• Devising and implementing of pricing strategy.
• Marketing communications (i.e. mass, direct, interactive).
• Distribution channels and methods for marketing campaigns.
• The role of marketing in the strategic plan of the organisation.
• Use of the Internet (e.g. in terms of data collection, marketing activity and providing enhanced value to customers and suppliers) and potential drawbacks (e.g. security issues).
• Market forecasting methods for estimating current (e.g. Total Market Potential, Area Market Potential and Industry Sales and Market Shares) and future (e.g. Survey of Buyers’ Intentions, Composite of Sales Force Opinions, Expert Opinion, Past-Sales Analysis and Market-Test Method) demand for products and services.
• Internal marketing as the process of training and motivating employees so as to support the firm’s external marketing activities.
• Social responsibility in a marketing context.

E – Managing Human Capital – 30%


Syllabus Content

• The relationship of the employee to other elements of the business plan.
• Determinants and content of a human resource (HR) plan (e.g. organisational growth rate, skills, training, development, strategy, technologies and natural wastage).
• Problems in implementing an HR plan and ways to manage this.
• The process of recruitment and selection of staff using different recruitment channels (i.e. interviews, assessment centres, intelligence tests, aptitude tests, psychometric tests).
• Issues relating to fair and legal employment practices (e.g. recruitment, dismissal, redundancy, and ways of managing these).
• Issues in the design of reward systems (e.g. the role of incentives, the utility of performance-related pay, arrangements for knowledge workers, flexible work arrangements).
• The importance of negotiation during the offer and acceptance of a job.
• The process of induction and its importance.
• Theories of Human Resource Management (e.g. Taylor, Schein, McGregor, Maslow, Herzberg, Handy, Lawrence and Lorsch).
• High performance work arrangements.
• The distinction between development and training and the tools available to develop and train staff.
• The importance of appraisals, their conduct and their relationship to the reward system.
• HR in different organisational forms (e.g. project-based firms, virtual or networked firms).
• Personal business ethics and the CIMA Ethical Guidelines.

PAPER P5 INTEGRATED MANAGEMENT

Syllabus Outline

The syllabus comprises:

Topic and Study Weighting

A. The Basis of Strategic Management 30%
B. Project Management 40%
C. The Management of Relationships 30%

Syllabus Content

A – The Basis of Strategic Management – 30%

Syllabus Content

• The process of strategy formulation.
• The relationship between strategy and organisational structure.
• The reasons for conflict between the objectives of an organisation, or between the objectives of an organisation and its stakeholders, and the ways to manage this conflict.
• Strategic decision making processes.
• Approaches to strategic (e.g. rational, adaptive, emergent, evolutionary or system-based views based on Porter, Mintzberg, Bartlett and Ghoshal).
• Transaction cost view of the firm (e.g. Coase, Williamson) and its implication for organisational structure.
• Resource-based views of the firm and implications for strategy development.
• Ecology perspective on the firm.
• The determinants, importance and role of organisational cultures and ways to improve the effectiveness of an organisation.
• Introduction to corporate governance, including stakeholders and the role of government.
• Translating strategy into business (e.g. formation of strategic business units, encouragement of entrepreneurship inside organisations).
• Contemporary issues in business management (e.g. alliances, demergers, virtual organisations, corporate social responsibility and business ethics).

B – Project Management – 40%


Syllabus Content

• The definition of a project, project management, and the contrast with repetitive operations and line management.
• 4-D and 7-5 models to provide an overview of the project process, and the nine key process areas (PM) to show what happens during each part of the process.
• Stakeholders (both process and outcome) and their needs.
• Roles of project sponsors, boards, champions, managers and clients.
• Key tools for project managers (e.g. Work Breakdown Structure, network diagrams (Critical Path Analysis), Gantt charts, resource histograms, establishment of gates and milestones).
• Evaluation of plans for projects.
• The key processes of PRINCE2 and their implications for project staff.
• The role of determining trade-offs between key project objectives of time, cost and quality.
• Managing scope at the outset of a project and providing systems for configuration management/change control.
• The production of basic plans for time, cost and quality.
• Scenario planning and buffering to make provision for uncertainty in projects, and the interface with the risk management process.
• Organisational structures, including the role of the project and matrix organisations, and their impact on project achievement.
• Teamwork, including recognising the life-cycle of teams, team/groups behaviour and selection.
• Control of time, cost and quality through performance and conformance management systems.
• Project completion documentation, stakeholder marketing, completion reports and system close-down.
• The use of post-completion audit and review activities and the justification of their costs.

C – Management of Relationships – 30%

Syllabus Content

• The concepts of power, authority, bureaucracy, leadership, responsibility and delegation and their application to relationship within an organisation and outside it.
• The characteristics of leaders, managers and entrepreneurs.
• Management-style theories (e.g. likert, Tannenbaurn and Schmidt, Blake and Mouton).
• The use of systems of control within the organisation (e.g. employment contracts, performance appraisal, reporting structures).
• Theories of control within firms and types of organisational structure (e.g. matrix, divisional, network).
• The advantages and disadvantages of different styles of management.
• Managing different countries and cultures.
• Contingency approaches to management style (e.g. Adair, Fiedler).
• Theories of group development, behaviour and roles (e.g. Tuckman, Belbin).
• Disciplinary procedures and their operation, including the form and process of formal disciplinary action and dismissal (e.g. industrial tribunals, arbitration and conciliation).
• Personal time management.
• The nature and effect of legal issues affecting work and employment, including the principles of employment law (i.e. relating to health, safety, discrimination, fair treatment, childcare, contracts of employment and working time).
• The sources of conflict in organisations and the ways in which conflict can be managed to ensure that working relationships are productive and effective.
• Communication skills (i.e. types of communication tools and their use, as well as the utility and conduct of meetings) and ways of managing communication problems.
• Negotiation skills.
• Creativity and idea generation.
• Information gathering techniques (e.g. interviews, questionnaires).
• Introduction to compare governance, including business ethics and the role, obligations and expectations of a manger.

PAPER P7 FINANCIAL ACCOUNTING AND TAX PRINCIPLES

Syllabus Outline

The syllabus comprises:

Topic and Study Weighting

A. Principles of Business Taxation 20%
B. Principles of Regulation of Financial Reporting 10%
C. Single Company Financial Accounts 45%
D. Managing short Term Finance 25%


Syllabus Content

A – Principle of Business Taxation – 20%

Syllabus Content

• Concepts of direct versus indirect taxes, taxable person and competent jurisdiction.
• Sources of tax rule s(e.g. domestic primary legislation and court rulings, practice of the relevant taxing authority, supranational bodies, such as the EU in the case of value added/sales tax, and international tax treaties).
• Direct taxes on company profits and gains:
? The principles of non-deductibility of dividends and systems of taxation defined according to the treatment of dividends in the hands of the shareholder (e.g. classical, partial imputation and imputation),
? The distinction between accounting and taxable profits in absolute terms (e.g. disallowable expenditure on revenue account, such as entertaining, and on capital account, such as formation and acquisition costs) and in terms of timing (e.g. deduction on a paid basis, tax depreciation substituted for book depreciation),
? The nature of rules recharacterising interest payments as dividends,
? Potential for variation in rules for calculating the tax base dependent on the nature or source of the income (scheduler systems),
? The need for rules dealing with the relief of losses,
? The concept of tax consolidation (e.g. relief of losses and deferral of capital gains on asset transfers within a group).
• Indirect taxes collected by the company:
? In the context of indirect taxes, the distinction between unit taxes (e.g. exercise duties based on physical measures) and advalorem taxes (e.g. sales tax based on value),
? The mechanism of value added/sales taxes, in which businesses are liable for tax on their outputs less credit for tax paid on their inputs, including the concepts of exemption and variation in tax rates depending on the type of output and disallowance of input credits for exempt outputs.
• Employee taxation:
? The employee as a separate taxable person subject to a personal income tax regime,
? Use of employer reporting and withholding to ensure compliance and assist tax collection.
• The need for record-keeping and record retention that may be additional to that required for financial accounting purposes.
• The need for deadlines for reporting (filing returns) and tax payments.

Types of powers of tax authorities to ensure with tax rules:
? Power of review and query filed returns,
? Power to request special reports or returns,
? Power to examine records (generally extending back some years),
? Powers of entry and search,
? Exchange of information with tax authorities in other jurisdictions.
• International taxation:
? The concept of corporate residence and the variation in rules for its determination across jurisdiction (e.g. place of incorporation versus place of management),
? Types of payments on which withholding tax may be required (especially interest, dividends, royalties and capital gains accruing to non-residents),
? Means of establishing a taxable presence in another country (local company and branch),
? The effect of double tax treaties (based on the OECD Model Convention) on the above (e.g. reduction of withholding tax rates, provisions for defining a permanent establishment),
? Principles of relief for foreign taxes by exemption, deduction and credit.
• The distinction between tax avoidance and tax evasion, and how these vary among jurisdictions (including the difference between the use of statutory general anti-avoidance provisions and case law regimes).
• Accounting treatment of taxation and disclosure requirements under IAS 12.

Note: Examples of general principles should be drawn from a ‘benchmark’ tax regime (e.g. the UK, USA, etc) or an appropriate local tax regime. Details of any specific tax regime will NOT be examined.

B – Principles of Regulation of Financial Reporting – 10%

Syllabus Content

• The need for regulation of accounts.
• Elements in a regulatory framework for published accounts (e.g. company law, local GAAP, review of accounts by public bodies).
• GAAP based on prescriptive versus principles-based standards.
• The role and structure of the IASB and IOSCO.
• The IASB’s Framework for the Presentation and Preparation of Financial Statements.
• The process leading to the promulgation of a standard practice.
• Ways in which IAS’s are used: adoption as local GAAP, model for local GAAP, persuasive influence in formulating local GAAP.
• The powers and duties of the external auditors, the audit report and its qualification for accounting statements no in accordance with best practice.

C – Single Company Financial Accounts – 45%


Syllabus Content

• Preparation of the financial statements of a single company, including the statement of changes in equity (IAS 1).
• Preparation of cash flow statements (IAS 7).
• Reporting performance: recognition of revenue, measurement of profit or loss, extraordinary items, prior period items, discontinuing operations and segment reporting (IAS 1, 8, 14, 18, & 35).
• Property, Plant and Equipment (IAS 16): the calculation of depreciation and the effect of revaluations, charges to economic useful life, repairs, improvements and disposals.
• Inventories (IAS 2).
• Issue and redemption of shares, including treatment of share issue and redemption costs (IAS 32 and IAS 39), the share premium account, the accounting for maintenance of capital arising from the purchase by a company of its own shares.
• The disclosure of related parties to a business (IAS 24).
• Construction contracts and related financing costs (IAS 11 & 23): determined of cost, net realisable value, the inclusion of overheads and the measurement of profit on uncompleted contracts.
• Research and development costs (IAS 38): criteria for capitalisation.
• Intangible Assets (IAS 38) and goodwill (excluding that arising on consolidation); recognition, valuation and amortisation.
• Impairment of Assets (IAS 36) and its effect on the above.
• Post-balance sheet events (IAS 10).
• Provisions and contingencies (IAS 37).
• Leases (IAS 17) – Operating and finance leases in the books of the lessee.

D – Managing Short Term Finance – 25%

Syllabus Content

• Working capital ratios (e.g. debtor days, stock days, creditor days, current ratio, quick ratio) and the working capital cycle.
• Working capital characteristics of different businesses (e.g. supermarkets being heavily funded by creditors) and the importance of industry comparisons.
• Cash-flow forecasts, use of spreadsheets to assist in this in terms of changing variables (e.g. interest rates, inflation) and in consolidating in a forecast.
• Variables that are most easily changed, delayed or brought forward in a forecast.
• The link between cash, profit and the balance sheet.
• The Baumol and Miller-Orr cash management models.
• The credit cycle from receipt of customer order to cash receipt.
• Evaluation of payment terms and settlement discounts.
• Preparation and interpretation of age analyse of debtors and creditors.
• Establishing collection targets on an appropriate basis (e.g. motivational issues in managing credit control).
• The payment cycle form agreeing the order to making payments.
• Centralised versus decentralised purchasing.
• The relationship between purchasing and stock control.
• Principles of the economic order quantity (EOQ) model and criticisms thereof.
• Types and features of short-term finance: trade creditors, overdrafts, short-term loans and debt factoring.
• Use and abuse of trade creditors as a source of finance.
• The principles of investing short term (i.e. maturity, return, security, liquidity and diversification).
• Types of investments (e.g. interest-bearing bank accounts, negotiable instruments including certificates of deposit, short-term treasury bills and securities).
• The difference between the coupon on debt and the yield to maturity.
• Export finance (e.g. documentary credits, bills of exchange, export factoring, forfeiting).

PAPER P8 FINANCIAL ANALYSIS

Syllabus Outline

The syllabus comprises:

Topic and Studying Weighting

A. Group Financial Statements 35%
B. The Measurement of Income and Capital 20%
C. Analysis and Interpretation of Financial Accounts 35%
D. Developments in External Reporting 10%


A – Group Financial Statements - 35%


Syllabus Content

• Relationships between investors and investees, and the exclusion of subsidiaries form consolidation with reference to dominant influence, participating interest, management on a unified basis and significant influence.
• The preparation of consolidated financial statements (including the group cash flow statement) involving one or more subsidiaries, sub-subsidiaries and associates, under the acquisition and pooling of interests methods (IAS 7, 22 & 27).
• The treatment in consolidation financial statements of minority interests, pre and post acquisition reserves, goodwill (including its impairment), fair value adjustments, intra-group transactions and dividends, piece-meal and mid-year acquisitions, and disposals to include sub-subsidiaries and mixed groups.
• The accounting treatment of associate and joint ventures (IAS 28 & 31) using the equity method and proportional consolidation method.
• The accounting entries for mergers, demergers and capital reconstruction schemes.
• Foreign currency translation (IAS 21) to include overseas transactions and investments in overseas subsidiaries.

B – The Measurement of Income and Capital – 20%


Syllabus Content

• The problems of profit measurement and the effect of alternative approaches to asset valuation; current cost and current purchasing power bases and the real terms system; accounting for changing prices (IAS 15) and hyper inflation (IAS 29).
• The principles of substance over form (IAS 1) and its influence in dealing with transactions such as sale and repurchase agreements, consignment stock, debt factoring, securitised assets, loan transfers and public and private sector financial collaboration.
• Financial instruments classified as liabilities or shareholders funds and the allocation of finance costs over the term of the borrowing (IAS 32 & 39).
• The measurement and disclosure of financial instruments (IAS 39).
• Retirement benefits, including pension schemes – defined benefit schemes and defined contribution schemes, actuarial deficits and surpluses (IAS 19).

C – Analysis and Interpretation of Financial Accounts – 35%


Syllabus Content

• Ratios in the areas of performance, profitability, financial adaptability, liquidity, activity, shareholder investment and financing, and their interpretation.
• Calculation of Earnings per Share under IAS 33, to include the effect of bonus issues, rights issues and convertible stock.
• Interpretation of financial statements via the analysis of the accounts and corporate reports.
• Reporting the results of analysis.
• Limitations of ratio analysis (e.g. comparability of businesses and accounting policies).
• The identification of information required to assess financial performance and the extent to which financial statements fail to provide such information.
• Segment analysis: inter-firm and international comparison (IAS 14).
• Interpretation of financial obligations included in financial accounts (e.g. redeemable debt, earn-out arrangements, contingent liabilities.
• The effect of short-term debt on the measurement of gearing.
• The need to be aware of aggressive or unusual accounting policies “creative accounting”, (e.g. in the areas of cost capitalisation and revenue recognition).

D – Developments in External Reporting – 10%


Syllabus Content

• Increasing stakeholder demands for information that goes beyond historical financial information and the model for an expanded Operating and Financial Review (OFR) proposed by the UK government.
• Environmental and social accounting issues, differentiating between environmental measures and environmental losses, capitalisation of environmental expenditure, and the recognition of future environmental costs by means of provisions.
• The Global Reporting Initiative: non-financial measures of environmental impact.
• Human resource accounting.
• The influence of different cultures on financial reporting.
• Pressures for improved quality of financial reporting following large scale corporate collapses in the US and UK, and implications for corporate governance and external audit.
• Major differences between IAS’s and US GAAP.


Computing Courses
The amount of knowledge and information that is never been generated, stored and retrieved using computer systems continues to grow at an enormous rate. Trained professionals are needed to manage and organise these information systems in every type of business and enterprise. <br/><br/>
The applications of computers are unlimited. Information processing, business computing, automated offices, computer aided design, artificial intelligence and robotics, are some of the applications in everyday use. <br/><br/>
As these applications continue to increase in number, more and more trained computer professionals are needed. The college courses are designed to provide a sound knowledge of the principles of structured programming, computer theory, information processing, computer organisations and data communications systems. <br/><br/>
Students who successfully complete courses at the college can either seek employment in the computer industry, or continue their studies in higher education. <br/><br/>
The hardware, programming languages, development packages and applications used on all courses are constantly updated to reflect new developments, enabling the college to keep in line with trends in industry. Networking capabilities and the Microsoft Windows operating environment ensure students use software under industry standard operating systems. Students therefore develop practical skills that are immediately beneficial in a commercial environment. The college ensures that each student has access to a computer with no need to share equipment. 

316 BTEC Higher National Diploma in Computing, Business IT and SE 
The BTEC Higher National Diploma in Computing is an internationally recognised qualification and is validated, administered and verified by the BTEC/Edexcel.
The BTEC Higher National Diploma (HND) is equivalent to the first two years of an Honours Degree programme at a British University. This qualification is designed to equip students with the knowledge, understanding and skills required for success in current and future employment in Information Technology. 
This qualification falls in line with the British Computer Society (BCS) and Engineering Council requirements for accreditation and exemption from the BCS examination.<br/><br/>

Duration of course: Two years full-time study. <br/><br/>

Students must take: 9 CORE modules and 7 OPTION modules to qualify for an HND. .<br/><br/>
5 CORE modules and 5 OPTION modules to qualify for an HNC. .<br/><br/>

CORE MODULES: .<br/><br/>

1     Computer Platforms<br/>
2     Systems Analysis<br/>
3     Software Constructs & Tools<br/>
4     Computing Solutions<br/>
5*   Computer Implementation Project<br/>
6*   Software Engineering Implementation Project<br/>
7*   Business Information Technology Implementation Project<br/>
8     Quality Management Principles<br/>
9     Communication Technology<br/>
10*Advanced Computing Project#<br/> 
11*Advanced Software Engineering Project#<br/>
12*Advanced Business Information Technology Project#

* Select one from units 5,6 or 7 for HNC and one from units 10,11,or 12 for HND according to pathway<br/>
# The Advanced Project has a value of 2

To achieve Higher National Certificate/Diploma, students can follow three available pathways:

OPTION MODULES 

COMPUTING SOFTWARE ENGINEERING

13 Networking 
14 Data Analysis & Database Design 
15 Visual Programming 
16 Human Computer Interface 
17 End User Support - 
18 Introduction to Programming 
19 Computer Architecture -
20 Database Management Systems 
21 Computer Management -
22 Web Site Management -
23 Techniques of Artificial Intelligence 
24 Object-Oriented Programming 
25 Data Structures and Algorithms 
26 Systems Software 
27 Multimedia and Internet Development 
28 Mathematics for Software Engineering

29 Software Engineering Techniques
30 Computer - Based Learning
31 Object-Oriented Development


32 Discrete Mathematics
BUSINESS INFORMATION TECHNOLOGY 

13 Networking
14 Data Analysis & Database Design
15 Visual Programming
16 Human Computer Interface
17 End User Support 
18 Introduction to Programming
19 Computer Architecture
20 Database Management Systems 
21 Computer Management
22 Web Site Management
23 Techniques of Artificial Intelligence 
27 Multimedia and Internet Development 
30 Computer - Based Learning
33 Business Applications Development
34 Management Science.

<b>Entry Qualifications</b><br/>
Students should normally be aged 18 years or over. <br/>
They must possess four GCE's or their equivalent qualification, or a BTEC first Diploma, plus a reasonable knowledge of the English language. Mature students (over 21 years of age) may be exempt from this requirement on grounds of experience. <br/><br/>

<b> Duration of Course </b><br/>


Each course lasts two years, a total of approximately 64 weeks. <br/>
There is normally only one intake of students a year, in September with the first academic year commencing in late September and ending in June the following year. This pattern is the same for the second academic year. <br/><br/>

The course is structured around formal classes, seminars, tutorials and individual tuition. In addition, students will be expected to undertake private study. Students will have to prepare at least two assignments per subject per term, plus two integrated assignments.Those seeking courses at degree level on completion of their BTEC National diploma course, will need to apply to UCAS by the end of the first term of the second year. The college will be required to complete a detailed reference on the performance of the candidate. <br/><br/>

<b> Syllabus </b><br/>

<b> 1.COMPUTER PLATFORMS </b><br/>
This unit is aimed at practitioners who need sufficient knowledge to make decisions on the selection/specification of systems and to use computer hardware and software effectively. Students will be shown how to use operating systems to create their own operating environment and participate in its development. Many practitioners communicate with specialist technical support staff during the specification and planning of systems implementation. This unit aims to give practitioners the confidence to communicate with technical specialists and to validate their recommendations<br/><br/>

<b> CONTENTS </b><br/>
<b> 1. Computer system </b><br/>

<b> Processor:  </b>description of components (Von-Neuman architecture), terminology (e.g. bits, bytes, kilobytes etc), identification of factors affecting performance (e.g. MIPS, FLOPS, clock speed, computer performance indexes, bus architecture). <br/><br/>

<b> Backing Store: </b>identification of types (disc, CD etc), performance factors (e.g. data transfer rate, seek times, capacity) <br/><br/>
<b> Peripherals: </b>description of available peripherals (display, printers etc), understanding of performance factors (e.g. display-performance, resolution, colour planes, video RAM, refresh rate, interlacing, slot pitch etc. printer-speed, resolution, image quality, software requirements, postscript, PCL and associated printer control) <br/><br/>
<b> Computer Selection: </b>specification of requirements, evaluating the performance of the selected system. <br/><br/>
<b> 2. Operating systems </b><br/>

<b> Operating system functions: </b>overview of functions (e.g. user interface, machine and peripheral management etc), comparison between functions of different types of operating systems (personal computers, net work, mainframe etc) <br/><br/>

<b> Computer operations: </b> use of a proprietary operating system, generation of environment and systems for a computer user (file/directory structures, tailoring of screen interface, backup systems etc). <br/><br/>

<b> Network administration: </b>user management (maintenance of work groups, security etc) <br/><br/>

<b> 3. Computer system </b><br/>

<b> Upgrading opportunities: </b> overview of opportunities (e.g. memory, additions of cards etc. current de facto standards) <br/><br/>

<b> 4. Network installation </b><br/>

<b> Network resources: </b> components of a network (e.g. network operating systems, nodes, communication systems, server, network cards etc) functions of components, understanding of networking principles (e.g. packets, communications protocols topologies etc) <br/><br/>
<b> External links: </b> external information systems (e.g. email, internet, intranet) knowledge of capacity of external communications systems (e.g. ISDN, radio etc.) <br/><br/>

<b> Network planning: </b> creating an implementation schedule, producing a plan containing location of nodes, repeaters etc. and server capacities for a specific set of defined applications. <br/><br/>

<b> User support planning: </b> identifying user training needs, producing a training schedule, functions of a help desk<br/><br/>

<b> Security: </b> physical and logical security measures, back-up and recovery, hacking, encryption, levels of access rights<br/><br/>

<b> Unit 2: Systems Analysis </b><br/>

<b> Description of unit </b><br/>


This unit will give students the ability to compare the different lifecycle models. It will provide the foundation of systems analysis and design by covering requirement analysis for both commercial and technical applications. It will also introduce the data and functional modelling techniques which students can be expected to use. The unit provides the opportunity for students to implement the data models using a proprietary database. <br/><br/>

<b> Contents </b><br/>

<b> 1.Lifecycles models:  </b><br/>

<b> Systems lifecycle: </b> the stages of a chosen cycle (eg specification, design, detailed design code and unit test, integrated and test, maintenance), the purpose of each stage, definition of validation and verification<br/><br/>

<b> Evaluation of models: </b> comparison of a chosen mode l with other techniques (e.g. prototyping, dynamic systems analysis or object-based methods) <br/><br/>

<b> 2. System investigation </b><br/>

<b> Fact finding techniques; </b> interview, observation, investigation, questionnaire<br/><br/>

<b> Fact recording methods and standard: </b> current computer and paper based fact-recording methods such as grid charts, flow diagrams, and standard documentations technique<br/><br/>

<b> 3. Functional and data modelling </b><br/>

<b> Functional modelling: </b> identification of system processes and functions, data flow diagrams and process modelling techniques<br/><br/>

<b> Data modelling; </b> top down techniques, entity relation modelling, implementations of simple relational system using a proprietary database<br/><br/>

<b> Unit 3: Soft ware constructs and Tools </b><br/>

<b> Description of unit </b><br/>

The aim of this unit is to provide students with an awareness of wide range of problems within computing, the way that problem and solution can be modelled and techniques to solve them. They will be introduced to the concept of business model and will be shown how to use spreadsheets to model current and future situations. The unit also profiles students with the opportunity to perform some coding; albeit within the framework of appropriate mechanisms. Although a third-generation programming languages is the most appropriate, centre could consider spreadsheets, data bases, 4GLs or knowledge-based expert systems as alternatives<br/><br/>

<b> Contents </b><br/>

<b> 1. Problem-solving theory, applications and techniques </b><br/>

<b> Problem solving applications: </b> an overview of the areas within computing (eg system design, software development and computer management) where problem solving is appropriate and examples of applications within those areas<br/><br/>
<b> Overview of problem-solving theory and technique: </b> well defined and ill defined problems techniques available (e.g. abstractions and generalisations, brainstorming, decision trees, project management, algorithms) <br/><br/>

<b> Testing and documenting the solution: </b> recognition that every proposed solution requires testing and documentation before implementation, testing and documentation templates for software development<br/><br/>

<b> 2. Business Models </b><br/>

<b> Model definition: </b> a description with appropriate examples of how numerical information can model both current and future views of an organisational problem

<b> Spreadsheet features: </b> description and use of the features of spreadsheets (formulae, graphs, functions etc) <br/><br/>
<b> Design and implementation of spread-sheet based model: </b> the production of a design from a specification, the implementation to satisfy the design, test the solution, use with various 'what if' scenarios<br/><br/>

<b> 3. Programme methodology </b><br/>

<b> Storage: </b> the concept of data storage within a computer program, using variables, constants and literals<br/><br/>

<b> Control structures: </b> identify and select appropriate iterative and selections structures when writing simple programs<br/><br/>

<b> Programming language syntax: </b> the facility and rules of the language (operator, I/O commands, functions) <br/><br/>
<b> Program design: </b> algorithm method for the development of a solution to a problem (structure diagrams, pseudo code etc), producing tested programs to meet given specifications<br/><br/>
<b> Programming standards and practice: </b> use of comments, consistent indentations and descriptive identifiers <br/><br/>

<b> Unit 4: Computing solutions </b><br/>

Organisations have always depended on information to ensure success. Over the years organisations have changed their information systems from dealing purely with data processing to strategic and decision support. Managers need information to plan successfully in the short, medium and long term. It is also recognised nowadays that information is required at all levels in an organisation and that information itself can have many sources. The importance of valid information system is gaining competitive advantage needs to be stressed.
<br/><br/> 

Students will gain an understanding of the ways in which data can be processed and the applications that support organisations. They will also be asked to evaluate the capacity of an information system to satisfy the needs of the user. <br/><br/>

<b> Contents </b><br/>

<b> 1. Information and contemporary applications </b><br/>

<b> Information and data: </b> definition of information and data, sources of information, information requirement and the needs of information at different levels within an organisation, storing information and its importance with regard to security, accuracy and relevance. <br/><br/>
<b> Contemporary applications: </b> operational transaction processing, managerial decision making, executive information systems<br/><br/>

<b> 2. Information processing </b><br/>

<b> Tools: </b> description of current tools (e.g. text processor, client server, databases, artificial intelligence, expert systems, data warehousing), description of the use of telecommunications (e.g. internet, email etc.) <br/><br/>
<b> Information processing: </b> transaction processing, information presentation and reporting strategic advantage and problem solving, relationship with tools.
<br/><br/>

<b> 3. Information systems within an organisation </b><br/>

<b> Measures: </b>  evaluation/criteria, e.g. accuracy, suitability, timeliness, cost, confidence, legal, ethical and social issues.
<br/><br/>

<b> Unit 5: Computer Implementation Project </b><br/>

<b> Description of unit </b><br/>

The aim of this unit is to help students integrate the skills and knowledge they have acquired during the course to produce a soft ware-based solution to a realistic problem. The emphasis may vary widely (e.g. 3GL procedural programming, object-based programming, event-driven programming, declarative programming, internet/intranet, multi-media,. Database development via 4GL, application development via macros, software engineering principles, A and quality manuals etc), but students must produce a software application.
<br/><br/>

This is a major piece of work that should demonstrate the performance expected at an HND Computing/ software Engineering level. <br/><br/>

The problem may be work-based, college -based, or a student interest but it must be developed in accordance with the unit's framework and constraints.
<br/><br/>
This will develop the ability to produce an acceptable and viable software solution to an agreed specification within a defined timescale and constraints.
<br/><br/>

<b> Contents </b><br/>

<b> 1. Plan an appropriate project </b><br/>

<b> Project selection: </b>  research and review areas of interest, select and appraise the feasibility of the chosen project. <br/><br/>
<b> Project specification: </b> identify, structure and develop a list of user requirement relevant to the chosen project into a project specification<br/><br/>
<b> Project plan: </b>  produce an appropriate computer-based plan for the project including timescales, deliverables, and milestones etc. for a Software Engineering project this should also include quality assurance system and quality plan etc<br/><br/>

<b> 2. Develop the project </b><br/>

<b> Design / structure: </b> consider alternative design methods/techniques and environment which could include the use of structured design, object design, real time design, graphical displays, story boarding, data analysis etc. <br/><br/>
<b> Development: </b> review, select and use suitable software to implement the project<br/><br/>

<b> Documentation: </b> documents all stages to agreed standards<br/><br/>

<b> 3 Verify the project </b><br/>

<b> Plan: </b> formulate and agree a verification plan, which ensures the developed product, fulfils its specification<br/><br/>
<b> Verification techniques: </b> review, select and use appropriate verifications techniques-these will vary according to the nature of the project but must include software testing techniques such as black box and / or White Box and should be relevant to the type of software used for the project. <br/><br/>
<b> Implementation: </b> Implement and document the agreed verification plan
<br/><br/>

<b> 4. Evaluate the project </b><br/>

<b> Demonstration: </b> this will vary according to the project but should include a demonstration of a software solution, which is well organised, structured and delivered by the student<br/><br/>

<b> Audience: </b> demonstration should be to a know audience (peer group, tutor etc) <br/><br/>

<b> Documentation: </b> the content will differ according to the specific project but in each case it should include complete relevant documentation of all stages of the project to agreed standards, critical evaluation of the project
<br/><br/>

<b> Unit 6: Software Engineering Implementation Project </b><br/>

<b> Description of unit </b><br/>

The aim of this unit is to help student to integrate the skills and knowledge they have acquired during the course to produce a software-based solution to a realistic problem. The emphasis may vary according to the chose outcomes.
<br/><br/>
This is a major piece of work that should demonstrate the performance expected at an HN Computing/ software Engineering level.
<br/><br/>
The problem may be work-based, college -based, or a student interest but it must be developed in accordance with the unit's framework and constraints.
<br/><br/>
This will develop the ability to produce an acceptable and viable software solution to an agreed specification within a defined timescale and constraints.
<br/><br/>

<b> Contents </b><br/>

<b> 1. Plan an appropriate project </b><br/>

<b> Project selection: </b> research and review areas of interest, select an appropriate project, devise a structure and produce aim for the project, estimate and list required resource for the chosen project. <br/><br/>

<b> Project plan: </b> produce an appropriate computer-based plan for the project including timescales, deliverables, and milestones, quality assurance systems, quality plans etc. <br/><br/>

<b> Project specification: </b> identify, structure and develop a list of user requirement relevant to the chosen project and acceptable to client, produce an outline and a detailed design for the project in relation to the requirement using standard methods, document the project specifications. <br/><br/>

<b> Or</b><br/>

<b> 1.Plan an appropriate project to an agreed specification </b><br/>

<b> Project selection: </b> research and review areas of interest, select an appropriate project, devise a structure and produce aim for the project, estimate and list required resource for the chosen project. <br/><br/>

<b> Project plan: </b> produce an appropriate computer-based plan for the project including timescales, deliverables, and milestones, quality assurance systems, quality plans etc. <br/><br/>

<b> Design/structure: </b> consider alternative design methods/techniques and environment which could include the use of preliminary design, detailed design, data design, object design, real time design, graphical displays, story boarding, data analysis etc. <br/><br/>

<b> Development: </b> review, select and use suitable software to develop the project<br/><br/>
<b> Development: 2. Verify the project </b><br/>

<b> Plan: </b>  formulate and agree a verification plan which ensure the developed product fulfils the project objectives<br/><br/>

<b> Verification techniques; </b>  review, select and use appropriate verifications techniques-these will vary according to the nature of the project but must include user verification, statistical survey, questionnaires, software techniques such as Black Box and/or White Box etc. <br/><br/>

<b> Unit 7: Bussiness Information Technology Implementation Project </b> <br/>

<b> Description of unit </b><br/>  


The aim of this unit is to help student to integrate the skills and knowledge they have acquired during the course to produce a software-based solution to a realistic problem. <br/><br/>

This is a major piece of work that should demonstrate the performance expected at a Higher National level. <br/><br/>

The problem may be work-based, college -based, or a student interest but it must be developed in accordance with the unit's framework and constraints.
<br/><br/>

This will develop the ability to produce an acceptable and viable software solution to an agreed specification within a defined timescale and constraints.
<br/><br/>

<b> Contents </b><br/> 
	<b> 1. Plan an appropriate project</b><br/>

<b>Project selection:</b> research and review areas of interest, select and appraise the feasibility of the chosen project. <br/><br/>
<b> Project specification: </b> identify, structure and develop a list of user requirement relevant to the chosen project into a project specification<br/><br/>
<b> Project plan: </b>  produce an appropriate computer-based plan for the project including timescales, deliverables, and milestones etc<br/><br/>

<b>2. Develop the project</b><br/>

<b> Design / structure: </b>  consider alternative design methods/techniques and environment which could include the use of structured design, object design, real time design, graphical displays, story boarding, data analysis etc. <br/><br/>
<b> Development: </b>  review, select and use suitable software to implement the project<br/><br/>
<b> Documentation: </b>documents all stages to agreed standards<br/><br/>
<b>3 Verify the project </b><br/>

<b>Plan:</b> formulate and agree a verification plan, which ensures the developed product, fulfils its specification<br/><br/>
<b> Verification techniques: </b> review, select and use appropriate verifications techniques-these will vary according to the nature of the project but must include user verification, software testing, statistical surveys, questionnaire etc. <br/><br/>
<b> Implementation: </b> Implement and document the agreed verification plan<br/><br/>
<b>4.Evaluate the project </b><br/>
 <b> Demonstration: </b>delivered by the student, this will vary according to the project but should either an oral presentation using charts diagrams, graphs, reports etc. prepared using suitable WP, presentation, spread sheet software etc. or a demonstration of a software solution, which is well organised and structured<br/><br/>
<b> Audience: </b> demonstration should be to a know audience (peer group, tutor etc) <br/><br/>
<b> Documentation: </b> complete final documentation of all stages of the project to agreed standards, critical evaluation of the project<br/><br/>
<b> Unit 8: Quality Management Principles </b><br/>
 <b> Description of unit </b><br/>
The unit will enable students to learn about quality assurance through the maintenance of an existing computer system. It will deal with the quality assurance and professional issues related to computer systems implementation and management. <br/><br/>

It will be left to centre so select an appropriate system development method as a vehicle to cover the units requirements, if the unit is delivered within a course which contains software development method relevant to the software tools used is suggested<br/><br/>
<b> Contents </b><br/>
 
<b> 1. Systems analysis and design tools </b><br/>
 
<b>Systems analysis and design tools:</b> graphical and text-based tools appropriate for the methodology chosen, tools which define both the environmental and behavioural perspectives of a system, tools designed for process/functional modelling (e.g. state transitions, even traces) object modelling (e.g. object diagram, CRCs) and data modelling <br/><br/>
<b>Project management: </b>production of simple critical path networks, using computer based project management tools<br/><br/>
<b>Systems maintenance:</b> change request form, the production of a new version of the analysis and design documentation for a project developed using the selected methodology, use of computer based text and presentation packages for documentation, maintenance of cross referencing and indexes<br/><br/>

<b>2.Quality assurance </b> <br/>
<b>Quality assurance factors:</b> meeting specifications, budget, delivery time, maintainability, and external and internal quality systems<br/><br/>
<b>Quality: assurance tools: </b>quality manual, quality plan, project plan, configuration management, and walkthrough and inspection records<br/><br/>
<b>3. Professional standard </b> <br/>
<b>Legal requirements: </b>the requirement of current legislation affecting the implementation and management of computer systems (e.g. health and safety, data protection) <br/><br/>
<b>Professional requirements:</b> professional standards required by professional computing bodies (e.g. British Computer Society) problem arising from lack of compliance with professional standards<br/><br/>
<b> Unit 9 Communication Technology </b> <br/>
 <b> Description of unit </b> <br/>
 Communications systems including networks, telecommunications and digital broadcasting are pivotal to the development of modern information and transaction systems. Mangers need to be involved in specifying and evaluating such systems. <br/><br/>
This unit will provide the required knowledge to specify and manage communication networks in the light of the needs of the organisation. It will also provide skills, which will enable the practitioner to make informed decisions on communication strategies in the workplace. <br/><br/>
<b> Contents </b> <br/>
 <b> 1. Performance of communication systems </b> <br/>
<b>Performance factors: </b>the bandwidth required for given applications including text, graphics, video, and speech, options for providing bandwidth, evaluation of acceptable network performance, cost of providing and monitoring performance<br/><br/>
<b> Communication technologies: </b> a survey of hardware components (e.g. modems, fast internet routes etc) a survey of communications standards e.g. ATM, FDDI etc<br/><br/>
<b> Human factors: </b> the trade off between ideal and acceptable performance, user requirements versus business needs<br/><br/>
<b> 2. Impact of communication technology </b><br/>
 <b> Business factors: </b> the commercial opportunities presented by new communication technologies, information content of intranets and the benefits of sharing of this information within an organisation, the internet as a source of information, trading, advertising and marketing opportunities, application of digital broadcasting<br/><br/>
<b> Communication factors: </b> security of transactions over the internet, the use of LANs and WANs as a means of increasing efficient communication in an organisation, software and file format, version control across an organisation (avoidance of multiple incompatible formats) electronic fund transfer systems, role of communication devices (eg web servers, routers) <br/><br/>
<b> 2. Cost and security </b><br/>
 
<b> Development costs:</b> the accurate costing for a particular system to include hardware, software, staff training, data conversion from previous systems, acceptance trails, pilot schemes etc planning the future costs of repetitive hardware and software upgrades, the cost of server based compared with workstation-based application software in terms of hardware maintenance contracts cost and the costing of providing use help facilities<br/><br/>
<b> Security costs:</b> cost and value of data and information on a network, cost associated with re-building and checking consistency following system failure or unauthorised access, the costs and loss of willing staff participation as a result of over zealous security measures<br/><br/>
<b> Security mechanisms: </b> security mechanisms supplied by the network system including backup and data restoration, passwords, ownership and access rights, physical security devices (e.g. RAID servers, disc mirroring, ring back etc), software security e.g. transactions rollback<br/><br/>

<b>Unit 10 : Advance Computing Project</b><br/>
<b>Description of Unit</b><br/>

The aim of this unit is to help students integrate the skills and Knowledge they have acquired during the course to produce a solution to a realistic problem. The emphasis in contrast with level one project units, should be to provide a distinctive area of study appropriate to the Computing pathway in the HNC/HND. The business information technology and software Enineering pathways provide emphasis in those areas, whereas the computing pathway is a general qualification in computing. Therefore, the project undertaken in this unit should show as much integration as possible of the abilities across units already completed or are currently underway. This may vary from one student and (where possible) the needs of employers. <br/><br/>
The subject area may vary widely (eg the production software, the use or automation of application software, the specification and implementation of a computerised solution to a problem etc), however the emphasis should be on applying existing knowledge and skills rather than new knowledge.
This is a major piece of work that should demonstrate the performance expected at an HN level 2 and reflect the double value in both workload and content. The problem may be work-based, college-based or a student interest, but it must be developed in accordance with the unit's framework and constraints. <br/><br/>
<b> Contents </b> <br/>
 <b> 1. Plan an appropriate project </b><br/>
<b> Project selection: </b> review areas of study already undertaken in the Computing pathway (or skills acquired elsewhere but directly appropriate to the Computing pathway) and select an area of interest, appraise the feasibility of the project in terms of workload, level of ability required, estimates of timescale and resources available. <br/><br/>
<b> Project specification: </b> identify, structure and develop a user specification relevant to the project then develop a detailed technical specification, both these specifications to be in a form appropriate for presentation to management in a real or simulated work environment. The aim is to allow such managers to have sufficient information to make an informed decision about the viability of the project. <br/><br/>
<b> Project plan: </b> produce a realistic plan for the project including timescales, deliverables, milestones, resource requirements etc<br/><br/>
<b> 2. Develop the project </b> <br/>
<b> Design: </b>  consider all possible solution to the problem, evaluate these solutions then select the most viable, select a suitable design method and apply it to the selected solution, consider adventurous or radical solutions even if the final solution is conventional <br/><br/>
<b> Development: </b>  review, select and use suitable software, hardware or systems to implement the project, monitor development against the agreed plan and take appropriate action if the project does not always go to plan. Students should show awareness of this and the ability to take effective action to mitigate the effects of unforeseen problems<br/><br/>
<b> Documentation: </b>  document all aspects of the project to agreed standards<br/><br/>
<b> 3. Verify the project or plan appropriate action</b> <br/>


<b> Verification plan: </b>  formulate and agree a verification plan which ensures the developed product fulfils its specification<br/><br/>
<b> Verification techniques: </b>  review, select and use appropriate verification techniques - these will vary according to the nature of the project but must include testing techniques such as Black Box and/or White Box and should be relevant to the type of software used for the project<br/><br/>
<b> Verification implementation: </b>  implement and document the agreed verification plan<br/><br/>

<b> 4. Evaluate the project </b> <br/>
<b> Demonstration: </b>  this will vary according to the project but should include a demonstration of the solution which is well organised, structured and delivered by the student<br/><br/>
<b> Audience: </b>  demonstration should be to a known audience (peer group, tutors etc) and the audience should include those who would have approved the project against the plan in Outcome 1<br/><br/>
<b> Documentation: </b>  content will differ according to the specific project but in each case it should include complete relevant documentation of all stages of the project to agreed standards and the completion of a critical evaluation<br/><br/>
<b> Future development: </b>  Most projects seldom achieve the perfect solution at the first attempt, demonstrate the route that must be taken to develop the project further and the methods to be used<br/><br/>
<b> Unit 11: Advanced Software Engineering Project </b> <br/>
 This unit will form a central part in the development of the student's ability to link and integrate the knowledge and skills acquired during the programme to produce a practical solution to a realistic problem. The unit will encourage team work but assessment will be based on the individual work. <br/><br/>
Student(s) will undertake a complete and realistic project and successfully complete it within the time constraint imposed, working within a group and individually when necessary. The project will span all the lifecycle stages for the development of software, from planning to implementation and maintenance. The problem may be work-based, college-based or student interest but it must be developed in accordance with the unit's framework and constraints.
<br/><br/>
<b> Content </b> <br/> 
<b> 1. Project plan </b> <br/>
 <b> Planning stage: </b>state the project aims, structure the project, test the project plan through simulation, review the project plan, schedule the project, establish control<br/><br/>
<b> Estimate and list required resource: </b> feasibility study, human resources, hardware resources, software resources<br/><br/>
<b> Managing the project: </b> planning, organising, staffing, directing and controlling<br/><br/>
<b> Use of software support tools: </b> develop, construct, implement and test the project planning<br/><br/>

<b> 2. System analysis and design </b> <br/> 
<b> Analysis stage: </b> requirement definition, analysis type implemented, information gathering, profiling the organisation, finalise the target requirements, confirm the requirements, agree the specification with the client, document the project specification (user requirement) <br/><br/>
<b> Design stage: </b> Preliminary design, detail design, data design, architectural design, procedural design, modular design, structured design, object design, real time design, graphical display, store boarding etc<br/><br/>
<b> Use of case tool: </b> notations, techniques, methods selected and used<br/><br/>
<b> 3. Program coding </b> <br/>
 <b> Programming languages: </b>
 select the languages suitable for the project, specify the language and the part of the project it deals with<br/><br/>

<b> Programming techniques: </b> list the types of techniques which will be implemented and where each technique will be used in the project<br/><br/>
<b> Program requirement: </b> data type and declarations, assignments and expressions, control structures, subprograms including recession, arrays and records, data structure, algorithms<br/><br/>
<b> Program testing: </b> functional testing (black box), Structural testing (white box)
<br/><br/>
<b> 4. Solution </b> <br/> 
<b> Hardware installation: </b> develop hardware installation procedures, link all hardware together to form a complete hardware system, format the necessary hardware, test the hardware system operation<br/><br/>
<b> Software installation: </b> develop software installation procedures, copy software to hardware using correct procedure, reboot system hardware<br/><br/>
<b> Testing activities: </b> unit testing, link testing, integrating testing, validation testing, system testing<br/><br/>
<b> 5. Quality and maintainability </b> <br/>
 
<b> Quality and standards: </b> quality assurance, quality matrices, standards for quality (BS, ISO) <br/><br/>
<b> Maintenance: </b> type of maintenance to be used, maintenance phases and their schedules, configuration management<br/><br/>
<b> 6. Evaluate the project </b> <br/>
 
<b> Presentation: </b> this will vary according to the project but should include a presentation of each outcome and full solution which should be well organised, structured and delivered by either the individual student, or a group of students if it is a group project<br/><br/>
<b> Audience: </b> is should be presented to a known audience (peer group, tutors, internal and external supervisors, clients etc) <br/><br/>
<b> Documentation: </b> the content will differ according to the specific project but in each case it should include complete relevant documentation of all stages of the project to agreed standards, and a full a critical evaluation<br/><br/>
<b> Unit 12: Advanced Business Information Technology Project </b> <br/>
 <b> Description of unit </b> <br/>
 This unit which has a value of 2 will be a significant piece of work designed to integrate H2 units. Knowledge and skills developed throughout the course are drawn on to deliver practical and realistic solutions to business-related problems.
Students are expected to analyse a business problem, understand its context, and plan and design a suitable solution. The project should be chosen by the student, under guidance from the centre to establish an appropriate level of study. <br/><br/>
<b> Content </b> <br/>
<b >1 Identify a realistic business problem </b> <br/>
 <b> Problem identification:  </b> sources of information/ideas, investigations, problem domains, finding and recording facts. <br/><br/>
Options and solutions: problem-solving techniques, comparative/contrasting problems, feasibility assessment, methodologies and communication proposals.
Project management: planning, estimating, resource allocation, budgeting, monitoring and control techniques, use of computer-based tools
<br/><br/>
2 Specify and design a solution<br/><br/>
Requirements specification: development, maintenance and operating environments, functional requirements and constraints, external interfaces, data flows, screen mock-ups, dialogues, reports, data dictionaries. <br/><br/>
Quality assurance: exception handling, verification procedures, event identification, acceptance criteria, standards for documentation and testing, service level agreements<br/><br/>
Design: data analysis and design, application design, user interfaces, dialogues, design specifications, non-computer procedures, models prototypes and design walkthroughs, job descriptions, service levels, logging systems, security and audit procedures, use of software tools appropriate to chosen project<br/><br/>

3 Implement the project<br/><br/>
Content for Outcome 3 will depend on the nature of the selected project but will typically consist of the following: <br/><br/>
Implementation: methods and techniques, user involvement, implementation, planning documentation support, selection and support changeover (eg pilot, parallel running), help systems, prototyping, user involvement, software
Testing: test plans, test cases/scenarios, functionality, user interfaces and documentation testing compliance with standards, verification that project meets specification<br/><br/>

4 Evaluate the project<br/><br/>
Presentation: writing styles, report writing and presentation techniques, use of graphics/illustrations, screen dumps, demonstrations, packaging and delivery, use of appropriate software<br/><br/>
Critical evaluation: detailed analysis of results, conclusions and recommendations, ethical and social considerations, planned versus actual costs, opportunities for further studies and developments<br/><br/>

<b> Unit 13: Networking </b> <br/> 

Description of unit<br/><br/>
The importance of networked solutions in the business world grows year on year. The increasingly sophisticated technologies and widening user base means a fundamental understanding of networks is essential for many. The aim of this unit is to provide a rigorous introduction to networks, and practical experience in installing users and software on a network. <br/><br/>
This unit will clarify the issues associated with network use and how this has developed. It will identify the architectural concepts behind networking and help develop the preliminary skills necessary to install and manage networks.
<br/><br/>
 <b> Content </b> <br/>

1 Benefit of networks<br/><br/>
Network principles and applications definition of a network: evolution of network uses, from simple file and print networks, through small office computing, to client-server architectures, review of remote access, starting with e-mail through to intranets and the Internet, LANs, WANs, and MANs, networked applications, cost/benefit analysis of network use<br/><br/>
Network use: an overview of network resources (hardware and software), facilities of a network operating system, understanding of security implications and software licensing issues, constraints on capacity and performance ( such as being asked to run video off a 10M ethernet connection) <br/><br/>

2 Design/evaluation of networks<br/><br/>
Network architecture concepts: the ISO OSI 7 layer model (and/or IEE 802), topologies, eg bus, ring, structured, a description of communication devices, repeaters, bridges and hubs, standard connectors and wiring, functions of a network card, differences between peer to peer and server based networks, description of main protocols, ie Ethernet, ATM, token ring, IPX, SPX, and their relationship with the 7-layer model, the principles and resources required to connect LANs to WANs, TCP/IP as a WAN protocol, TCP/IP addressing and how routing works
Network design: using architectural principles and definitions to design a new network or evaluate an existing one<br/><br/>

3 Network software<br/><br/>
User factors: design and definition of users and groups, the definition of directory structures on the file server, file and directory attributes, trustee rights, IRM (Inherited rights management), and setting up security. <br/><br/>
Login scripts: definition of the user environment, menu systems
Hardware and software factors: printing set-up understanding of printing options, installation and configuration of applications on the network (including operating system constraints), file server installation and utilities<br/><br/>

4 Network management<br/><br/>
Management responsibilities: the problems of creating large numbers of accounts on a network and keeping it up-to-date, management of users, workgroup managers, network security and virus protection, (elements of good practice) <br/><br/>
Control resource usage estimation and tracing of resource usage, managing printer queues, connecting of the network to the outside world, advantages (eg Internet) and disadvantages (eg hackers), firewalls<br/><br/>
<b> Unit 14: Data Analysis and Database Design </b> <br/>


An understanding of databases is fundamental to the development of any significant information system. Database systems are predominant in the world of IT and continue to demand more complex data structures as applications get increasingly sophisticated. The aim of this unit is to provide an essential knowledge of database systems including basic design principles, practical implementation and development skills for both system designer and software engineer. <br/><br/>
The importance of structured query languages should be stressed, and once created, databases will be used or demonstrated for a variety of tasks including querying and report writing. <br/><br/>

<b> Content </b> <br/>

1 Databases<br/><br/>
Implement a design: select suitable data types, entity and referential constraints, convert logical database design to physical implementation using appropriate visual tools and structured query languages<br/><br/>
Data manipulation: use of query languages and visual tools for database maintenance, inserts, updates and amendments of data
Query and reporting: query languages and query by example (QBE) to extract meaningful data, including formatting and use of functions/formulae, report writing tools, links to stored queries, design and format of reports, including graphical output
Application links: database applications, identification and use of data sources and access via 4GL programs<br/><br/>

2 Small databases<br/><br/>
Relation model: the relational model and relational operations
Data analysis: identification of data requirements form different user perspectives, comparison of top-down and bottom-up approaches to data analysis, their strengths and weaknesses<br/><br/>
Top-down analysis: entity analysis techniques, entities, attributes, key identifiers, relationship types and enterprise rules, entity relation diagrams (ERDs), degrees of a relationships<br/><br/>
Bottom-up introduction: to problems of redundancy, update anomalies, purpose of normalisation, functional dependency, determinacy diagrams and identification of un-normalised data structures, development of first, second and third normal forms<br/><br/>
Data definition: documenting results from data analysis, data models/notations, data dictionaries, use of supportive software including database products and data modelling software tools<br/><br/>


<b> Unit 15: Visual Programming </b> <br/>
Students will increasingly use visually based operating systems such as Windows 95 and will need to develop code which uses similar features and techniques<br/><br/>
The aim of this unit is to enable students to develop visual applications, become familiar with a visual development environment and use its facilities to build the applications
<br/><br/>
<b> Content </b> <br/>

1 Visual objects<br/><br/>
Object types: Buttons, Text Boxes, Windows, Frames etc<br/>
Object structure: attributes, methods etc<br/>
Creating objects: placing objects on a screen and customising attributes<br/>
Linking objects: enabling objects to interact using programming or scripting<br/><br/>

2 Visual application<br/><br/>
Design strategies: state transition diagrams, storyboarding, event modelling, prototyping<br/>
Design: using design strategies<br/><br/>

3 Visual development environment<br/><br/>
Identification of features: investigation of current advanced tools and development methods<br/>
Employment of features: use of advanced features to satisfy the requirement methods application features available will vary greatly between different development environments, but typical examples might be the use of drag and drop, simple animation, linking to databases, Internet development<br/><br/>


<b> Unit 16: Human Computer Interface </b> <br/>
As technology moves forward, new exciting methods of communicating with computers are becoming possible. Software developers are required to determine whether software is developed with new techniques or traditional tried and tested methods. The developer also needs to measure how well a computer interacts with a user. <br/><br/>
This unit aims to give students a full understanding of the human computer interface (HCI) and the part it plays in the construction of software which is usable, attractive, efficient and effective. The student is encouraged to explore how well software interacts with the user, fulfils the user's needs and makes allowances for different users. The student should develop a critical appreciation of the advantages and disadvantages of various interfaces currently available and experience the production of a prototype. <br/><br/>

<b> Content </b> <br/>

1 HCI related developments and their application<br/>
Developments in technology: workstation environment eg screens, keyboards, pointing devices, other I/O devices (eg speech), related processing and storage requirements<br/>
Developments in HCI: virtual machines, command line input ( command sets), menu selection and the methods of selection, graphical interfaces, speech, screen design for intensive data entry, intelligent HCIs, virtual personas (engaging with the computer within a virtual reality), concept of 'look and feel'
Developments in the concept of 'the user': range of users (eg expert, regular, occasional, novice, special needs), needs of user<br/>
Development of systems: new developments (eg hypertext, event driven systems, use of multimedia), modelling techniques, implication of new developments on user interfaces, implications of developments on hardware (storage, processing requirements etc) <br/>
Applications: range of applications, selection of HCIs for specific applications
<br/><br/>
2 HCI<br/>
Psychological considerations: memory (long-and short-term), reasoning, perception, cognition and the use of metaphors and the consequences on the design of HCI<br/>
Health and safety considerations: ergonomics and the surrounding environment, eg lighting seating, RSI, legal implications<br/>
Information considerations: necessity for information-rich environment, examples of systems (eg share trading rooms or combat environments)
Cost implications in the choice of HCI: training, effectiveness of systems, architectural requirements (eg hardware, software, communications)
HCI support for less common environments: identification of applications (eg Remote interaction using virtual environments, real time simulation (flight simulators), high-speed interactive interfaces (games), special needs (implications for colour blind, partially sighted, blind, physically incapacitated, slow learners), analysis of implication of HCI selection<br/><br/>

3 HCI prototypes<br/><br/>
Modelling the interface: mapping the system functionality to the conceptual model, grouping of the tasks into logical sets<br/>
Analysis: task analysis eg storyboarding, user needs analysis, evaluation of HCI complexity <br/>
Design: rules and heuristics for good HCI design, review of propriety examples, context sensitive help, on line help/documentation, design tools
Production: selection of tools, production of prototype<br/>
Measuring the functionality of an HCI: keystroke effort per task, ability to navigate within the system, time to perform a task, ability to configure the HCI, user satisfaction<br/><br/>


<b> Unit 17: End User Support </b> <br/>
User need training in the systems they use since problems always occur, they also need support from knowledgeable and sympathetic staff within a formal framework of systems support. A major element of support is the provision of a service to install the hardware and software to satisfy changed requirements. This unit the framework for developing the knowledge and skills needed by those who aim to provide this important service.
<br/><br/>
<b> Content </b> <br/>

1 User problem<br/>
Analysis of problem: ability to identify a user's requirements from a computer system, ability to analyse or determine a problem from a user's description
Evaluation of possible solutions: immediate response, advice on access to manuals, help systems etc, obtaining additional support
Human factors: appreciation of user frustration, appropriate communication techniques, situations requiring communication eg changes/amendments.
User support system: role of help desks, logging systems for faults and solutions, service level agreements<br/><br/>

2 Installation of hardware and software<br/>
Installation planning: analysis of users' requirements, installation schedules, acceptance standards, user involvement<br/>
Installation programs: installation and testing of software, device drivers, support files etc configuring software to suit specified user needs and the machine operating environment<br/>
Installation of hardware: installing and configuring supplied hardware to a manufacturer's standard instructions, (hardware may include single of multiple circuit boards, memory modules, storage of I/O devices etc), adherence to health and safety procedures<br/>
Testing: testing new installation against specified acceptance standards, taking remedial action<br/>
Re-configuration of installed software: re-configuration of software to suit changes in user requirements or to solve problems, testing of re-configuration
<br/><br/>
3 Software products<br/><br/>
Training areas: applications, security, routine maintenance<br/>
Training tools: a survey of tools eg manuals, guides, multimedia, courses etc, evaluation of appropriateness of different training tools
Training plans: identifying different training needs, producing a training schedule, evaluating training<br/>
Individual training: analysis of requirements of user, identify capability of user, employing appropriate tools with necessary support<br/>
Individual education: developing user responsibility (eg accuracy, prevention of viruses), encouraging users to increase knowledge of computing. <br/><br/>
<b> Unit 18: Introduction to Programming </b> <br/>
 

An understanding of the general principles and concepts of programming underpins much of the knowledge in any course in computing or IT.
Being a core unit, this seeks to provide the fundamental ideas and opportunities to develop and reinforce basic programming skill. Students will develop programs of increasing complexity, and although the content could be delivered from a range of languages, compilers or platforms, the unit should aim to deliver skills and knowledge which will easily transfer to other area of the programme.
This unit will also attempt to dispel the common notion that a program 'works' if is seen to execute once without crashing, asking the student to develop and implement both 'black-box' and 'white-box' testing schedules based on supplied program specifications and program code. <br/>
The unit does not cover dynamic data structures, files of records/structures or using objects; belong in 'Data Structures and Algorithms' (Unit 25) or 'Object-Oriented Programming' (Unit 24). <br/><br/>

1 Structured programming<br/><br/>
Storage: the concepts of data storage within a computer program, using variables, constants and literals. For a third generation language, the pre-defined data types, integers, floating-points, character, Boolean (logical), strings, ID and 2D arrays of simple types, and simple files, consequences of using these types, and the available operators within the supplied language
Control structures: identify and select appropriate iterative and selection structures when writing simple programs
Programming language syntax: the facilities and rules of the language (operators, 1/0 commands etc)
Program design: employment of an algorithmic approach for the development of a solution to a problem (structure charts, pseudo code etc), producing tested programs to meet given specifications
Programming standards and practice: use of comments, code layout eg consistent identification and descriptive identifiers<br/><br/>

2 Modularisation<br/>
Use of functions/procedures: the student use/create functions/procedures both pre-defined, and user-defined, map structured design onto a program using functions/procedures<br/>
Scope of variable: global, local, static and external variables
Parameters: passing data by value and reference, using return values
<br/>
3 test schedules
Error types: semantic, syntax and run-time
Test documentation: test plan and related evidence of testing (may include reading sample inputs from a file and/or writing test results to a file)
Test data and schedules: black box, white box and dry testing
Error detection techniques: compiler and linker error messages, debugging tools and structured walk-through<br/><br/>
<b> Unit 19: Computer Architecture </b> <br/>
 

The unit outlines the fundamental way in which a computer works: starting with simple logic and progressing to a simple model of a microprocessor. This is followed by an appreciation of low-level programming leading to a clear understanding of the key points of machine performance. The time spent on machine performance should be sufficient to enable students to make an authoritative evaluation between different machine architectures. The unit also covers a basic knowledge of the purpose of operating systems and some elementary operating system processes. <br/><br/>

1 Computer system<br/>
Processor: description of components (Von-Neuman architecture), identification of factors affecting performance (eg MIPS, FLOPS, clock speed, computed performance indexes, bus architecture, etc) <br/>
Backing store: identification of types (disc, CD etc) performance factors (eg data transfer rate, seek times, capacity) <br/>
Peripherals: description of available peripherals (displays, printer etc), understanding of performance factors (eg displays-performance, resolution, colour planes, video RAM, refresh rate, interlacing, slot pitch etc, printer-speed, resolution, image quality, software requirements, Postscript, PCL and associated printer control) <br/>
Computer selection: specification of user requirements, match to a machine specification evaluation of suppliers' proposals<br/><br/>

2 Operating systems<br/>
Operating system functions: overview of functions (eg user interface, machine and peripheral management etc), comparison between functions of different types of operating system (personal computer, network, maintenance etc)
Computer operations: use of a proprietary operating system, generation of environment and systems for a computer user (file/directory structures, tailoring of screen interface, backup systems etc)
Network administration: the management of users (maintenance of work groups, logical and physical security) <br/><br/>
3 Data representation, simple logic and the fetch-executive cycle of a model
Data representation: number system conversions (eg binary, denary, hexadecimal, floating point numbers, ASCII, Unicode, bit masks, graphic bitmaps, role of different number systems), demonstration of the possibility of errors by inappropriate representation of decimal or other numbers in various binary form<br/><br/>
Logic and fetch-executive cycle: concepts of logic and logic gates, simple arrays of logic gates, truth tables, concepts of registers, busses, control unit, arithmetic and logic unit, memory etc in model microprocessor and the fetch-decode-execute cycle, without reference to performance enhancing hardware such as cache memory<br/><br/>

4 Low-level programs<br/>
Machine code: development of programs which enable an application of a set of operation codes and operands (to move, add, subtract, multiply, divide, mask, make decisions using branching) <br/><br/>
Assembly code: development of short assembly language programs covering a set of operation codes and operands (may link to high-level code or sections of in-line assembly language), use of operating system calls, direct addressing of hardware/hardware subsystems or IO devices as appropriate to the machine in use<br/><br/>
Critical appreciation of machine performance: an identification of how the architectural relationship between the fetch-execute cycle and different machine code programs affect performance<br/><br/>
<b> Unit 20: Database Management Systems </b> <br/>
 

The aim of this unit is to provide the application developer with essential knowledge of database management system software. Content will include the evolution of DBMS technology, database administrative functions and controls within a multi-user environment. <br/><br/>

 
<b> Content </b> <br/>
1 DBMS technologies<br/>
Evolution: concepts of redundancy and dependence in flat file systems, the DBMS solution, data independence, integrity and security, components of a typical database management system
Technologies: hierarchical, network, relational and object models, single user, multi-user and enterprise wide database applications, two and three tier client-server, Internet/intranet architectures, support for complex data types eg graphical, multi-media
<br/><br/>
2 Database administrative tasks<br/>
DBA functions: the DBA' s role, creation and management of databases and users, security eg levels of authority, access rites, service levels, recovery, back-up procedures, use of views, SQL support for DBA functions
Integrity: insert, update and deletion anomalies, entity and referential integrity, database design including integrity constraint, SQL support for integrity constraints
Performance: performance criteria, storage and access methods eg use of indexes, b-trees etc query optimisers, costs of improved performance, language support for optimising performance<br/><br/>

3 Multi-user environment<br/>
Concurrency: properties of transactions, concurrency issues, atomocity, consistency, independence and durability (ACID) principles
Backup and recovery: use of log files, checkpoints, timestamping, rollback and recovery techniques, SQL support
Locking: loss of integrity in concurrent systems eg lost updates, inconsistent analysis, isolation levels, locking mechanisms (including two-phase protocol)
<br/><br/>
 
<b> Unit 21: Computer Management </b> <br/>
The unit aims to provide the generic skills and knowledge required by a manager in the information technology sector. Such managers have additional pressures of having to deal continuously with change and participate effectively with management at all levels, including senior management, in the development of strategy. <br/><br/>
In addition to techniques for staffing and budgetary control, the unit also covers techniques for keeping abreast of developments in information technology.
<br/><br/>
<b> Content </b> <br/>

1 Staffing management<br/>
Staff recruitment: job description, selection criteria, preparation for interview, administrative and induction processes, line management structure
Motivation of staff: current theories, leadership, participation, management of change, team structure and management<br/>
Staff administration: scheduling including links with project management, monitoring performance, appraisal, implications for contract staff<br/><br/>

2 Organisational requirements<br/>
Organisation charts: roles and responsibilities of employees, organisation charts for IT departments and other financial areas<br/>
Financial planning and control: investigation of an organisation's budgetary procedures, bidding procedures, budgetary monitoring systems, production of financial reports<br/>
Software tools for management: investigation of available tools (eg diary systems, spreadsheets, intranet, decision support systems), identification of tools with appropriate applications<br/><br/>

3 Strategic planning<br/>
Strategic planning: the aim of strategic planning, the role of IT developments in strategic planning<br/>
Maintaining currency: research methods (eg periodicals, Internet, conference etc), networking (human contracts), accreditation<br/>
Senior management links: techniques to influence management, production of necessary documentation (reports, briefs etc), the role of service level agreements, the need for security and disaster planning<br/><br/>

 
<b> Unit 22: Web Site Management </b> <br/>
This unit enables students to create and manage web-based applications. The focus is on the server and the mechanisms to link web pages to databases. Although intended for the Internet, it could be taught with reference to an intranet, and the unit will deal with intranet issues. <br/>

<b> Content </b> <br/>

1 Interactive web pages<br/>
Mark-up languages: mark-up languages (ML), structure of ML, ML tags and their documentation, current ML features (tables, frames etc), current changes to ML standards<br/> 
Browsers: difference between current browsers and designing to suit them, use of Javascript, Java applets etc<br/>
Server interaction: linking via a web server/Internet with databases using current protocols eg get, post mailto, isindex, query, ODBC<br/><br/>

2 Web sites<br/>
Specification: web site software, server operating system, server hardware and communications requirements, server performance and loading
Server organisation: structure of services, (eg WWW, ftp, gopher), structure of data, areas, aliases, management and performance analysis tools, portability
Security and integrity: backup, user access rights, file management, testing integrity of third party supplied web pages, protection against aggressive attack eg firewalls
<br/><br/>
3 Interactive applications<br/>
Sever side interaction: accepting data from users and responding with appropriate actions and responses based using the CGI (Common Gateway Interface) or equivalent
Database connectivity: the common methods of using/accessing databases from CGI applications eg ODBC, JDBC, SQL<br/><br/>
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	317 BTEC National Diploma in Computer Studies 




	The BTEC National Diploma in Computer Studies is an internationally recognised qualification and is validated, administered and verified by the Business & Technology Education Council (BTEC) which has been established by the Secretary of State for Education. <br/><br/>

The purpose of the BTEC National Diploma in Computer Studies is to equip students with the necessary skills to find employment as computer practitioners. It is appropriate to the work of staff in the fields of programming, computer systems maintenance, systems analysis and design, and operations. It is a valued alternative entry qualification to a wide range of advanced professional and higher educational courses. <br/><br/>


The Diploma offered has been structured so as to give students a greater practical knowledge of Business Data Processing Systems thereby enabling them to be immediately effective in a commercial data processing environment.
Students will be assessed on their work during the course and will also have end of year examinations. Equal importance will be attached to the grades obtained in both. Grades are awarded by the College and approved by the BTEC External Verifier. <br/><br/>
A BTEC Programmes Manager will be available to guide students through the course and to help them understand the principles of BTEC. <br/><br/>
It is, above all, a practical course, designed to develop the skills of students to enable them to solve problems which are likely to arise in daily work. In addition, it allows students to continue their studies since it gives entry, and in some cases exemption, to a whole range of recognised Diploma and Degree courses. <br/><br/>

	
<b>Entry Qualifications</b><br/>
Students should normally be aged 16 years or over. <br/>
They must possess four GCSE's or their equivalent qualification, or a BTEC first Diploma, plus a reasonable knowledge of the English language. Mature students (over 21 years of age) may be exempt from this requirement on grounds of experience. <br/><br/>

	
<b>Duration of Course </b><br/>
Each course lasts two years, a total of approximately 64 weeks. <br/>
There is normally only one intake of students a year, in September with the first academic year commencing in late September and ending in June the following year. This pattern is the same for the second academic year. <br/><br/>

The course is structured around formal classes, seminars, tutorials and individual tuition. In addition, students will be expected to undertake private study. Students will have to prepare at least two assignments per subject per term, plus two integrated assignments.Those seeking courses at degree level on completion of their BTEC National diploma course, will need to apply to UCAS by the end of the first term of the second year. The college will be required to complete a detailed reference on the performance of the candidate. <br/><br/>

	
<b>Syllabus </b><br/>

In year one there are six subjects: <br/><br/>

Introduction to Programming. <br/>
Computer Systems. <br/>
Information Systems. <br/>
Quantitive Methods. <br/>
Communication Skills. <br/>
Accounting and Auditing. <br/>

In addition there will be three hour workshops involving integrated assignments.
<br/>
In year two there are two Major Study Streams:
<br/>
<b>1 Programming </b><br/>

Programming Concepts and Practice <br/>

Programming Project <br/>

<b>2 Small Business Computer Systems</b><br/>

Small Business Computer Systems Concepts <br/>

Small Business Computer Systems Practice <br/>

In addition there will be a three hour workshop involving integrated assignments. <br/>

The common skills which will be developed throughout the course are as follows: <br/> 
Managing and developing staff <br/>

Working with and relating to people <br/>

Communication <br/>
Managing tasks and solving problems <br/>

Applying numeracy <br/>
Applying Technology <br/>
Applying design and creativity<br/> 

These common skills will be developed through the core modules, and in particular, through a programme of core assignments. <br/>
On successful completion of the course, students will be awarded the BTEC National Diploma and will also be awarded a College Diploma. <br/>
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	City and Guilds e-Quals Level 1 - Certificate for IT Users 




	For the award of a certificate, candidates must successfully complete the assessments for one core unit plus two optional units within the Level 1 - Certificate for IT Users<br/>

Core units <br/>
001 IT principles (Core) <br/>

Optional units <br/>
002 Word Processing<br/>
003 Spreadsheets<br/>
004 Database<br/>

	
<b>City & Guilds Unit 001 IT principles Level 1(Core) </b><br/>
<b>Rationale</b><br/>

The aim of this unit is to provide candidates with a basic awareness of IT together with its uses in the workplace. Candidates develop an understanding of the basic concepts of the operation of computers, the operating environment and applications software. <br/><br/>
There are 6 outcomes to this unit. The candidate will be able to <br/>
1. describe and use hardware<br/>
2. describe and use software<br/>
3. use files and directories<br/>
4. use the operating environment<br/>
5. describe information networks<br/>
6. identify health and safety requirements <br/><br/>

<b>Assessment</b><br/>

Assessment will be by means of a set assignment covering practical activities and a multiple choice test covering underpinning knowledge. <br/><br/>

<b>Outcome 1: describe and use hardware</b><br/>

Practical activities - the candidate will be able to<br/>
1. identify necessary hardware for use e.g. mouse/pointer device, keyboard, VDU, scanner. <br/>
2. identify necessary consumables and media for use of printer paper, cartridges, toner, and floppy disks. <br/>
3. replenish printer paper when necessary. <br/>
4. initiate a self-test for a printer. <br/>
5. select printer settings to accommodate different media transparencies, card, and envelopes. <br/>
6. recognise and report problems. <br/>

Underpinning knowledge - the candidate will be able to<br/>

1. identify the main components of a computer and their uses<br/>

2. identify and describe input devices<br/>
3. identify and describe output devices<br/>
4. identify different types of printers: laser, colour laser, inkjet, dot matrix<br/>

5. identify different sizes of: paper, envelopes and labels<br/>
6. identify the use of a modem<br/>
7. state the purpose of 'volatile' and 'non-volatile' memory<br/>

<b>Outcome 2: describe and use software</b><br/>

Practical activities - the candidate will be able to<br/>

1. power up and access the operating environment
<br/>2. select and access application software
<br/>3. set the software to automatically save
<br/>4. use basic functions: create a new document, open an existing document, <br/>save, save as, close and exit
<br/>5. use a spell checker facility
<br/>6. use help files to find print information 
<br/>7. respond to error messages and screen prompts
<br/>8. use print view
<br/>9. exit an application software program and return to the operating system environment<br/>
10. shut down the computer system and switch power off. <br/>

Underpinning knowledge - the candidate will be able to<br/>
1. identify types of software package<br/>
2. describe the differences between applications software and systems software
<br/>3. describe the purpose of a virus checker<br/>
4. identify an application software package which would be used to produce the following: <br/>
* Letters and memos<br/>
* Slide shows<br/>
* Records of customers<br/>
* Financial accounts<br/><br/>

<b>Outcome 3: use files and directories</b><br/>

Practical activities - the candidate will be able to
<br/>

1. search for named files
<br/>2. copy and move files between directories
<br/>3. copy and move files to a floppy disk
<br/>4. make backup copies of files to a disk
<br/>5. create, delete and re-name files and subdirectories
<br/>6. save data to a hard disk<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. describe a basic directory and folders structure on the computer<br/>
2. state the difference between directories and files<br/>
3. identify ways to prevent the loss of data: write protection, virus checking, back up procedures<br/>
4. describe the importance of: data protection, confidentiality and copyright<br/>
5. describe the importance of careful handling and data storage for each of the following<br/>
* magnetic disks<br/>
* optical disks<br/>
* magnetic tape<br/>
6. identify measurements of data storage: <br/>
* bit<br/>
* byte<br/>
* kilobyte<br/>
* megabyte<br/>
* gigabyte<br/>
7. identify data storage media: floppy disk, CD ROM, DVD tape cartridge<br/>
8. describe the importance of backing up data<br/>

<b>Outcome 4: use the operating environment</b><br/>

Practical activities - the candidate will be able to
<br/>

1. identify the computer's basic system information: operating system, RAM, processor type.
<br/>2. modify the computer's desktop configuration and desktop display options<br/>
3. cancel a print job<br/>
4. use different parts of the desktop window: title bar, tool bar, menu bar, status bar, scroll bar<br/>
5. use the following functions of the desktop window: <br/>
* maximise , minimise a window <br/>
* restore a window from the task bar<br/>
* make a desktop window taller , shorter narrower and wider<br/>
* move windows on the desktop<br/>
* keyboard functions<br/>
* switch between programs<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. identify basic desktop icons and shortcuts<br/>

<b>Outcome 5: describe information net work</b><br/>

Practical activities - the candidate will be able to<br/>
1. log-on to a network. <br/>
2. display files to which access is provided<br/>
3. select, open, edit and save a shared file on a network<br/>
4. use a printer attached to a network to print a file<br/>
5. use e-mail to communicate with other users on a computer network<br/>
6. log-of a network<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. describe the purpose of a network operating system<br/>
2. describe the purpose of the following and identify their uses: <br/>
* video<br/>
* e-mail<br/>
* internet browser<br/>
3. describe the mail functions of a typical e-mail package<br/>
4. describe "E-Commerce" and identify its uses<br/>

<b>Outcome 6: Identify health and safety environment
</b><br/>

Practical activities - the candidate will be able to
<br/>1. maintain a safe working environment for self and others
<br/>2. use safe working practice at all time
<br/>3. operate equipment according to suppliers, manufactures and/or work <br/>place requirements.
<br/>4. use and maintain equipment, materials and accessories to a safe <br/>standard.
<br/>5. use reporting procedure to report any hazard. <br/>

Underpinning knowledge - the candidate will be able to
<br/>1. describe what elements and practice create a good working environment<br/>
* frequent breaks away from the computer<br/>
* correct positioning of screens/chairs/keyboards<br/>
* adequate lighting and ventilation<br/>
2. identify the health and safety precautions to adopt when using a computer<br/>
* ensuring that power cables are safely secured<br/>
* ensuring that power points are not overloaded<br/>
3. identify injuries common in a bad working environment<br/>
* repetitive strain injury<br/>
* eye strain<br/>
* bad posture<br/>
4. identify cleaning procedures related to IT equipment<br/>
5. explain the importance of keeping fire doors and exits clear and unblocked<br/><br/>

<b>City & Guilds Unit 002 Word-processing (Optional) </b><br/>
<b>Outcome 1: plan and prepare to produce new document </b><br/>

1. produce draft layouts for different type of document {e.g.: business letters, memos, short reports, flyer}<br/>
2. check the required data is available (e.g.: graphics, text, numerical data) <br/>
3. sketch suitable positioning and appearance of the required text and graphic. <br/><br/>

<b>Outcome 2: produce new document</b><br/>

1. start the word processing software with a new blank document.
<br/>

2. set up the page layout for a planned document, i.e. paper size, orientation, margin. <br/>
3. input the required text with suitable formatting: <br/>
    * different alignments (left, right, centre, justified). <br/>
    * Enhancement (bold, underline, italic). <br/>
    * Tabulation (tabs, simple tables). <br/>
    * Font size and style. <br/>
    * Photographs and indentation. <br/>
    * Bulleted and numbered lists<br/>
4. copy and past text from an existing document into a new document. <br/>
5. insert simple graphic in a suitable position. <br/>
6. insert page brake as required . <br/>
7. insert automatic page numbering. <br/><br/>

<b>Outcome 3: edit existing document.</b><br/>

1. open existing document from<br/>
    * hard disks. <br/>
    * Floppy disks<br/>
2. check the existing page layout and change as required (e.g.: paper size orientation, margins) <br/>
3. edit existing documents by: <br/>
    * selecting (highlighting) <br/>
    * inserting and deleting<br/>
    * copying and pasting<br/>
    * cutting and pasting characters, texts blocks or graphic.
<br/>4. checking the existing text formats and change as required (i.e. alignment, enhancement, tabulation, font size and type, paragraphs and indentation, bulleted or numbered as required. <br/>
5. modify page break as required. <br/>
6. check page numbering and page totals, and modify as required. <br/>

<b>Outcome 4: Check-produced document.
</b><br/>1. use a spell checker on part and whole document and change the text as required.
<br/>2. proof read document to check.
<br/>    * accuracy (e.g. original data has been input accurately)
<br/>    * correctness (e.g. spelling, names, valid dates).
<br/>    * Meaning (e.g. the sense of original data has not been changed by editing; the correct form of words have been used {there/their}etc) and change as required. <br/>
3. use search and replace to make correction to whole document. <br/>
4. use print preview to check the layout if the finished document and change as required. <br/>

<b>Outcome 5: save and print document.
</b><br/>

1. save document in suitable filenames in specified location on:
<br/>    * hard disk.
<br/>    * Floppy disk.
<br/>2. make a copy of the document , giving it a different name use 'save as'.
<br/>3. check the printed output for accuracy and layout.
<br/>4. print check and previewed documents
<br/>5. close the finished document and the word processing software. <br/>

<b>City & Guilds Unit 003 Spreadsheets Level 1 (Optional) </b><br/>
<b>Rationale </b><br/>

A candidate who successfully completes this unit will be able to access spreadsheet software, create and modify spreadsheets, maintain data and to produce hardcopy. <br/><br/>

There are 5 outcomes to this unit. The candidate will be able to: <br/>
1. use a spreadsheet software package in its operating 3 environment<br/>
2. design a simple spreadsheet<br/>
3. create simple spreadsheets and enter data<br/>
4. edit spreadsheets and modify cells and ranges of cells<br/>
5. save, retrieve and print the contents of spreadsheet files. <br/>

<b>Assessment</b><br/>

Assessment will be by means of a set assignment covering both practical activities and underpinning knowledge<br/><br/>

<b>Outcome 1: Use a spreadsheet package in its operating environment.
</b><br/>

Practical activities<br/>
The candidate will be able to do: <br/>
1. load spreadsheet software. <br/>
2. open previously prepared spreadsheets. <br/>
3. navigate around spreadsheet using the keyboard and/or a pointing device. <br/>
4. select shell in spreadsheet using the keyboard and/or a pointing device. <br/>
5. save spreadsheet in the correct format. <br/>
6. print on an appropriate output device. <br/>
7. close the spreadsheet software. <br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>

1. identify the hardware requirements for efficient use of a spreadsheet software package<br/>
1. monitor size and resolution<br/>
2. data input devices: keyboard & pointing device<br/>
2. identify typical filenames and extensions for spreadsheets<br/>
3. identify appropriate printing facilities for providing different forms of hard copy of a spreadsheet<br/>

<b>Outcome 2: design a simple spreadsheet.</b><br/>

Practical Activities<br/>
The candidate will be able to: <br/>
1. plan a spreadsheet layout for a given specification. <br/>
2. choose suitable layout and formats for data. <br/>
3. choose suitable titles and labels. <br/>
4. construct suitable formulas for calculated cell, e.g. <br/>
    * = A4+B4-C4<br/>
    * =A4*(B4+C4) <br/>
    * =SUM (A1..A7) <br/>
5. identify the printout required for a given spreadsheets<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. identify text/label and numeric data<br/>
2. identify the difference between the contents of a cell and its appearance: <br/>formulas/outcomes, justification of numeric/text<br/>
3. identify the need for the clear titles: data rows, columns<br/>
4. describe how formulas are constructed<br/>

<b>Outcome 3: create simple spreadsheet and enter data</b><br/>

Practical activities<br/>
The candidate will be able to: <br/>
1. create spreadsheet according to a given design<br/>
    * .insert text into spreadsheet cell . <br/>
    * insert number into spreadsheet cell. <br/>
    * insert simple formulas and function into spreadsheet cell using: buttons, menus, pointing device and keyboard. <br/>
2. align cell content: right, left, centre. <br/>
3. modify cell width and height. <br/>
4. modify number formats: general, fixed decimal place, percentage. <br/>
5. modify text attributes: font, size, and enhancement. <br/>

<b>Outcome 4: edit spreadsheet and modify cells and range of cells
</b><br/>

Practical activities<br/>
The candidate will be able to: <br/>
1. insert rows and columns in the spreadsheet. <br/>
2. delete rows and columns from the spreadsheet. <br/>
3. move and copy range of cells. <br/>
4. replicate formulas. <br/>
5. edit the content of each individual cell. <br/>
6. use the undo feature. <br/>

<b>Outcome 5: save, retrieve and print the content of the spreadsheet files.
</b><br/>

Practical activities
<br/>The candidate will be able to:
<br/>1. use saving process to prevent loss of work: frequent, automatic.
<br/>2. use systematic filenames and extension to save edited spreadsheet.
<br/>3. produce hardcopy of spreadsheet files
<br/>4. produce hardcopy showing formulas. <br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. describe the problems provided by software where all the datat is held in volatile memory<br/>
2. identify the importance of using suitable filenames for developing versions of spreadsheets<br/>

<b>City & Guilds Unit 004 Databases Level 1 (Optional) </b><br/>
<b>Rationale</b><br/>

The aim of this unit is to equip candidates with the basic principles needed to access database software, create and modify a simple database, carry out single condition searches, sort numerically and alphabetically on single fields and produce hard copy. <br/><br/>
There are 5 outcomes to this unit. The candidate will be able to <br/>
1. create and maintain database storage locations<br/>
2. create a simple database<br/>
3. maintain a simple database<br/>
4. carry out single condition searches on a database<br/>
5. produce hard copy output<br/><br/>

<b>Assessment
</b><br/>Assessment will be by means of a set assignment covering both practical activities and underpinning knowledge. <br/><br/>

<b>Outcome 1: create and maintain database storage location
</b><br/>Practical activities - the candidate will be able to<br/>
1. create a suitably named directory in which to store the data files/tables. <br/>
2. create a suitably named directory to be used as a location for backup copies of the data file/tables. <br/>
3. access the database software from an operating system environment. <br/>
4. identify and access existing data file/table. <br/>
5. make backup copies of the data files/table using filenames, which identify them as backup copies, storing them in a suitably identified location. <br/>
6. exit the database software ensuring all data files/tables have been saved to an appropriate location. <br/><br/>

<b>Outcome 2: create a simple database
</b><br/>Practical activities - the candidate will be able to
<br/>1. identify common database terms: 
<br/>    a. database
<br/>    b. table
<br/>    c. field
<br/>    d. record
<br/>2. identify data types:
<br/>    a. character or text
<br/>    b. numeric
<br/>    c. date
<br/>    d. currency
<br/>3. for a given database, identify the structure in terms of field names and data types<br/>
4. for a draft table of data, define the database structure in terms of field names and data types<br/>
5. create a new database from a defined database structure.
<br/>6. save the database<br/><br/>

<b>Outcome 3: maintain a simple data base
</b><br/>

Practical activities - the candidate will be able to
<br/>1. open an existing database and display the records and fields for editing.
<br/>2. add a new record to an existing database.
<br/>3. add new data to a record
<br/>4. edit data
<br/>5. delete a record
<br/>6. store the records in the files/tables in ascending or descending order
<br/>    a) alphabetical
<br/>    b) numerical
<br/>7. save the modified database. <br/><br/>

<b>Outcome 4: carry out a single condition searches on a database
</b><br/>Practical activities - the candidate will be able to 
<br/>1. identify relational operators;
<br/>    a. equals =
<br/>    b. less than < 
<br/>    c. greater than >
<br/>    d. less than or equal to <=
<br/>    e. greater than or equal to >=
<br/>    f. not equal to <>
<br/>2. using relational operators, execute searches on fields:
<br/>    a. text/character
<br/>    b. numeric
<br/>    c. date 
<br/>    d. currency<br/><br/>

<b>Outcome 5: produce hard copy output
</b><br/>Practical activities - the candidate will be able to
<br/>1. print all the records in a table/files including all the fields.
<br/>2. print a stored list of all the records in a table/files including all the fields.
<br/>3. print a list of all records in a tables/files matched by a single condition search. <br/>
4. print only selected fields from the records in a table /file.
<br/>5. print a list of all the records in a table/files matched by a single condition search, but include only selected fields from the records. <br/>
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	For the award of a certificate, candidates must successfully complete the assessments for the one core unit plus two optional units within the Level 2- Diploma for IT Users <br/><br/>
Core units <br/>
021 IT Principles (Core) <br/>

Optional units <br/>
022 Word Processing<br/>
023 Spreadsheets<br/>
024 Database<br/>
208 Website Design<br/>

	
<b>City & Guilds Unit 021 IT Principles Level 2 (core) </b><br/>
<b>Rationale</b><br/>

The aim of this unit is to provide candidates with the knowledge to completely [prepare and perform a variety of tasks using Information technology. Candidates will gain a basic knowledge of software application packages and be able to deal with everyday problems arising in an IT working environment. <br/><br/>

There are 5 outcomes to this unit. The candidate will be able to: <br/>
1. prepare peripheral devices and hardware for use<br/>
2. use software applications<br/>
3. manage and maintain directory structures<br/>
4. use the operating environment<br/>
5. identify health and safety requirements<br/><br/>

Guided learning hours<br/>
The recommended guided learning hours for this unit are 60. <br/><br/>

Assessment<br/>
Assessment will be by means of a set assignment covering practical activities and a multiple choice test covering underpinning knowledge<br/><br/>

Level 2: Outcome 1: prepare peripheral devices and hardware for use<br/>

IT Principles Level 2<br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. select hardware for use with specific software applications: printer, speakers, VDU, mouse, keyboard<br/>
2. install input/output devices for use: applications printer, speakers, VDU, mouse, keyboard<br/>
3. use suitable media/storage devices: zip, drivers, CD writers, floppy discs
configure printer for economy: alignment, black/white, collate, envelopes, card 
 
Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. describe the functions of input devices: keyboard, mouse, tracker ball, joystick, touch pad, touch screen, scanner, light pen, plotter, microphone, digital/video cameras<br/>

2. describe the functions of output devices: VDU, printer, plotter, speakers, speech synthesizers, projection devices<br/>
3. identify the features of : VGA, Super VGA and XGA, including monitor settings, resolution, refresh rate<br/>
4. describe and give examples of: <br/>
    * work stations, wide area networks (WAN) local area networks (LAN), client/server, peer to peer, URL, ISP, Internet/Intranet, protocol<br/>
5. describe how hardware affects the efficiency of the computer: processor speed, RAM , hard drive<br/>
6. identify the main types of memory storage devices and give comparisons in terms of speed, cost and capacity eg. Internal/external hard disc, zip drives, data cartridges, CD ROM, floppy disc<br/>
7. describe precautions when handling and storing: floppy disc, CDs, zip discs, tape streamers<br/>
8. state the standard capacities for different types of storage media<br/><br/>

Level 2: Outcome 2: use software applications<br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. select and use software application for word processing, spreadsheets and databases<br/>
2. uses settings for margins, page size and orientation and text enhancements<br/>
3. use spell and grammar checker and help facilities in application software packages<br/>
4. use integrated software to merge document form different applications<br/>
5. select, open and save e-mail attachment in selected folders<br/>
6. use a browser to locate a web site and download information to a hard disc<br/><br/>

Underpinning knowledge<br/>
The candidate will be able to<br/>
1. describe the terms GUI and ' user friendly'
<br/>2. state the advantages of using integrated software
<br/>3. describe the term ' overwrite'<br/>
4. identify the field names and field types in database structure
<br/>5. state the meaning of the following terms: cell addresses, row, columns, formulae<br/>
6. describe the advantages of mail merge
<br/>7. explain what is needed in terms of hardware and software to connect to the Internet<br/>
8. describe legal issues concerning software copyright, licensing, multi licensing
<br/>9. describe the main uses of commonly used packages: presentation, word/document processing. Spreadsheet, database, financial applications, computer added design (CAD)/vector based graphics,
<br/>10. photographic image/bitmap graphics, Internet browser<br/><br/>

Outcome 3: Manage and maintain directory structures<br/>
Practical activities<br/>
The candidate will be able to
<br/>1. create folders, sub folders, directories and subdirectories
<br/>2. maintain folders and directory structure
<br/>3. within a directory structure manipulate files, folders and sub-folders, multiple files: <br/>
    * copy<br/>
    * move<br/>
    * delete<br/>
    * cut and paste
<br/>    * drag and drop
<br/>4. view the attributes and properties of directories, folders and files
<br/>5. recover deleted files
<br/>6. use the search and advanced search functions
<br/>7. including wild cards, to locate files and folders by date, name, content
<br/>8. make backup copies of files and folders<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. identify common filename extensions used to describe the following type of files: word processing, spreadsheet, database, presentation, rich text, image
<br/>2. describe what makes an effective directory structure
<br/>3. describe how to prevent the loss and corruption fo data: write protect, virus checking, backup procedures, protection form environmental damage
<br/>4. describe what is meant by the terms 'freeware' and 'shareware'
<br/>5. identify the eight principles of the Data Protection Act<br/>

Outcome 4: use of the operating environment<br/><br/>
Practical activities<br/>
The candidate will be able to<br/>
1. use show/hide toolbars, menus, keyboard shortcuts<br/>
2. operate view and navigate functions using pointer devices, click operations, keyboard, scroll bars, zoom, magnification, whole page, print preview<br/>
3. respond to error messages and prompts<br/>
4. select a printer for use as a default printer<br/>
5. access shred data and configure rights of other users to own files<br/>
6. create a desktop shortcut<br/>
7. verify a computer desktop configuration eg date and time, volume settings, desktop display settings, desktop default, display options/settings, regional settings, currency<br/>
8. use system tools such as scandisk and defrag<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. explain the terms 'write protection' and 'read-only' protection<br/>
2. describe the advantages and disadvantages of network computers<br/>
3. describe methods of maintain confidentiality and privacy over a network<br/>
4. describe advantages and disadvantages and disadvantages of using screen saver<br/>
5. describe the term 'multi-tasking' and how it can be used<br/>

Outcome 5: identify health and safety requirements<br/>
Practical activities<br/>
The candidate will be able to<br/>
1. maintain a clean, safe and tidy environment<br/>
2. use methods of reducing fatigue and excessive eye strain when operating VDU<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. Describe the causes of visual and physical fatigue when using VDUs<br/>
2. describe the elements and practices to create a good working environment: <br/>
    * frequent breaks away from the computer<br/>
    * correct position of screens, chairs, keyboards<br/>
    * adequate lighting and ventilation<br/>
3. identify heath and safety precautions when using a computer: <br/>
    * ensuring that power cables are safely secured<br/>
    * ensuring power points are overloaded<br/>
4. identify hazards and report them to the appointed person<br/>
5. explain the term 'ergonomics'<br/>
6. identify injuries common in a bad working environment<br/>
    * repetitive strain injuries<br/>
    * eye strain<br/>
    * bad posture<br/>
7. identify cleaning procedures related to IT equipment<br/>

<b>City & Guilds Unit 022 Wordprocessing Level 2 (Optional) 
</b><br/>
<b>Rationale</b><br/>
A candidate who successfully completes this unit will be able to use a worprocessor to create and edit and check common types of documents ensuring clarity and readability. <br/><br/>
There are 6 outcomes to this unit. The candidate will be able to <br/>
1. plan and prepare to produce new documents<br/>
2. produce new documents<br/>
3. produce new documents using mail merge facilities<br/>
4. edit existing documents<br/>
5. check produced documents<br/>
6. save and print documents<br/><br/>

Assessment<br/>
Assessment will be by means of a set assignment covering both practical activities and underpinning knowledge. <br/><br/>

Outcome 1: plan and prepare to produce new documents<br/>
Practical activities - the candidate will be able to<br/>
1. produce draft layouts for different types of document (e.g.: business letter, memo, mailshot, report, invoices, itineraries, flyer) <br/>
2. plan the production of documents and the facilities required: mailmerge, templates<br/>
3. sketch suitable positioning and appearance of required text and graphics<br/>
4. check the required data is available (e.g.: graphics, text, numerical data, data files) <br/>

Underpinning knowledge - the candidate will be able to: <br/>
1. identify common types of documents (eg: business letters, fax cover sheets, reports, newsletters, promotional material, invoices, itineraries) and layouts suitable for each, including page orientation and margins. <br/>
2. describe how common wordprocessing facilities (eg: mail merge, template, tables and styles) can be used to produce documents efficiently<br/>
3. identify the main paper sizes and state their typical uses<br/>
4. state how different styles and sizes of fonts can affect the appearance of a document (eg: readability, impact, structure) <br/>
5. state the purpose of text enhancement and when it should be used (bold, underline, italics, emphasis) <br/>
6. identify common methods used to structure text (eg: paragraphs, alignment, line spacing, tabs, indentation, tables, bulleted/numbered lists) <br/>
7. state how the use and positioning of graphics can be used to improve the appearance of a document<br/><br/>

Outcome 2: produce new documents<br/>
Practical activities - the candidate will be able to <br/>
1. start the wordprocessing software with a new blank documents or templates where suitable<br/>
2. use templates to produce documents including business letters memos and reports as required<br/>
3. set up the page layout for a planned document, i.e. paper size, orientation, margins, columns, sections<br/>
4. create headers and footers for the document, with suitable contents<br/>
5. input required text with suitable formatting: <br/>
    * special symbols (accents, (c) etc) <br/>
    * different alignments (left, right, centre, justified) <br/>
    * enhancement (bold, underline, italic) <br/>
    * tabulation (tabs, tables) <br/>
    * font size and style and horizontal spacing<br/>
    * paragraphs and indentation<br/>
    * bulleted lists <br/>
    * numbered lists<br/>
6. insert section, column and page breaks as required<br/>
7. select and insert objects in suitable positions: <br/>
    * date, time and filename fields<br/>
    * files<br/>
    * charts<br/>
    * graphics<br/>
8. adjust the size/scale of inserted objects<br/>
9. copy and past text from existing document into a new document<br/>
10. insert tables into documents<br/>
11. format tables to achieve suitable presentation by: <br/>
    * positioning tables<br/>
    * adjusting row and column sizes<br/>
    * splitting and merging cells<br/>
    * applying borders and shading<br/>
    * adjusting vertical and horizontal alignment in cells<br/>
    * adjusting margins in cells<br/>

12. insert automatic page numbering<br/>

Underpinning knowledge - the candidate will be able to: <br/>
1. identify suitable uses for text enhancement and lines, borders and shading in documents<br/>
2. identify the main purposes of using headers and footers, and their contents<br/>
3. describe the reasons for using graphic representation of data in documents (eg: charts and graphs) <br/>
4. describe the reasons for using date, time and filename fields, and their limitations<br/>
5. describe suitable uses for tables in wordprocessed documents<br/>
6. state the difference between hard and soft page breaks<br/>
7. identify when hard page breaks should be used<br/>
8. state the importance of page numbering and page totals (eg: page X of Y) <br/><br/>

Outcome 3: produce new documents using mail merge facilities<br/>
Practical activities - the candidate will be able to <br/>
1. plan suitable structures for data files<br/>
2. create data files and input the required data<br/>
3. create main documents to be used in merges, and link them to data files (eg: mailshots, labels, visitor badges) <br/>
4. insert required merge fields into main documents<br/>
5. merge documents and preview the results<br/>
6. produce merged output to: <br/>
    * screen<br/>
    * storage<br/>
    * printer<br/>

Underpinning knowledge - the candidate will be able to: <br/>
1. describe common uses of mail merge facilities in wordprocessing<br/>
2. identify the type of data that should be in the main document of mail merges<br/>
3. describe the purpose of data files used in mail merges<br/>
4. describe how data files are structured (eg: data field, data record, data item) <br/>
5. describe problems that might occur during mail merge operations<br/>

Outcome 4: edit existing documents<br/>
Practical activities - the candidate will be able to <br/>
1. open existing documents for editing from: <br/>
    * hard disks. <br/>
    * floppy disks<br/>
2. check the existing page layout and change as required (e.g.: paper size, orientation, margins, columns, sections, borders, shading) <br/>
3. edit characters, texts blocks and graphics in existing documents by: <br/>
    * selecting (highlighting) <br/>
    * inserting and deleting<br/>
    * copying and pasting<br/>
    * cutting and pasting <br/>
4. check existing text formats and change as required (i.e. alignment, enhancement, line-spacing, tabulation, font size, horizontal spacing paragraphs and indentation, bulleted and numbered lists) <br/>
5. select and use styles to apply multiple changes to text formatting
<br/>6. create and apply new styles to achieve suitable presentation
<br/>7. modify the positioning and formatting of objects in a document (charts and graphics)
<br/>    * grouping and ungrouping
<br/>    * in front of text/other objects
<br/>    * behind text/other objects
<br/>8. modify section, column and page break as required.
<br/>9. check page numbering and page totals, and modify as required. <br/>

Underpinning knowledge - the candidate will be able to: <br/>
    * describe the advantages of using styles<br/>
    * describe the reasons for grouping and ungrouping object<br/>

Outcome 4: Check-produced documen. <br/>
Practical activities - the candidate will be able to<br/> 
1. use a spell checker on part and whole documents and change the text as required<br/>
2. add new word to the spell checker as required<br/>
3. proof read document to check: <br/>
    * accuracy (e.g. original data has been input accurately) <br/>  

  * correctness (e.g. spelling, names, valid dates) <br/>
    * meaning (e.g. the sense of original data has not been changed by editing; <br/>the correct forms of words have been used (there/their etc) 
and make changes as required. <br/>
4. use search and replace to make correction to whole documents<br/>
5. use print preview to check the layout of the finished document and change as required. <br/>

Underpinning knowledge - the candidate will be able to: <br/>
1. explain why it is necessary to add new words to the dictionary of a spell checker<br/>
2. identify the limitations of automated spell checkers<br/>
3. state the importance of checking documents for accuracy, correctness and meaning<br/>
4. state the importance of checking the layout of the finished document in a wysiwyg display such as print preview<br/>

Outcome 6: save and print document<br/>
Practical activities - the candidate will be able to <br/>
1. save document with suitable filenames in specified location on: <br/>
    * hard disk. <br/>
    * floppy disk. <br/>
2. save page layouts as a templates<br/>
3. make copies of the documents, giving them new names using 'save as...'<br/>
4. add paper to the printer as necessary<br/>
5. print check and previewed documents<br/>
6. checked printed output for accuracy and layout<br/>
7. close finished document and the word processing software<br/>

Underpinning knowledge - the candidate will be able to: <br/>
1. State the difference between 'save' and 'save as...', and when each should be used<br/>
2. Describe the main purposes of templates<br/>


<b> City & Guilds Unit 023 Spreadsheets Level 2 (Optional) </b><br/>
Rationale<br/>
A candidate who successfully completes this unit will be able to implement spreadsheet applications, design and create spreadsheets, to use spreadsheets to import data and produce abstracts, and to summarise data with charts. <br/><br/>

There are 5 outcomes to this unit. The candidate will be able to: <br/>
1. design a spreadsheet to meet a given specification<br/>
2. create and test a spreadsheet<br/>
3. link, import and extract data<br/>
4. produce graphs and charts<br/>
5. export and print spreadsheets<br/><br/>

Assessment<br/>
Assessment will be by means of a set assignment covering both practical activities and underpinning knowledge. <br/>

Outcome 1: design a spreadsheet to meet a given specification<br/>

Practical activities - the candidate will be able to<br/>
1. create a data capture form to facilitate data input<br/>
2. identify data in a spreadsheet specification<br/>
    * data to be input<br/>
    * data generated while processing<br/>
    * output data required<br/>
3. plan a spreadsheet structure to include<br/>
    * data labels, column and row titles<br/>
    * hidden and/or protected cells<br/>
    * cell naming, absolute and relative cell references<br/>
    * header/footer information<br/>
4. use suitable formats for data<br/>
    * alignment: left centre right<br/>
    * text enhancements<br/>
    * cell attributes: size, borders, background<br/>
    * numbers: general, fixed, percentage, currency, date/time<br/>
5. perform calculations using formulas<br/>
    * maximum<br/>
    * minimum<br/>
    * count<br/>
    * round<br/>
    * date<br/>
6. create and use simple IF statements<br/>
7. calculate the result of a simple IF statement<br/>
8. define the printout required for a given application<br/>
    * page size & orientation<br/>
    * margins, multi-page or fit-to-page, <br/>
    * headers and footers<br/>
9. create test data to validate the spreadsheet with associated results of independent calculations<br/>
    * representative, marginal, rogue and extreme values<br/>

Underpinning knowledge - the candidate will be able to: <br/>
1. describe the need for accuracy in design, data input and clear output<br/>
2. distinguish between input data, output data and data processing, in spreadsheets<br/>
3. identify the kinds of data that should be protected and/or hidden in a spreadsheet<br/>
4. describe how the design of the spreadsheet and the accuracy of data input, impact on the output data<br/>

Outcome 2: create and test a spreadsheet<br/>
Practical activities - the candidate will be able to<br/>
1. create a spreadsheet according to a given design<br/>
    * enter titles and headings<br/>
    * enter formulas, functions and constant data<br/>
    * format columns, rows and cells appropriately<br/>
2. improve and adjust design to facilitate data entry and output<br/>
3. insert, delete, clear: calls rows and columns<br/>
4. move and copy cell data, formulas and formats<br/>
5. use search and replace to edit data/formulas<br/>
6. use split/freeze window to retain column- and row-heading visibility<br/>
7. test a spreadsheet<br/>
    * input test data and compare results with expected outcomes<br/>
    * rectify errors in design or in design implementation<br/>
8. set a spreadsheet to show formulas<br/>

Underpinning knowledge - the candidate will be able to: <br/>
1. identify the advantages of using freeze panes, screen borders and windows<br/>
2. describe commonly used cell formats and relate them to typical numeric data used<br/>
3. define the relational operators equal to (=, greater than(>), less than(<)<br/>

Outcome 3: link, import and extract data<br/>
Practical activities - the candidate will be able to<br/>
1. copy values and formulas from one spreadsheet into another<br/>
2. create cell references that link spreadsheets<br/>
3. create new spreadsheets from sections of existing spreadsheets<br/>
4. save edited spreadsheets<br/>

Outcome 4: produce graphs and charts<br/>
Practical activities - the candidate will be able to<br/>
1. select and use chart-type to suit data<br/>
    * pie - single data series 100%<br/>
    * bar - grouped/discrete data - especially comparing size<br/>
    * column - grouped/discrete data - especially showing time variation<br/>  

  * line - continuous data, trends at equal intervals<br/>
    * XY & scatter - dependent and independent values, unequal intervals<br/>
2. format chart information to suit data<br/>
    * titles and axes labels<br/>
    * axes scales and limits<br/>
    * gridlines, and gridline density<br/>
    * legends and data labels<br/>
3. format chart aesthetically by changing
<br/>    * background
<br/>    * line, area, and text attributes
<br/>    * chart size relative to spreadsheet
<br/>    * colours to suit monochrome/colour output<br/>

Underpinning knowledge - the candidate will be able to: <br/>
1. identify reasons why different types of chart are suited to different types of data<br/>

<b> City & Guilds Unit 024 Databases - Level 2 (optional) </b><br/>

 
Rationale<br/>
The aim of this unit is to equip candidates with the opportunity to develop skills appropriate to the use of database software including multiple condition searches, sorting and indexing, create forms, create reports and produce hard copy. <br/><br/>
There are 7 outcomes to this unit. The candidate will be able to: <br/>
1. apply database concepts<br/>
2. create and modify a database structure
<br/>3. create and use a data entry form
<br/>4. maintain a database
<br/>5. sort and index a database
<br/>6. carry out single and multiple condition searches
<br/>7. create and modify a report and produce a hard copy<br/><br/>

Guided learning hours<br/>
The recommended guided learning hours for this unit are 60<br/>

Assessment<br/>
Assessment will be by means of a set assignment covering both practical activities and underpinning knowledge. <br/>

Outcome 1: apply database concepts<br/>
Practical activities<br/>
The candidate will be able to<br/>
1. identify and use<br/>
a table for sorting data<br/>
b query for retrieving records according to criteria<br/>
c form for screen based data entry<br/>
d report for presentation of information<br/>
2. use and describe data types<br/>
    a character or text<br/>
    b numeric<br/>
    c date/time<br/>
    d currency<br/>
    e logical<br/>
3. make backup copies of the data files/tables using filenames which identify them as backup copies, storing them in a suitably identified location<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. describe the basic concepts of databases<br/>
2. identify and justify typical applications for database software<br/>
3. describe the use of logical operators<br/>
    a AND<br/>
    b OR<br/>
    c NOT<br/>
    d YES/NO<br/>
    e TRUE/FALSE<br/>
4. describe and distinguish between relational operators
<br/>    a equals =
<br/>    b less than <
<br/>    c greater than >
<br/>    d less than or equal to <=
<br/>    e greater than or equal to >=
<br/>    f not equal to <> 
<br/>5. describe the importance of file management within a database file <br/>structure. <br/>

Outcome 2: Design, create and modify a database structure
<br/>Practical activities
<br/>The candidate will be able to:
<br/>1. design and create database structures using appropriate field names, <br/>data types, specifying additional attributes or properties of the data types <br/>wherever appropriate
<br/>2. modify database structures
<br/>    a insert new fields
<br/>    b modify the data type of suitable existing fields
<br/>    c modify the attributes or properties of the data type of suitable existing <br/>fields
<br/>    d delete an existing field
<br/>    e define a primary key for an appropriate table/file
<br/>    f remove a primary key from an existing table/file
<br/>3. copy and modify existing database structures for use with new data
<br/>4. save and print database structures
<br/>5. enter data into new database structures<br/>

Underpinning knowledge<br/>
The candidate will be able to<br/>
1. explain the term 'primary key'<br/>

2. describe a database structure in terms of filed names and data types including the attributes or properties of the data types where applicable, e.g. field length, date format<br/>
3. describe the impact of design on the database function<br/>

Outcome 3: design, create and use data entry forms<br/>

Practical activities<br/>
The candidate will be able to: <br/>
1. design and create entry forms for screen input<br/>
2. modify data entry forms for screen input<br/>
3. use data entry forms for inputting of data<br/>
4. use data entry forms for editing of data<br/>
5. save data entry forms using an appropriate name<br/>
6. print data entry forms<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. describe the importance of user-friendly design principals when creating a data entry form<br/>

Outcome 4: edit and maintain a database<br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. open existing databases and display the records and fields for editing<br/>
2. find and replace the contents of fields with new entries in one or more records<br/>
3. select records for deletion<br/>
4. delete selected records from a database<br/>
5. insert records in the correct position in sorted databases<br/>

6. enter data into new database structures<br/>
7. extract selected records from current databases and append the extract to a new database<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. describe why data may need to be extracted from one database and stored in another database <br/>

Outcome 5: sort and index databases<br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. apply an index criterion to primary key fields<br/>
2. apply an index criterion to secondary key fields<br/>
3. sort the records in databases according to specified criteria<br/>
4. insert records in an indexed database<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. describe and identif6y primary and secondary fields in relation to sorting and multiple field indexes<br/>
2. identify the advantages of indexing databases<br/>

Outcome 6: carry out single and multiple condition searches<br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. use relational operators: <br/>
    a equals =<br/>
    b less than <<br/>
    c greater than ><br/>
    d less than or equal to <=<br/>
    e greater than or equal to >=<br/>
    f not equal to <><br/>
2. define and execute single condition searches on boolean or logical fields<br/>
3. define and execute multiple condition searches on data fields<br/>
4. define and multiple condition searches on fields other than Boolean/logical or data fields<br/>
5. define and execute multiple condition searches on two or more fields of differing data types<br/>
6. define and execute a condition to search for specified character or text fields
7. use a wild card to search for specified data<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. describe the use of filter<br/>

Outcome 7: create and modify a report and produce hard copy output
Practical activities<br/>
The candidate will be able to: <br/>
1. create a report with headings, subheadings and total showing: <br/>
    * all records and all fields<br/>
    * selected records and all fields<br/>
    * selected records and selected fields<br/>
2. modify a report<br/>
    * rearrange the order in which fields are displayed<br/>
    * format fields: field width, alignment of the data, font size and style<br/>
    * insert a graphic/image<br/>
3. insert headers and footers<br/>
4. use print options for report layout<br/>
5. save a report form<br/>
6. print a report form<br/>
<b> City & Guilds Unit 208 Web site design - Level 2 (Optional) </b><br/>
<b> Rationale </b><br/>


The aim of this unit is to equip candidates with the principles needed to be bale to create and maintain a series of web pages, which collectively form what is commonly known as a web site. <br/><br/>
There are 6 outcomes to this unit. The candidate will be bale to: <br/>
1. describe and apply the basics of web page development<br/>
2. undertake user requirements analyses<br/>
3. use appropriate development tools to implement web pages
<br/>4. test web sites
<br/>5. use graphics software to create and manipulate images on web pages
<br/>6. publish and maintain web sites<br/><br/>

Assessment<br/> 
The assessment will be by means of a set assignment covering both practical activities and underpinning knowledge. <br/><br/>

Outcome 1:Describe and apply the basics of web page development
Practical activities<br/>
The candidate will be able to: <br/>
1. achieve desired effects for: <br/>
    * pages (set suitable default background page and text colours, background image) <br/>
    * text (font, size, style, colour) <br/>
    * paragraphs (paragraph and line breaks, indentation) using<br/>
        a. a text editor to apply specific HTML tags<br/>
        b. WYSIWYG HTML editing tools<br/>
2. convert images into formats suitable for inclusion on web pages<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. describe the effects that different screen resolutions and colour depths have on web pages<br/>
2. explain the significance of the speed of the internet connection between the user's computer and the internet, (different file sizes and download times) <br/>
3. describe the main features and capabilities found in web browsers<br/>
4. state the main features of the Hypertext Markup Language (HTML) and identify its limitations <br/>
5. describe the importance of the pixel<br/>
6. explain the advantages and disadvantages between different graphics file formats suitable for use in a web page<br/>
7. explain the issues involving copyright law relevant to internet web sites<br/>

Outcome 2: Undertake user requirements analyses: <br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. design web sites for target audiences using storyboarding<br/>
2. create appropriate structure diagrams demonstration the linking structure of web pages<br/>
3. produce project plans for the incremental development of web sites including the gathering of suitable resources<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. identify the functions of different web sites, for example: educational, governmental and commercial (reference, selling, promotion, entertainment) <br/>
2. describe the term 'target audience'<br/>
3. identify the importance of a 'house style'<br/>
4. explain the relative merits of different page layout styles (standard, tables, frames) <br/>
5. identify how maintenance and further development need to be considered during design<br/>

Outcome 3: Use appropriate development tools to implement web pages
Practical activities<br/>
The candidate will be able to: <br/>
1. create templates for pages used within a web site based upon house styles<br/>
2. embed images within web pages<br/>
    a. set suitable alignment attributes<br/>
    b. use the Alt tag to provide the user with alternative meaningful information<br/>
3. use tables to enhance the layout of<br/>
    a. text and graphics<br/>
    b. tabular information<br/>
4. use anchors (bookmarks) to establish hyperlinks within a single web page<br/>
5. use hyperlinks to: <br/>
    a. pages within the same web<br/>
    b. other sites on the World Wide Web<br/>
    c. e-mail<br/>
    d. FTP<br/>
6. create image maps<br/>
7. use meta tags to add keyword information to pages to aid search engines<br/>

Outcome 4: Test web sites<br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. verify all inks to work as expected<br/>
2. use different browsers to preview pages and verify all components appear as expected<br/>

Outcome 5: Use graphics software to create and manipulate images on a web page<br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. resize images within web sites: <br/>
    a. for use as background images on pages<br/>
    b. for use as icons or thumbnails<br/>
    c. to specific dimensions<br/>
2. apply transparency to images<br/>
3. use file compression to achieve optimal quality of images within constraints (file size, download times) <br/>
4. apply 'web safe' palettes of colours to images<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. explain the factors that can affect the file size of an image: <br/>
    a. number of colours<br/>
    b. file compression<br/>
    c. physical pixel dimension<br/>
    d. file type<br/>
2. describe the advantage of 'transparency' when applied to an image<br/>
3. explain a purpose of using a 'web safe' palette of colours<br/>

Outcome 6: Publish and maintain web sites<br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. use software to manage the development of web sites<br/>
2. publish (upload) websites to Internet/Intranet or other web servers<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. identify how the site can be promotes (register with search engine, advertise, exchange links with other sites) <br/>
2. state the need for security when sending certain types of information across the Internet<br/>
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	For the award of the Advanced Diploma, candidates must successfully complete the assessments for one of units 301-305 plus 306 and 307, plus any two other units, from 301-311 within the Level 3 Advanced Diploma for IT Practitioners (Software Development) award. <br/>

Core units <br/>
301 Develop software using 'C'<br/>
302 Develop software using C++<br/>
304 Develop software using Visual Basic<br/>
305 Develop software using Java<br/>
306 Create designs for software<br/>
307 Requirements analysis and systems specification<br/>

Optional units <br/>
309 Web site design<br/>
311 Relational database <br/>

	
<b>City & Guilds Unit 306 Create designs for Software (Mandatory) 
</b><br/>
<b>Rationale</b><br/>

The aim of this unit is to enable candidates to develop the skills required to create a detailed software design specification from a given outline program design specification. <br/><br/>
There are 5 outcomes to this unit. The candidate will be able to<br/>
1. explain the concepts of software design<br/>
2. use diagrammatical representation for design<br/>
3. specify data types and data structures<br/>
4. develop a software design specification<br/>
5. validate the completed design specification<br/>
6. identify Health and Safety requirements<br/>

Assessment<br/>
Assessment will be by means of a set assignment covering both practical activities and underpinning knowledge. <br/><br/>

Outcome 1: Explain the concepts of software design<br/>
Underpinning knowledge - the candidate will be able to<br/>
1. describe the advantages in adopting a formal design procedure: <br/>
    * maintainability of code<br/>
    * reliability of code <br/>
    * reusability of code<br/>
    * comprehension of code<br/>
    * hardware independence (portability of code) <br/>
    * code is easily checked and tested<br/>
    * language independence<br/>
2. List and describe the three fundamental program constructs: <br/>
    * sequence<br/>
    * selection<br/>
    * iteration<br/>
3. Describe and distinguish between various types of iteration:
<br/>    * definite
<br/>    * indefinite
<br/>    * pre-condition
<br/>    * post-condition
<br/>

4. Describe the purpose and value of using a structured approach by transferring control to <br/>
    * functions<br/>
    * procedures/subroutines<br/>
    * class interfaces<br/>
and five examples of their use<br/>
5. describe the top-down and bottom-up approaches to program design<br/>
6. explain the need for consistency and traceability when naming variables, files, function, procedures/subroutines, objects, attributes/ properties and methods<br/>
7. list the information that should be contained in a program specification, see Appendix A blow<br/>

Outcome 2: Use diagrammatical representation for design<br/>
Practical activities - the candidate will be able to<br/>
1. interpret<br/>
    * an Event/Action chart<br/>
    * a structure chart<br/>
    * an object model <br/>
    * a State Transition Diagram (STD) <br/>
    * an Event-state table<br/>
    * a flowchart<br/>
    * process specification (eg; structured English/ pseudocode) <br/>
2. interpret file, screen and print layouts<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. explain how an Event/Action chart is used to represent the links between events and code for an event-driven program<br/>
2. explain how event-driven programs respond to events initiated by a user<br/>
3. explain how a structure chart is used to represent the links between code modules for a procedural program<br/>
4. explain why procedural program modules should have high cohesion and low coupling<br/>
5. explain how an object model is used to show the links between objects for an object oriented program<br/>
6. describe how objects encapsulate data<br/>
7. explain how objects are accessed through their interfaces<br/>
8. explain that real-time programs respond to events which cause a change from one state to another<br/>
9. explain that a State Transition Diagram provides a diagrammatical representation of the possible states, transitions and enabling events in a real-time program<br/>
10. identify that a transition between states takes place as a result of an event occurring<br/>
11. explain that each entry in an Event-state table for a real-time program defines: <br/>
    * any condition that must be satisfied<br/>
    * the necessary action to be performed as a result of the event<br/>
    * the new state<br/>

Outcome 3: Specify data types and data structures<br/>
Practical activities - the candidate will be able to<br/>
1. document the designs of a program by specifying: <br/>
    * variable names and data types<br/>
    * argument names and data types<br/>
    * return value data types<br/>
    * objects, attributes/properties and methods<br/>
    * data structures<br/>
    * external and internal filename(s) <br/>
    * file access method<br/>
    * user-defines data types<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. identify the basic data types: integer, floating point, character, string, boolean<br/>
2. explain the purpose of a pointer data type<br/>
3. explain that an object is made up of attributes/properties and methods<br/>
4. describe one-dimensional arrays, multi-dimensional arrays and the use of subscripts<br/>

5. explain the meaning of the terms file, record and field and describe the relationships between them<br/>
6. explain that fields in a file should be as small as possible to reduce the overall file size<br/>
7. describe the access methods for files<br/>
    * sequential<br/>
    * random<br/>
8. explain the advantages of using random access files<br/>
9. explain the difference between an external filename and an internal filename<br/>
10. explain that all accesses to a file must be checked for successful completion<br/>
11. list the types of errors that can occur when accessing a file, (eg; file does not exist, record does not exist, read past end of file, hardware fault) <br/>
12. explain the purpose of a used-defined data type<br/>
13. explain how a data structure can be used to create the following: <br/>
    * table<br/>
    * stack<br/>
    * queue<br/>
    * tree<br/>
    * linked list<br/>
14. describe algorithms for sorting: <br/>
    * bubble sort<br/>
    * quicksort<br/>
15. describe algorithms for searching: <br/>
    * serial search<br/>
    * binary search<br/>

Outcome 4: Develop a software design specification<br/>
Practical activities - the candidate will be able to<br/>
1. identify from an outline design specification the software components required<br/>
2. select and produce suitable diagrammatical representations for different programming requirements: <br/>
    * event-driven<br/>
    * procedural<br/>
    * object-oriented<br/>
    * real-time<br/>
3. produce program design language alogorithms for components<br/>
4. insert references to any pre-written library routines or objects to be used<br/>
5. specify<br/>
    * the peripherals required<br/>
    * error handling routines to trap errors<br/>
    * screen error messages<br/>
    * security measures<br/>
    * constraints, (eg: file size, hardware) <br/>
6. apply validation checks to input data<br/>
7. produce file, screen and print layouts<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. explain that pseudocode, structured English or flowcharts may be used as program design language<br/>
2. explain the advantages of using pre-written library routines or objects (eg: built-in, in-house, third-party) <br/>
3. explain the need for validation checks on data input<br/>
4. identify the different types of validation check that may be performed (eg: range, type (alphabetic, numeric), check digits, hash totals) <br/>
5. explain he importance of designing programs to handle error conditions<br/>
6. list examples of error conditions that can occur in software<br/>
7. explain the need for security measures: <br/>
    * backup<br/>
    * passwords<br/>

Outcome 5: Validate the completed design specification <br/>
Practical activities - the candidate will be able to<br/>
1. prepare a test plan for logical testing<br/>
2. derive the expected results from a given set of test data<br/>
3. use the technique of dry running to test the logic of a design<br/>
4. check the design for consistency and completeness<br/>
5. check that quality criteria is met by the design<br/>
6. verify that the design conforms fully with the given specification<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. explain the need for testing with invalid input data as well as valid input data<br/>
2. explain the importance of testing boundary limits<br/>
3. list the advantages of a rigorous and standardised method of design for a large system, where a team of people will be involved in the implementation of software<br/>
4. explain the benefits of planned incremental implementation and testing of software components<br/>
5. describe the quality criteria which should be met by the design: <br/>
    * effectiveness<br/>
    * modifiability<br/>
    * portability<br/>
    * use of standard routines<br/>
    * reliability<br/>
    * reusability<br/>
    * store usage<br/>
    * security<br/>
    * ease of operation<br/>

Outcome 6: Identify Health and Safety requirements<br/>
Practical activities - the candidate will be able to<br/>
1. maintain a safe working environment for self and others<br/>
2. use safe working practices at all times<br/>
3. operate equipment according to suppliers, manufacturers and/or workplace requirements<br/>
4. use and maintain equipment, materials and accessories to a safe standard<br/>
5. use reporting procedures to report any hazards<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. describe what elements and practices create a good working environment<br/>
2. identify the health and safety precautions to adopt when using a computer<br/>
3. identify injuries common in a bad working environment<br/>
4. identify cleaning procedures related to IT equipment<br/>
5. explain the term 'ergonomics'<br/>
6. describe the main points of relevant legislation: Health and Safety at work Act 1974, electrical regulations, working with VDU's, COSHH regulations<br/>
7. explain the importance of keeping fire doors and exits clear and unblocked<br/>
8. describe the use of different types of fire extinguishers, in particular those suitable for use in the IT envionment. <br/>

Appendix A - Information in a program specification<br/>
In order to provide a complete basis for design, a program specification will needf to contain most or all of the following information: <br/>
    * User needs, expectations and experience<br/>
    * Input and output specifications<br/>
         - file formats<br/>
         - file access methods<br/>
         - record design<br/>
         - data definitions<br/>
         - data types<br/>
         - data strictures<br/>
         - quantity<br/>
         - acceptable values<br/>
    * Processing requirements description to be read by: <br/>
         - users<br/>
         - management<br/>
         - audit<br/>
    * Reports required<br/>
         - print layout<br/>
         - screen layout<br/>
         - file format<br/>
    * Code structures to be used<br/>
    * Peripherals to be used<br/>
    * Controls necessary to prove that<br/>:
         - correct files were input<br/>
         - all of the data input has been processed<br/>
         - all of the data is accounted for on output<br/>
    * Quality criteria to be met by the design, particularly in terms of: <br/>
         - effectiveness<br/>
         - modifiability<br/>
         - portability<br/>
         - use of standard routines<br/>
         - store usage<br/>
         - security<br/>
         - ease of operation<br/>
         - reliability<br/>
         - re-usability<br/>
    * Other criteria<br/>
         - run-time parameters<br/>
         - operator-controlled insertions (if any) <br/>
         - system-generated data<br/>
         - error reports<br/>
         - management information<br/>
    * Program test plan<br/>
         - data in<br/>
         - expected output<br/>

<b>City & Guilds Unit 307 Requirements analysis and systems specification (Mandatory) </b><br/>

<b>City & Guilds Unit 301 Develop Software using 'C' (Core) 
</b><br/>
<b>Rationale
</b><br/>

The aim of this unit is to enable candidates to understand the principles required to develop software using the 'C' programming language. Candidate will develop the skills required to design, create and test software components to solve a given problem. <br/><br/>

There are 7 outcomes to this unit. The candidate will be able to<br/>
1. interpret program specifications to develop software<br/>
2. develop software components <br/>
3. use functions<br/>
4. use pre-defined functions<br/>
5. save and retrieve data from disk<br/>
6. describe the principles of software testing and management<br/>
7. produce documentation <br/>
Assessment<br/>
Assessment will be by means of a set assignment covering both practical activities, and a multiple choice test covering underpinning knowledge. <br/><br/>

Outcome 1: Interpret program specifications to develop software<br/>
Practical activities - the candidate will be able to<br/>
1. use program specifications to design a solution<br/>
2. use the design to select the most appropriate components to solve the problem<br/>
3. create software from the design using a 'C' text editor<br/>
4. use suitable validation to control user input<br/>
5. use good coding practice in the implementation of the design<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. specify the components required to create software from project specifications<br/>
2. identify the need for program design<br/>
3. identify the need for effective validation within a program<br/>
4. explain the need for comments in a program<br/>
5. explain the need for indentation in a program<br/>
6. explain the need for consistency in the coding of the program<br/>
7. identify that all languages use algorithms<br/>
8. identify that control structures take on a similar role between languages: -<br/>
    * selection <br/>
    * sequence<br/>
    * iteration<br/>

Outcome 2: Develop software components<br/>
Practical activities - the candidate will be able to<br/>
1. develop programs using the data types int, float, double and char<br/>
2. use the data qualifiers long, short, signed and unsigned<br/>
3. declare and use struct<br/>
4. declare and use an array of structures<br/>
5. declare and initialise a pointer<br/>
6. use pointers to access and alter values stored<br/>
7. use indirection operators<br/>
8. use switch statements<br/>
9. design algorithms to validate user input<br/>
10. construct and use one and two dimensional arrays of data types: -
       int[] char[] float[]<br/>
11. develop header files to define shared constants and functions<br/>
12. use header files to define constants, external functions and simple madros<br/>
13. use the assignment operators: -<br/>
       = += _=     *= /= %=<br/>
14. use casting in a program<br/>
15. use the ++ and - - operators in prefix and postfix modes<br/>
16. use enumeration to specify a set of constants<br/>
17. use auto, static, extern, const and typedef in a program<br/>
18. use free and malloc to manage memory<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. describe the format of struct<br/>
2. identify an array of structures<br/>
3. explain that a pointer is a variable that holds the memory address of another variable<br/>
4. state the purpose of the indirection operator<br/>
5. explain that the name of an array is equivalent to a pointer to the first element of that array<br/>
6. identify the use of switch statement in selection<br/>
7. describe the purpose of default, break and continue in a switch statement<br/>
8. explain why it is necessary to validate user input<br/>
9. explain the difference between a one and two-dimensional array<br/>
10. describe the component parts of a string<br/>
11. identify the declaration of user defined header files<br/>
12. describe the use of the assignment operators =, +=, _=,     *=, /= and %=<br/>
13. explain the reason for casting<br/>
14. describe the use of enum, auto, static, extern, const and typedef in a program<br/>
15. explain the concept of dynamic memory allocation<br/>
16. identify that the keywords free and malloc are concerned with memory management<br/>
17. explain properties of the ++ and - - incrimination operators in prefix and postfix modes<br/>

Outcome 3: Use functions<br/>
Practical activities - the candidate will be able to<br/>
1. create a program using functions and pass values by value (copy) <br/>
2. create a program using functions and pass values by reference using the & operator<br/>
3. pass structures to functions: -<br/>
    * by value (copy) <br/>
    * by reference<br/>
4. pass strings to functions<br/>
5. create functions that return values to the calling function of data types: -
       char int float. <br/>

Underpinning knowledge - the candidate will be able to<br/>
1. describe the meaning of pass by value (copy) of function<br/>
2. describe the meaning of pass by reference to functions<br/>
3. describe the purpose of the reference operator &<br/>
4. identify the return type of a function<br/>
5. explain the need for function prototypes<br/>
6. explain the declaration of variable and pointers in function arguments (eg: in parenthesis) <br/>

Outcome 4: Use pre-defined functions<br/>
Practical activities - the candidate will be able to<br/>
1. use pre-defined functions: -<br/>
    * strcpy()<br/>
    * strcat()<br/>
    * strlen()<br/>
    * atoi()<br/>
    * atof()<br/>
    * gets()<br/>
    * puts()<br/>
    * toupper()<br/>
    * tolower()<br/>
2. use #define in a program<br/>
3. use a clear screen function<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. explain the difference between #include and #define directives<br/>
2. identify from given specification data type(s) to be used<br/>
3. identify the correct use of: -<br/>
    * strcpy()<br/>
    * strcat()<br/>
    * strlen()<br/>
    * atoi()<br/>
    * atof()<br/>
    * gets()<br/>
    * puts()<br/>
    * toupper()<br/>
    * tolower()<br/>

Outcome 5: Save and retrieve data from disk<br/>
Practical activities - the candidate will be able to<br/>
1. use standard header files to define functions and data types for input/output routines<br/>
2. manipulate files: -<br/>
    * write to a file<br/>
    * read from a file<br/>
    * append to a file<br/>
3. create files of type: -<br/>
    * text<br/>
    * binary<br/>
4. declare file pointers<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. explain the need for a file pointer<br/>
2. explain the purpose of input and output modes<br/>
3. explain the importance of closing a file after use<br/>

Outcome 6: Describe the principles of software testing and management
Practical activities - the candidate will be able to<br/>
1. verify that the program conforms to the design specification <br/>
2. dry run a program<br/>
3. implement change control procedures<br/>
4. test the software according to a prepared test plan<br/>
5. determine the expected outcome from a program<br/>
6. compare the expected outcome to the actual outcome and decide of the program is working correctly<br/>
7. keep a long of the results for each test<br/>
8. clearly identify any discrepancies and any amendments made to correct errors<br/>
9. resolve logical and run-time errors found during testing<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. explain the reasons for testing a program prior to implementation<br/>
2. describe the meaning of a dry run<br/>
3. describe the meaning of a compilation error<br/>
4. describe the meaning of a run-time error<br/>
5. describe the purpose of test data<br/>
6. explain the need to test software in the target environment<br/>
7. state the difference between interfacing and integration<br/>
8. explain why software is integrated<br/>
9. state that interface testing is conducted to evaluate whether systems or components pass data and control correctly to one another<br/>
10. state that interface design is the activity concerned with the interfaces of the software system contained in the software requirements documentation<br/>
11. state that interfacing consolidates the interface descriptions into a single interface description of the software system as a whole<br/>
12. explain the need for an overall control when developing software projects<br/>
13. identify the benefits of teamwork to avoid duplication of effort, when working on a large project<br/>
14. describe the need for control and documentation of any changes to programs<br/>

Outcome 7: Produce documentation<br/>
Practical activities - the candidate will be able to<br/>
1. produce end user instructions that are clear and unambiguous<br/>
2. produce technical documentation to describe the purpose of the program and its operation<br/>
3. print listing of code<br/>
Underpinning knowledge - the candidate will be able to<br/>
1. identify the need for end user instructions<br/>
2. describe the need for technical documentation to aid future maintenance and reusability <br/>

<b>City & Guilds Unit 302 Develop Software using 'C++' (Core) 
</b><br/>
<b>Rationale </b><br/>

The aim of this unit is to enable candidates to understand the principles required to develop software using 'C++' programming language. Candidates will develop the skills required to design, create and test software to solve a given problem.

<br/><br/>

There are 8 outcomes to this unit. The candidate will be able to: <br/>
1. Interpret program specifications to develop software<br/>
2. Develop software components<br/>
3. Use functions<br/>
4. Use pre-defined functions<br/>

5. Save and retrieve data from disk<br/>
6. Use Object Oriented Programming (OOP) <br/>
7. Describe the principles of software testing and management<br/>
8. Produce documentation. <br/>

Guided learning hours<br/>
The recommended guided learning hours for this unit are 90 hours. <br/>

Assessment<br/>
Assessment will be by means of a set assignment covering practical activities, and a multiple choice test covering underpinning knowledge. <br/><br/>

Outcome 1: Interpret program specifications to develop software. <br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. Use program specifications to design a solution<br/>
2. Use the design to select the most appropriate components to solve the problem<br/>
3. Create software from the design using a 'C++' text editor<br/>
4. Use suitable validation to control user input<br/>
5. Use good coding practice in the implementation of the design. <br/>

Underpinning knowledge <br/>
The candidate will be able to: <br/>
1. Specify the components required to create software from project specifications<br/>
2. Identify the need for program design<br/>
3. Identify the need for effective validation within a program<br/>
4. Explain the need for comments in a program<br/>
5. Explain the need for indentation in a program<br/>
6. Explain the need for consistency in the coding of the program<br/>
7. Identify that all languages use algorithms<br/>
8. Identify that control structures take on a similar role between languages i.e:- <br/>
    * Selection<br/>
    * Sequence<br/>
    * Iteration. <br/>

Outcome 2: Develop software components. <br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. Develop programs using the data types int, float, double and char, static, auto and const<br/>
2. Use the data qualifiers long, shirt, signed and unsigned<br/>
3. Declare and use struct<br/>
4. Declare and initialise a pointer<br/>
5. Use pointers to access and alter values stored<br/>
6. Use indirection operators<br/>
7. Use switch statements<br/>
8. Design algorithms to validate user input<br/>
9. Construct and use one and two dimensional arrays of data types:-
int[] char[] float[]<br/>
10. Develop header files to define shared constants and functions<br/>
11. Use header files to define constants, external functions and simple macros<br/>
12. Use the assignment operators:- <br/>
-+= -=     *= /= %=<br/>
13. Use casting in a program<br/>
14. Use the ++ and - operators in prefix and postfix modes<br/>
15. Use enumeration to specify a set of constants<br/>
16. Use local and global variables in a program<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. Describe the format of a struct<br/>
2. Identify an array of structures<br/>
3. Explain that a pointer is a variable that holds the memory address of another variable<br/>
4. State the purpose of the indirection operator<br/>
5. Explain that the name of an array is equivalent to a pointer to the first element of that array<br/>
6. Identify the use of a switch statement in selection<br/>
7. Describe the purpose of default, break and continue in a switch statement<br/>
8. Explain why it is necessary to validate user input<br/>
9. Explain the difference between a one and two-dimensional array<br/>
10. Describe the component parts of a string<br/>
11. Identify the declaration of user header files<br/>
12. Describe the use of the assignment operators =, +=, +=, /= and %=<br/>
13. Explain the reason for casting in a program<br/>
14. Describe enumeration<br/>
15. Explain properties of the ++ and - incrimination operators in prefix and postfix modes<br/>
16. Explain the use of <br/>
    * Static<br/>
    * Auto<br/>
    * Const<br/>
17. Identify the difference between local global variables<br/>
18. Describe the use of the NULL pointer<br/>
19. Identify the declaration of one and two-dimensional arrays. <br/>

Outcome 3: Use functions. <br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. Create a program using functions and pass values by value (copy) <br/>
2. Create a program using functions and pass values by reference using the & operator<br/>
3. Pass structures to a function:- <br/>
    * by value<br/>
    * by reference<br/>
4. Pass strings to functions<br/>
5. Create functions that return values to the calling function of the data types:-
char int float <br/>
6. Use const in function parenthesis<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. Describe the meaning of pass by value (copy) to functions<br/>
2. Describe the meaning of pass by reference to functions<br/>
3. Describe the purpose of the reference operator &<br/>
4. Identify the return type of a function<br/>
5. Explain the need for function prototypes<br/>
6. Explain the declaration of variables and pointers in function arguments i.e. parenthesis<br/>
7. Explain why defaults parameters are used<br/>
8. Describe how functions can be overloaded<br/>
9. Describe the use of const in function parenthesis. <br/>


Outcome 4: Use pre-defined function. <br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. Use pre-defined functions e.g.: -<br/>
    * strcpy()<br/>
    * strcat()<br/>
    * strlen()<br/>
    * atoi()<br/>
    * atof()<br/>
    * gets()<br/>
    * puts()<br/>
    * toupper()<br/>
    * tolower()<br/>
2. Use #define or const in a program<br/>
3. Use a clear screen function. <br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. Explain the difference between #include and #define directives<br/>
2. Explain the scope of const<br/>
3. Identify and describe the pre-defined functions e.g.:- <br/>
    * strcpy()<br/>
    * strcat()<br/>
    * strlen()<br/>
    * atoi()<br/>
    * atof()<br/>
    * gets()<br/>
    * puts()<br/>
    * toupper()<br/>
    * tolower().<br/>

Outcome 5: Save and retrieve data from disk<br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. Use standard header files to define functions and data types for input/output routine<br/>
2. Manipulate files: -<br/>
    * Write to a file<br/>
    * Read from a file<br/>
    * Append to a file<br/>
3. Create files of type:- <br/>
    * Text<br/>
    * Binary<br/>
4. Declare file objects<br/>
5. Use cerr in a program<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. Explain the need for a file object<br/>
2. Explain the purpose of input and output modes<br/>
3. Explain the importance of closing a file after use<br/>
4. Explain the correct method to close a file on disk<br/>
5. Identify the purpose of the file streams fstrem, istream and ostream<br/>
6. Identify the hierarchy of the handling streams<br/>
7. Explain the purpose of cerr. <br/>

Outcome 6: Use Object Oriented Programming (OOP) <br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. Use classes in program design incorporating:- <br/>
    * Objects<br/>
    * Methods<br/>
    * Attributes<br/>
2. Use the scope resolution operator:: <br/>
3. Use functions of types: -<br/>
    * inline<br/>
    * friend<br/>
4. Create derived classes which:- <br/>
    * are derived<br/>
    * uses inheritance<br/>
5. Use the following in a program:- <br/>
    * constructor<br/>
    * destructor<br/>
6. Use the this pointer in a program. <br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. Identify a program that uses classes<br/>
2. Explain an instance of a class<br/>
3. Describe what is meant by the keywords private and public<br/>
4. Describe the difference between attributes and methods<br/>
5. Explain the meaning of :- <br/>
    * encapsulation<br/>
    * inheritance<br/>
    * polymorphism<br/>
6. Explain the purpose of:- <br/>
    * an inline function<br/>
    * a friend function<br/>
7. Explain what is meant by reusability<br/>
8. Explain the purpose of a constructor and a destructor in a program<br/>
9. Explain the purpose of the tilde (~)<br/>
10. Describe the purpose of the scope resolution operator :: <br/>
11. Describe the purpose of the scope of this pointer<br/>
12. Explain that an object of a class be initialised when instantiated<br/>
13. Describe the main components of an object. <br/>

Outcome 7: Describe the principles of software testing and management
Practical activities<br/>
The candidate will be able to: <br/>
1. Verify that the program conforms to the design specification<br/>
2. Dry run a program<br/>
3. Implement change control procedures<br/>
4. Test the software according to a prepared test plan<br/>
5. Determine the expected outcome from a program<br/>
6. Compare the expected outcome to the actual outcome and decide if the program is working correctly<br/>
7. Keep a log of the results for each test<br/>
8. Clearly identify any discrepancies and any amendments made to correct errors<br/>
9. Resolve logical and run-time errors found during testing. <br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. Explain the reasons for testing a program to implementation<br/>
2. Describe the meaning of a dry run<br/>
3. Describe the meaning of a compilation error<br/>
4. Describe the meaning of a run-time error<br/>
5. Describe the purpose of test data<br/>
6. Explain the need to test software in the target environment<br/>
7. State the difference between interfacing and integration<br/>
8. Explain why software is integrated<br/>
9. State that interface testing is conducted to evaluate whether systems or components pass data and control correctly to one another<br/>
10. State that interface design is the activity concerned with the interface of the software system contained in the software requirements documentation<br/>
11. State that interfacing consolidates the interface descriptions into a single interface description of the software system as a whole<br/>
12. Explain the need for an overall control when developing software projects<br/>
13. Identify the benefits of team work to avoid duplication of effort, when working on a large project<br/>
14. Describe the need for control and documentation of any changes to programs<br/>

Outcome 8: Produce documentation<br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. Produce end user instructions that are clear and unambiguous<br/>
2. Produce technical documentation (including any class interface) to describe the purpose of the program and its operation<br/>
3. Print listing of code<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. Identify the need for end user instructions<br/>
2. Describe the need for technical documentation to aid future maintenance and reusability. <br/>

<b>City & Guilds Unit 304 Develop Software using Visual Basic (Core) 
</b><br/>
<b>Rationale
</b><br/>

The aim of this unit is to enable candidates to understand the principles required to develop software using the Visual Basic programming language. Candidate will develop the skills required to design, create and test software components to solve a given problem. <br/><br/>

There are 6 outcomes to this unit. The candidate will be able to<br/>
1. interpret program specifications to develop software <br/>
2. use components to create a Graphical User Interface(GUI) <br/>
3. use built-in database management features<br/>
4. develop code for implementation<br/>
5. test software using change control<br/>
6. produce documentation <br/><br/>

Assessment<br/>
Assessment will be by means of a set assignment covering both practical activities, and a multiple choice test covering underpinning knowledge. <br/><br/>

Outcome 1: Interpret program specifications to develop software<br/>
Practical activities - the candidate will be able to<br/>
1. design a solution to meet a given specification<br/>
2. identify and document input screens and output layouts<br/>
3. select the most appropriate controls and events to fulfil the specification<br/>
4. identify constants, variables, procedures, functions and modules required<br/>
5. use meaningful names for forms, controls, procedures, functions and modules using consistent naming conventions<br/>
6. identify the links between events, procedures, functions and modules<br/>
7. use a suitable method to document the code required for each procedure, function or module (eg: pseudocode, flowchart or structured English) <br/>
8. provide a solution which is structured, easily maintained and fulfils the specification<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. identify the need for program design<br/>
2. explain the need for effective validation of input data in software<br/>
3. explain the need for consistency in naming<br/>

Outcome 2: Use components to create a Graphical User Interface(GUI)
Practical activities - the candidate will be able to<br/>
1. select and use controls<br/>
2. change the settings for the properties of controls<br/>
3. set the CancelError property of the CommonDialog<br/>
4. select and use bound controls<br/>
5. set the DataSource and DataField properties of bound controls to enable access to database records<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. explain the purpose and action of controls<br/>
    * Data<br/>
    * CommonDialog<br/>
    * ComboBox<br/>
    * Image<br/>
    * ListBox<br/>
    * PictureBox<br/>
    * CheckBox<br/>
    * TextBox<br/>
2. explain the purpose of the properties of controls<br/>
    * ActiveForm<br/>
    * ActiveControl<br/>
    * AddItem<br/>
    * AutoSize<br/>
    * AutoRedraw<br/>
    * Cancel<br/>
    * DatabaseName<br/>
    * Default<br/>
    * DragIcon<br/>
    * DrawWidth<br/>
    * Icon<br/>
    * Index<br/>
    * KeyPreview<br/>
    * List<br/>
    * ListCount<br/>
    * ListIndex<br/>
    * MousePointer<br/>
    * Picture<br/>
    * RecordSet<br/>
    * RecoedSource<br/>
    * Selected<br/>
    * TabStop<br/>
    * Tag<br/>
    * TextWidth<br/>
    * Width<br/>
3. describe the purpose of a Bound control<br/>
    * ComboBox<br/>
    * PictureBox<br/>
    * CheckBox<br/>
    * TextBox<br/>
4. describe how the List and ListIndex properties can be used to set and return list items<br/>

Outcome 3: Use built-in database management features<br/>
Practical activities - the candidate will be able to<br/>
1. declare and use object variables of Database and Recordset type<br/>
2. reference the properties of a database and a recordset via object variables<br/>
3. use the Refresh method on a data control to open a database and build a dynaset type recordset in the control's Recoedset property<br/>
4. use the OpenDatabase and OpenRecordset methods to return a set of records from a database and assign them to the Recordset property of a Data control<br/>
5. use Data control in conjunction with bound controls to navigate and display individual records from a database table<br/>
6. use MoveFirst, MoveLast, MoveNext and MovePrevious methods for navigation<br/>
7. use Validate and Reposition data control events when editing records<br/>
8. use Edit, Update, Add and Delete methods<br/>
9. use FindFirst and FindNext methods to find records<br/>
10. set the Bookmark property<br/>
11. use an embedded SQL query statement to implement a search<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. describe the features of a record structured database<br/>
2. identify appropriate data types for the fields in a given record<br/>
3. describe the purpose of an index<br/>
4. state that a primary key field is used to uniquely identify a record<br/>
5. state the syntax and structure of basic SQL queries<br/>
6. state the reasons for timely archiving of records from a database: -<br/>
    * size<br/>
    * loss of data<br/>
    * backup<br/>

Outcome 4: Develop code for implementation<br/>
Practical activities - the candidate will be able to<br/>
1. declare and use local and global constants and use built-in predefined constants<br/>
2. use Dim, Static and Global for variable declarations<br/>
3. declare and use arrays of integer and string variables<br/>
4. declare and use the Type definition to create a user defined variable with two or more elements<br/>
5. use the Tag property of a control<br/>
6. use the Randomize statement and the Rnd function to generate random integer numbers<br/>
7. invoke Click event procedures for the CommandButton and the OptionButton, by setting the control's Value property to True<br/>
8. create and use control arrays<br/>
9. set the TabIndex property of controls to preset the order in which they receive focus<br/>
10. write code for event procedures for controls<br/>
11. use methods for controls<br/>
    * Clear<br/>
    * Cls<br/>
    * Print<br/>
    * PrintForm<br/>
    * SetFocus<br/>
12. use functions for concatenation and manipulating strings<br/>
13. write code for procedures and functions in forms and separate code modules<br/>
14. use KeyPress and KeyDown events to monitor and acquire keyboard input<br/>
15. use the KeyAscii argument and the Chr$ function to echo user keyboard input<br/>
16. use the IsNumeric, Val and StrComp functions in the validation of numeric input data<br/>
17. use the properties of the Screen object to position forms on the screen<br/>
18. use the Visual Basic co-ordinate system as it applies to: the screen; a form and its location on the screen; a container, and its locations on a form<br/>
19. use drawing methods: -<br/>
20. use the Drag method and the DragDrop event to initiate actions<br/>
21. use the SelLength, SelStart and SelText properties to manipulate text in a TextBox<br/>
22. create the option to print<br/>
23. write simple error-handling routines<br/>
24. use the Show and Hide methods and the Load and Unload statements<br/>
25. use the ActiveForm and ActiveControl properties in applications having more than one form<br/>
26. create simple multi-form applications that use procedures in a code module<br/>
27. create simple applications in which event procedures on one form reference properties on another form<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. describe and state the scope of Dim and Static variables declared in procedures<br/>
2. describe and state the scope of Dim and Global variables declared in modules<br/>
3. describe the user-defined data type and how Type definitions should be placed in code<br/>
4. explain how the AddItem method is used to populate a ComboBox or ListBox control<br/>
5. describe the functions for concatenating and manipulating strings<br/>
6. explain the purposes and functions of control arrays and the Index property<br/>
7. explain the meaning of the term 'focus', its effects on a control and the means by which a control can receive the focus. <br/>
8. explain how the Print method is used to send data to a printer<br/>
9. describe<br/>
    * simple sources of run-time errors<br/>
    * responses by Visual Basic when an error occurs<br/>
    * simple uses of the OnError statement<br/>
    * use of GoTo and Resume to manage errors<br/>
    * use of Err and Error$ in error-handling<br/>
10. explain the purpose of event procedures for controls: <br/>
    * Activate<br/>
    * Change<br/>
    * DragOver<br/>
    * Error<br/>
    * GotFocus<br/>
    * Load<br/>
    * LostFocus<br/>
    * Resize<br/>
    * SelChange<br/>
    * Unload. <br/>

Outcome 5: Test software using change control<br/>
Practical activities - the candidate will be able to<br/>
1. determine the expected results from a given set of test data<br/>
2. test the software according to a prepared test plan<br/>
3. compare the expected to the actual results and correct any errors<br/>
4. keep a log of the results for each test, clearly identifying<br/>
    * discrepancies between the expected and actual results<br/>
    * amendments made to correct errors<br/>
5. resolve logical and run-time errors found during testing using appropriate methods<br/>
6. use the Error statement to test and error handling routine<br/>
7. verify that the program conforms to the design specification<br/>
8. create an EXE file and test its operation<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. explain the reasons for testing a program prior to implementation<br/>
2. describe the meaning of a dry run<br/>
3. describe the meaning of a compilation error<br/>
4. describe the meaning of a run-time error<br/>
5. describe the purpose of test data<br/>
6. explain the need to test software in the target environment<br/>
7. state the difference between inter facing and integration<br/>
8. explain why software is integrated<br/>
9. state that interface testing is conducted to evaluate whether systems or components pass data and control correctly to one another <br/>
10. state that interface design is the activity concerned with the interfaces of the software system contained in the software requirements documentation<br/>
11. state that interfacing consolidates the interface descriptions into a single interface description of the software system as a whole<br/>
12. explain the need for an overall control when developing software projects<br/>
13. identify the benefits of teamwork to avoid duplication of effort, when working on a large project<br/>
14. describe the need for control and documentation of any changes to programs<br/>

Outcome 6: Produce documentation
<br/>Practical activities - the candidate will be able to
<br/>1. provide end user instructions that are clear and unambiguous
<br/>2. produce technical documentation to describe the purpose of the program and its operation<br/>
3. print listing of code<br/>
4. print forms (screen images) <br/>

Underpinning knowledge - the candidate will be able to
<br/>1. identify the need for end user instructions
<br/>2. describe the need for technical documentation to aid future maintenance and reusability<br/>

<b>City & Guilds Unit 305 Software using Java Level 3 (Core) </b><br/>
<b>Rationale </b><br/>

The aim of this unit is to enable candidates to understand principles required to develop software using the Java programming language. Candidates will develop the skills required to design, create and test software to solve a given problem. <br/><br/>

There are 5 outcomes to this unit. The cxandidate will be able to:
<br/>1. interpret program specification s to develop software
<br/>2. create classes
<br/>3. develop code for interpretation
<br/>4. test software using change control
<br/>5. produce documentation<br/>

Guided learning hours<br/>
The recommended learning hours for this unit are 90 hours<br/>

Assessment<br/>
Assessment will be by means of a set assignment covering practical activities, and a multiple choice test covering underpinning knowledge. <br/>

Outcome 1: Interpret program specifications to develop software<br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. design a solution to meet a given specification<br/>
2. identify a document input screens and output layouts<br/>
3. select the most appropriate classes to fulfill the specification<br/>
4. identify the methods and attributes for each class<br/>
5. identify the type access required for attributes and members: public, private<br/>
6. use meaningful names for classes, methods and attributes<br/>
7. identify the links between classes<br/>
8. use a suitable method to document the whole code required for each method (e.g. pseudocode, flowchart or structured English) <br/>
9. provide a solution which is structured, easily maintained and fulfills specification<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. describe the key features of object oriented programming<br/>
    * encapsulation<br/>
    * polymorphism<br/>
2. identify the elements of the class<br/>
3. describe the relationship between and instance of a class and two or more instances of a class<br/>
4. describe how methods contains a sequence of computing actions and variables that are used to store values needed and produced during computations<br/>
5. explain the need for consistency in using meaningful names<br/>

Outcome 2: create classes<br/>
Practical activities: <br/>
The candidate will be able to: <br/>
1. use the import statement to access predefined classes firm packages<br/>
2. create user defined classes<br/>
3. declare the attributes of a class using the basic data types<br/>
4. create methods for a class<br/>
5. use methods to perform operations on instances of a defines class<br/>
6. use public and private to allow access to data and methods of a user defined class<br/>
7. create and use instances of a defined class<br/>
8. create constructor to initialize new instances of a class<br/>
9. write simple error-handling routines e.g. try, catch, finally. <br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>

1. describe the effect of making data or methods public, private, protected, static and final<br/>
2. explain when a constructor is called<br/>
3. state that a constructor has the same name as the class, can have the same parameters but has not the return value<br/>
4. describe the syntax for a method declaration, the number and type of arguments that must be supplied to a method and how arguments are passes by value<br/>
5. describe Java inheritance for a class and the use of this and extends<br/>
6. explain what causes a Java method to throw an exception<br/>
7. describe the purpose and use of overloading methods<br/>
8. describe how to call a method that is part of the current class<br/>

Oucome3: develop code for implementation<br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. declare and use data types: <br/>
    * byte<br/>
    * int<br/>
    * chat<br/>
    * long<br/>
    * float<br/>
    * double<br/>
    * boolean<br/>
2. declare and use constants and built-in predefined constants as appropriate<br/>
3. use single dimension arrays of type<br/>
    * byte<br/>
    * int<br/>
    * char<br/>
    * float<br/>
    * double<br/>
4. use String and StringBuffer classes to manipulate strings<br/>
5. use operators<br/>
assignment operators: =,+=,-=,     *=, /=, %=<br/>
relational operators: ==, <, >, !=, <=, >=<br/>
arithmetic operators: +, -,     *, /, %, ++, --<br/>
logical operators: &&, (AND), || (OR), ! (NOT) <br/>
6. use program constructs for iteration<br/>
    * for<br/>
    * while<br/>
    * do...while<br/>
7. use program constructs for selection<br/>
    * if<br/>
    * if...else<br/>
    * switch<br/>
8. use the break statement<br/>
9. use System.out.print() and System.out.println() to output data<br/>
10. use System.in.read() to input data<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. describe he syntax for classes<br/>
2. describe the logical operators<br/>
3. describe the relational operators<br/>
4. describe the precedence rules for arithmetic and the effects of parenthesis<br/>
5. state limitations on the use of Java reserved words<br/>
6. explain the operation of repetition program constructs: for, while, do...while<br/>
7. explain the operation of selection program constructs: if, if...else, switch<br/>
8. explain the use of packages ant the purpose of import statement<br/>
9. state the difference between prefix and postfix mode for increment (++) and decrement (--)<br/>
10. state the purpose of the .(dot) selection operator when calling a method<br/>
11. describe the three stream objects System.in, System.out and System.err and how they are produced<br/>

Outcome 4: Test software using change control<br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. determine the expended results from a given set of test data<br/>
2. test the software according to a prepared test plan<br/>
3. compare the expected to the actual results and correct any errors<br/>
4. keep a log of the results for each test, clearly identifying<br/>
    * discrepancies between the expected and actual results<br/>
    * amendments made to correct errors<br/>
5. resolve logical and run-time errors found during testing using appropriate methods<br/>
6. verify that the program conforms to the design specification<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. explain the reasons for testing a program prior to implementation<br/>
2. describe the meaning of a dry run<br/>
3. describe the meaning of a compilation error<br/>
4. describe the meaning of a run-time error<br/>
5. describe the purpose of test data<br/>
6. explain the need to test software in the target environment<br/>
7. state the difference between interfacing and integration<br/>
8. explain why software is integrated<br/>
9. state that interface testing is conducted to evaluate whether system or components pass data and control correctly to one another<br/>
10. state that interface design is the activity concerned with the interfaces of the software system contained in the software requirements documentation<br/>
11. state that the need for an overall control when developing software projects<br/>
12. identify the benefits of teamwork to avoid duplication of effort, when working on a large project<br/>
13. describe the need for control and documentation of any changes to programs. <br/>

Outcome 5: Produce documentation<br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. produce end user instructions that are clear and unambiguous<br/>
2. produce clear technical documentation (to include class interface) to describe the purpose of the program and its operation<br/>
3. print listing of code<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. identify the need for end user instructions<br/>
2. describe the need for technical documentation to aid future maintenance and reusability<br/>

<b>City & Guilds Unit 309 Web site design - Level 3 (Optional) </b><br/>
<b>Rationale </b><br/>

The aim of this unit is to equip candidates with the principles needed to be bale to create and maintain a series of web pages creating a web site, incorporating a variety of advanced design and information presentation techniques. <br/><br/>
There are 5 outcomes to this unit. The candidate will be bale to: <br/>
1. Explain fundamentals of web page development<br/>
2. Undertake formal user requirements analyses<br/>
3. Use appropriate development tools to implement and test interactive web pages incorporating advanced design and information presentation techniques<br/>
4. Use appropriate graphics software to create<br/>
5. Maintain and evaluate websites<br/>

Assessment <br/>
The assessment will be by means of a set assignment covering both practical activities and underpinning knowledge. <br/><br/>

Outcome 1:Explain fundamentals of web page development<br/>
Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. Describe how web pages can be made more interactive (using e.g. VRML, DHTML and Java applets); <br/>
2. Explain the purposes of XML; <br/>
3. Outline the different uses of scripting languages (e.g. CGI, VBScript, JavaScript); <br/>
4. Explain scripting techniques used to interface a web page with a database to enable presentation or interchange of up-to-date information. <br/>

Outcome 2: Undertake formal user requirements analyses: <br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. Create 'Terms of Reference' for clients to include: <br/>
a. a statement of the problem<br/>
b. a design for the web page using a suitable methodology such as storyboarding<br/>
c. a style sheet describing the formats of the text and paragraphs (font style, font type, font colour, paragraph indents, line spacing etc) to promote consistency within web page<br/>
d. an appropriate structure diagram demonstrating the linking structure of the web page<br/>
2. Produce resources project plans for the incremental development of web pages including the gathering of suitable resources. <br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. explain the relevance, importance and contents of a 'Terms of Reference' when creating a web page for a third party<br/>
2. recognise the different components of a 'Terms of Reference'<br/>
3. explain the importance of a design style sheet when working either to a specification or within a team environment<br/>
4. describe the constraints and limitations that must be considered when producing a web page (e.g. file size/download times, timescale of production, quality of image resources) <br/>

Outcome 3: Implement web pages and test websites<br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. Create websites compatible wit a range of browsers: <br/>
a. Providing both a frame based and a non-frame based interface<br/>
b. Incorporating Java Script into a web page to achieve such effects as: <br/>
    * scrolling texts<br/>
    * rollover button graphics<br/>
c. Incorporating a Java applet into a web page (e.g. expanding menu tree) <br/>

d. Using Dynamic HTML to enhance the interactivity or appeal of a web page<br/>
    * layers<br/>
    * cascading style sheets (css) <br/>
e. Interfacing a web page to a database in order to provide a web page presentation of responses to a simple query, e.g.: <br/>
    * a telephone number linked to a name; or<br/>
    * a product price or quantity in stock from a product code; or<br/>
    * a library book availability<br/>
f. Incorporating into web pages suitable forms to enable the gathering of <br/>feedback or other information from users of web pages<br/>
2. Test web sites: <br/>
a. Verifying all links work<br/>
b. Using different browsers to preview pages and verify all components appear as expected<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. explain the importance of maintaining cross-browser compatibility<br/>
2. describe the advantages and disadvantages of a frame based interface<br/>
3. select appropriate data to be collected using a form<br/>
4. describe the terms quality, timeliness and accuracy when applied to data collected from a web site<br/>
5. Use appropriate graphics software to create and manipulate images<br/>

Practical activities<br/>
The candidate will be able to: <br/>
1. Create images to predefined specifications (pixel height/width; colour depth) suitable for inclusion in web pages (e.g. buttons used for linking<br/>
2. Alter areas of colour to facilitate the application of transparency to an image<br/>
3. Create an animated GIF for use within a web page<br/><br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. explain the factors that affect the dimensions of a button, for example
a. quantity of a text<br/>
b. font type, size and style<br/>
c. available space for the button(s) on a web page<br/>
2. describe what is meant by the term anti-aliasing<br/>

Outcome 5: Maintain and evaluate websites<br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. Create appropriate plans for the effective periodic maintenance and updating of websites<br/>
2. Check that a website satisfies the 'Terms of Reference'<br/>
3. Identify potential future enhancements to websites<br/>

4. Create suitable documentation for maintaining websites to include, for each web page, a list of resources including the full path to a file name from a route directory of a website. <br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. Explain the importance of documentation in maintaining a web site<br/>

<b>City & Guilds Unit 311 Relational Databases Level 3 (Optional) 
</b><br/>
<b>Rationale </b><br/>

The aim of this unit is to enable candidates to develop the skill s requitred to design and create relational databases<br/><br/>
There are 6 outcomes to this unit. The candidate will be able to: <br/>
1. identify client requirements for a database<br/>
2. undertake analysys and design<br/>
3. implement the database design to create tables and forms for data entry<br/>
4. undertake information retrieval<br/>
5. create reports for output<br/>
6. undertake testing and produce documentation<br/>

Guided learning hours<br/>
The recommended learning hours for this unit are 60 hours<br/>

Assessment<br/>
Assessment will be by means of a set assignment covering both practical activities and underpinning knowledge. <br/>

Outcome 1: identify client requirements for a database<br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. use suitable methods to identify client requirements<br/>
2. create a brief and simple description of the purpose of a given data processing system<br/>
3. produce a brief description (sketches should be included)of an existing data processing activity which is being considered for computerization<br/>
4. produce an outline description of a proposed database to meet client requirements<br/>
5. list the advantages and limitations for the existing and porposed data processing systems<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. describe what is meant by the term Relational Database System<br/>
2. explain the differences between the following types of database: <br/>
    * flat file<br/>
    * relational<br/>
3. explain the potential need for restricting access to a database or information system, including the implementation of a hierarchical system of passwords<br/>
4. describe advantages and limitations of a computer based database to a paper based system<br/>

Outcome 2: undertake analysis and design<br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. compile a list to identify<br/>
    * input data<br/>
    * output data<br/>
    * internally generated data<br/>
2. use meaningful names for consistency in design<br/>
3. identify entities in a database or information system<br/>
4. identify the attributes of an entity<br/>
5. refine the data model using normalization procedures<br/>
6. design a user interface screen(s) <br/>
7. create screen.form layouts<br/>
8. create report layouts identifying query criteria<br/>
9. create an Entity-relationship (E-R) model<br/>
10. create a data dictionary<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. explain the methods of identifying data items (data element) in a given data processing system (e.g. document analysis, operator interviews, transaction definitions, internally generated data) <br/>
2. explain the purpose of fields for time, date and calculations<br/>
3. define the terms: <br/>
    * entity<br/>
    * attribute<br/>
4. describe the purpose and differences between primary, foreign and alternate keys<br/>
5. define the term relationship and give examples of 1:1, 1:M, M:M relationships<br/>
6. identify and explain normalization form (NF) in the process of normalization: <br/>
    * 1NF no repeating sets<br/>
    * 2NF attributes depend on the whole primary key<br/>
    * 3NF no sets of mutually dependant non-keys attributes<br/>
7. explain that a user friendly interface screen should have clearly labeled user options, supported by automated sequences which give easy access to specified functions, reports and forms<br/>
8. explain than a data dictionary defines for each table<br/>
    * table name<br/>
    * key (primary, foreign, alternate) <br/>
    * index(es) <br/>
    * field names<br/>
    * data types (numeric, character, date, logical) <br/>
    * format (currency, day/month/year) <br/>
    * description of the field<br/>
    * field length<br/>
    * validation of fields<br/>

Outcome 3: implement the database design to create tables and forms for data entry<br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. use the data dictionary to create the table structure(s) <br/>
2. use the E-R model to create the relationship(s) <br/>
3. create any indexes<br/>
4. create forms for input using screen layout/form(s) <br/>
5. create a sub-form where this is included in the design<br/>
6. generate useful descriptive error messages to support entry validation<br/>
7. provide controls to link input forms<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. define the term 'validation' giving examples of how this may be applied in a database or information system<br/>
2. explain the following terms when they are applied to a database or information system<br/>
    * data integrity<br/>
    * data consistency<br/>
    * data redundancy<br/>
    * referential integrity<br/>

Outcome 4: Undertake information retrieval<br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. create queries form design criteria<br/>
2. select records from: <br/>
    * a single table<br/>
    * two or more tables<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. explain that queries can be used to: <br/>
    * append data to an existing database table whilst maintaining the integrity of all related tables<br/>
    * append data to a new database table either within the current database or to a table within an alternative database whilst maintaining the integritry of all related tables<br/>
    * update either a single record or multiple records in a database automatically<br/>
    * update existing records<br/>
    * generate forms and records<br/>
2. describe the options available to specify search criteria when implementing/ designing queries<br/>
    * logical operators e.g. AND, OR, NOT<br/>
    * relational operators e.g. =, <,>, <=, >=<br/>
    * query by example (QBE) <br/>
3. explain the use of sort criteria (i.e. ascending , descending) <br/>
4. explain the use of SQL Select statements (e.g. group by, order by, where) <br/>

Outcome 5: create reports for output<br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. create reports using <br/>
    * headings<br/>
    * subheadings<br/>
    * calculations<br/>
    * footers<br/>
    * pagination<br/>
    * data grouping<br/>
    * mailing labels<br/>
2. direct report output to: <br/>
    * the screen<br/>
    * the printer<br/>
3. provide controls to enable automatic output<br/>

Outcome 6: undertake testing and produce documentation<br/>
Practical activities<br/>
The candidate will be bale to: <br/>
1. design and complete a test plan<br/>
2. verify that the database conforms to the design specification<br/>
3. test the database according to a prepared test plan<br/>
4. compare the expected outcome to the actual outcome and decide if the database is working correctly<br/>
5. clearly identify any discrepancies and any amendments made to correct errors
6. create technical documentation; to include: <br/>
    * log of testing<br/>
    * explanation of normalization (1NF, 2 NF, 3NF) <br/>
    * table structures<br/>
    * data dictionary<br/>
    * illustrated relationship diagram (including relationship types) <br/>
    * screen/form layouts<br/>
    * report layouts<br/>
    * query designs<br/>
    * illustration and description of menu interface<br/>
    * contents of index<br/>
    * results of testing<br/>
7. create user documentation; to include: <br/>
    * clear operating instructions for the complete database<br/>
    * explanations for any error messages<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. describe the purpose of test data including: <br/>
    * normal<br/>
    * boundary<br/>
    * exception<br/>

2. Identify the need for technical and user documentation
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	For the award of a Diploma, candidates must successfully complete the assessments for one of units 201-205, plus unit 206 and any two other units from 201-209 within the Level 2 Diploma for IT Practitioners (Software Development) award. <br/><br/>

Core units <br/>
201 Create software components using 'C' <br/>
202 Create software components using C++ <br/>
204 Create software components using Visual Basic <br/>
205 Create software components using Java<br/>
206 Test software components<br/>

Optional units <br/>
208 Web site design<br/>

	
<b>City & Guilds Unit 206 Test Software Components Level 2 (Core)</b><br/>

<b>Rationale</b><br/>

The aim of this unit is to enable candidates to competently test software components by preparing test data and test plans and analysing the results. 
There are 4 outcomes to this unit. The candidate will be able to<br/><br/>
1. prepare for testing <br/>
2. record the results of tests<br/>
3. analyse test results<br/>
4. identify Health and Safety requirements<br/><br/>

<b>Assessment</b><br/>

Assessment will be by means of a set assignment covering both practical activities, and a multiple choice test covering underpinning knowledge. <br/><br/>

<b>Outcome 1: Prepare for testing</b><br/>

Practical activities - the candidate will be able to<br/>
1. identify from a given specification the test required to carry out functional testing<br/>
2. prepare a test plan<br/>
3. prepare test data<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. describe 'white box testing' as logical testing dependant on the logic of the code used in software<br/>
2. describe 'black box testing' as functional testing carried out independently of the code used in software<br/>
3. describe the difference between top-down and bottom-up testing<br/>
4. state that the purpose of testing is to prove that software matched its specification and to find errors so that they can be corrected<br/>
5. list the essential features of a test plan (Appendix A) <br/>
    * test number<br/>
    * date<br/>
    * purpose/type of test<br/>
    * expected outputs for stated inputs<br/>
6. describe the importance of designing test data to confirm a program works correctly under normal and exceptional circumstances<br/>
    * valid<br/>
    * invalid<br/>
    * boundary<br/>
7. state that recovery testing is done to ensure that data can be recovered after a hardware/software failure<br/>
8. state that performance testing is required to ensure that a system can deal with large volumes of data and still achieve the response times required by the user<br/>
9. describe how performance testing may require software to be written to generate large volumes of data<br/>
10. state that to comply with quality control procedures a standardised and rigorous approach to testing is required<br/>

<b>Outcome 2: Record the results of tests</b><br/>

Practical activities - the candidate will be able to
1. use a test plan to carry out a series of tests<br/>
2. record the test results in a test log<br/>
3. provide evidence of testing (eg: printed output, screen shots, file output) <br/>

Underpinning knowledge - the candidate will be able to<br/>
1. list the essential features of a test log (Appendix B) <br/>
    * test number<br/>
    * date actual results <br/>
    * record of discrepancies between actual results and expected results<br/>
2. state that the test number must provide a cross reference between a test plan its corresponding test log and test output (printed, screen shots or file) <br/>
3. describe the importance of testing software in the target environment<br/>

<b>Outcome 3: Analyse test results</b><br/>
Practical activities - the candidate will be able to<br/>
1. use the test log to produce a report which: -<br/>
    * specifies the presence or absence of errors<br/>
    * makes proposals for rectifying errors reports on the success of the test against the original software specification<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. describe the different types of software error<br/>
    * syntax<br/>
    * logical<br/>
    * run-time<br/>
    * non compliance with specification<br/>
2. describe common causes of run-time errors (eg: forever loops, illegal file operations, divide by zero) <br/>
3. describe the difference between testing and debugging<br/>
4. describe the purpose of test plans, test logs, test results and test reports in relation to technical documentation<br/>
5. describe the relevance of testing in relation to software quality and maintenance<br/>
6. describe how well thought out test plans and test data can be reused for subsequent testing after errors are resolved or maintenance amendments made<br/>
7. describe the purpose of version control procedures when developing, testing, amending and maintaining software and documentation with reference to quality assurance<br/>

<b>Outcome 4: Identify Health and Safety requirements</b><br/>

Practical activities - the candidate will be able to<br/>
1. maintain a safe working environment for self and others<br/>
2. use safe working practices at all times<br/>
3. operate equipment according to suppliers, manufacturers and/or workplace requirements<br/>
4. use and maintain equipment, materials and accessories to a safe standard<br/>
5. use reporting procedures to report any hazard<br/>
Underpinning knowledge - the candidate will be able to<br/>
1. describe what elements and practices create a good working environment<br/>
    * frequent breaks away from the computer<br/>
    * correct positioning of screens/chairs/ keyboards<br/>
    * adequate lighting and ventilation<br/>
2. identify the health and safety precautions to adopt when using a computer<br/>
    * ensuring that power cables are safely secured<br/>
    * ensuring that power points are not overloaded<br/>
3. identify injuries common in a bad working environment<br/>
    * repetitive strain injury<br/>
    * eye strain<br/>
    * bad posture<br/>
4. identify cleaning procedures related to IT equipment<br/>
5. explain the term 'ergonomics'<br/>
6. describe the main points of relevant legislation: Health and Safety at work Act 1974, electrical regulations, working with VDUs, COSHH regulations<br/>
7. explain the importance of keeping fire doors and exits clear and unblocked<br/>
8. describe the use of different types of fire extinguishers, in particular those suitable for use in the IT environment<br/>

<b>City & Guilds Unit 201 Create Software Components using 'C' </b><br/>

<b>Rationale</b><br/>

The aim of this unit is to enable candidates to understand the principles required to create software using the 'C' programming language. Candidate will develop the skills required to create and test software components to solve a given problem. <br/><br/>

There are 7 outcomes to this unit. The candidate will be able to<br/>
1. specify the basic tools required to create, compile and execute a program<br/>
2. perform output to the screen<br/>
3. construct and execute a 'C' program using input, output and different data types <br/>
4. use pre-defined functions<br/>
5. use operators for arithmetic and logical purposes<br/>
6. use suitable control structures and functions within a program<br/>
7. produce programs, which are tested and presented to a specified/agreed standard <br/>

<b>Assessment</b><br/>

Assessment will be by means of a set assignment covering both practical activities, and a multiple choice test covering underpinning knowledge. <br/>

<b>Outcome 1: Specify the basic tools required to create, compile execute a program</b><br/>
Practical activities - the candidate will be able to<br/>
1. select the tools required to create source code<br/>
2. create a simple program using a 'C' text editor<br/>
3. save and retrieve source code to/form disk<br/>
4. use the standard 'C++' input/output library<br/>
    #include<stdio.h><br/>
5. use meaningful names when naming programs<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. describe the meaning of a stand-alone program<br/>
2. identify the basic structure of a 'C' program<br/>
3. identify the need for an #include directives in a 'C' program<br/>
4. describe the pre-processor stage<br/>
5. explain why source code is compiled<br/>
6. describe why object code is linked with library files in producing executable code<br/>
7. state the file types that are created when program code is fully compiled<br/>
8. describe the difference between source code, object code and executable code<br/>
9. identify which file type can be edited<br/>
10. identify the processes required in saving and retrieving source code from disk<br/>

<b>Outcome 2: perform output to the screen</b><br/>

Practical activities - the candidate will be able to<br/>
1. use the correct output syntax to produces screen messages<br/>
2. compile source code<br/>
3. interpret and resolve compilation error massages<br/>
4. edit source code<br/>
5. use formatters in program. <br/>

Underpinning knowledge - the candidate will be able to<br/>
1. describe the meaning of the following syntax: -<br/>
    * #include <br/>
    * #define<br/>
    * int main()<br/>
    * return <br/>
    * void main()<br/>
    * printf()<br/>
    * ; (semi-colon) <br/>
    * /* */<br/>
2. identify the need for indentation in code to aid readability<br/>
3. state the purpose of compiling source code<br/>
4. describe the purpose of the following formatters: -<br/>
    \f \n \r \t \\ \a \" \' %%<br/>
5. explain the difference between compilation errors and run-time errors<br/>
6. state that some compilers produce object code that can only be run on a run-time system<br/>

<b>Outcome 3: Construct and execute a 'C' program using input, output and different data type </b><br/>

Practical activities - the candidate will be able to<br/>
1. create a program that defines data types; <br/>
    * char<br/>
    * int<br/>
    * float<br/>
    * char[]<br/>
2. use the scanf() function to read from the keyboard into a variable using the correct variable based formatters<br/>
3. use meaningful variable names<br/>
4. use the #define directive to create a symbolic name or constant in a program. <br/>
5. create and use one-dimensional array of types: -<br/>
    * char<br/>
    * int<br/>
    * float<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. identify the correct data types to be used in a program<br/>
2. identify the need for variable based formatters to be used when inputting or outputting data<br/>
3. state that variable names in 'C' are case sensitive<br/>
4. explain that reason for using uppercase for symbolic constant names and lowercase for variable and function names<br/>
5. explain the difference between a character variable and a character string<br/>
6. explain the purpose of the null terminator<br/>
7. identify the problems in using scanf() to input strings<br/>
8. explain the difference between a constant and a variable<br/>
9. identify the syntax required to declare an array<br/>

<b>Outcome 4: Use pre-defined functions</b><br/>

Practical activities - the candidate will be able to<br/>
1. use pre-defined functions in a program similar to <br/>
    * getc()<br/>
    * getchar()<br/>
    * getch()<br/>
    * getche()<br/>
    * gets()<br/>
    * putc()<br/>
    * puts()<br/>
    * clrscr()<br/>
    * clreol()<br/>
    * toupper()<br/>
    * tolower()<br/>
2. convert a strings using: -<br/>
    * atoi()<br/>
    * atof()<br/>
3. use strcpy() to assign a string<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. identify the purpose of pre-defined functions<br/>
2. state the purpose of the strcpy() function<br/>
3. explain the difference between echoed and non-echoed character input (eg: getch() and getche()<br/>
4. identify the appropriate pre-defined function for converting a string to a numeric value<br/>
5. identify the resulting data type when using atoi() and atof()<br/>

<b>Outcome 5: Use operators for arithmetic and logical purposes</b><br/>

Practical activities - the candidate will be able to<br/>
1. use the assignment operator =(equals) in a program<br/>
2. use the arithmetic operators: -<br/>
    i.e. * / - + %<br/>
3. use the ++ and - operators in prefix and postfix mode<br/>
4. use a conditional statement within a program which includes if and else<br/>
5. use a switch statement in a program. <br/>
6. create simple and compound statements<br/>
7. use relational operators in a program<br/>
8. use logical operators in a program: -<br/>
    i.e. !(not) && (and) ||(or) <br/>
9. use #define constants to represent TRUE and FALSE<br/>
10. use the ASCII code as part of validation. <br/>

Underpinning knowledge - the candidate will be able to<br/>
1. identify the precedence of arithmetic operators including the use of parenthesis in calculations<br/>
2. state the difference between the = and == symbols<br/>
3. identify the role of conditional statements within a program<br/>
4. state the use of a switch statement<br/>
5. identify the correct operators to use when making a conditional statement<br/>
6. describe the ++ and - - operators purpose in prefix and postfix mode<br/>
7. describe compound statements (eg: the nesting of if statements) <br/>
8. describe the purpose of the symbols<br/>
    { } ( ) [ ] < ><br/>
9. describe the actions of the relational operators: -<br/>
    < <= = = != > >=<br/>

<b>Outcome 6: Use suitable control structures and functions within a program
</b><br/>

Practical activities - the candidate will be able to<br/>
1. use control structures within the program utilising the loops: -<br/>
    * while<br/>
    * do...while<br/>
    * for<br/>
2. use control structures as part of a validation process<br/>
3. create functions with/without parameters<br/>
4. use a function to return a value<br/>
5. demonstrate the difference between local and global variables<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. identify the purpose and format of the: -<br/>
    * while<br/>
    * do...while<br/>
    * for<br/>
2. describe how control structures can assist in the validation of user input<br/>
3. state the purpose of functions in a program<br/>
4. explain why function prototypes have to be declared in a program<br/>
5. explain the difference between global and local variables<br/>
6. explain scope in relation to local and global variables<br/>
7. state the difference between passing parameters to a function: -<br/>
    * by value (copy) <br/>
    * by reference<br/>

<b>Outcome 7: produce programs, which are tested and presented to a specified/agreed Standard.</b><br/>
Practical activities - the candidate will be able to<br/>
1. write programs using case sensitivity to improve program readability<br/>
2. write syntax that is consistently indented<br/>
3. add documents to program using /**/<br/>
4. print a program listing<br/>
5. select an appropriate method to test for the expected outcome of the program<br/>
6. compare expected output from test data to the actual output of the run-time program. <br/>
7. provide evidence that the program complies with the specification<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. explain the need to use meaningful comments to a program to aid understanding of a program<br/>
2. state the benefits of printing a hard copy (program listing) of source code<br/>
3. identify that testing for expected output can assist in determining whether or not the program is working correctly and conforms to the specification<br/>

<b>City & Guilds Unit 202 Create Software Components using 'C++' Level 2 (Core) </b><br/>
<b>Rationale</b><br/>

The aim of this unit is to enable candidates to understand the principles required to create software using the 'C++' programming language. Candidate will develop the skills required to create and test software components to solve a given problem. <br/><br/>

There are 7 outcomes to this unit. The candidate will be able to<br/>
1. specify the basic tools required to create, compile and execute a program<br/>
2. perform output to the screen<br/>
3. construct and execute a 'C++' program using input, output and different data types <br/>
4. use pre-defined functions<br/>
5. use operators for arithmetic and logical purposes<br/>
6. use suitable control structures and functions within a program<br/>
7. produce programs, which are tested and presented to a specified/agreed standard <br/>

<b>Assessment</b><br/>

Assessment will be by means of a set assignment covering both practical activities, and a multiple choice test covering underpinning knowledge. <br/><br/>

<b>Outcome 1: Specify the basic tools required to create, compile and execute a program</b><br/>

Practical activities - the candidate will be able to<br/>
1. select the tools required to create source code<br/>
2. create a simple program using a 'C++' text editor<br/>
3. save and retrieve source code to/from disk<br/>
4. use the standard 'C++' input/output library <br/>
    #include<iostream.h><br/>
5. use meaningful names when naming programs<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. describe the meaning of a stand-alone program<br/>
2. identify the basic structure of a 'C++' program<br/>
3. identify the need for an #include<iostream.h> directives in a 'C++' program<br/>
4. describe the pre-processor stage<br/>
5. explain why source code is compiled<br/>
6. describe why object code is linked with library files in producing executable code<br/>
7. state the file types that are created when program code is fully compiled<br/>
8. describe the difference between source code, object code and executable code<br/>
9. identify which file typecan be edited<br/>
10. identify the processes required in saving and retrieving source code from disk<br/>

<b>Outcome 2: Perform output to the screen</b><br/>

Practical activities - the candidate will be able to<br/>

1. use the correct output syntax to produce screen massages<br/>
2. compile source code<br/>
3. interpret and resolve compilation error messages<br/>
4. edit source code<br/>
5. use stream manipulation in a program<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. describe the meaning of the following syntax: -<br/>
    * #include <br/>
    * #define<br/>
    * int main()<br/>
    * return <br/>
    * void main()<br/>
    * cout<<<br/>
    * cin>><br/>
    * ; (semi-colon) <br/>
    * /* */<br/>
    * //<br/>
2. identify the need for indentation in code to aid readability<br/>
3. state the purpose of compiling source code<br/>
4. describe the purpose of the following standard escape sequences: -<br/>
    endl \n \r \t \\ \a \" \' <br/>
5. explain the difference between compilation errors and run-time errors<br/>
6. state that some compilers produce object code that can only be run on a run-time system<br/>

<b>Outcome 3: Construct and execute a 'C++' program using input, output and different data types. </b><br/>
Practical activities - the candidate will be able to<br/>
1. create a program which defines data types<br/>
    * char <br/>
    * int<br/>
    * float<br/>
    * char[]<br/>
2. use cin>> to read from the keyboard. <br/>
3. use meaningful variable name<br/>
4. use #define to create symbolic name or constant in a program. <br/>
5. use const to declare constants of types: -<br/>
    * int<br/>
    * float<br/>
    * char<br/>
6. create and use one-dimensional arrays of types: -<br/>
    * char<br/>
    * int<br/>
    * float<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. identify the correct data types to be used in a program<br/>
2. state that variable names in 'C++' are case sensitive<br/>
3. explain that reason for using uppercase for symbolic constant names and lowercase for variables and function names<br/>
4. explain the difference between a character variable, and a character string<br/>
5. explain the purpose of the null terminator in relation to a string<br/>
6. identify the problems in using cin>> to input strings (whitespace) <br/>
7. explain the difference between strings and characters when using the symbols " " or ' '<br/>
8. explain the difference between a constant and a variable<br/>
9. identify the declaration construct an array<br/>
10. identify that data types must be compatible with the data being assigned<br/>

<b>Outcome 4: Use pre-defined functions</b><br/>

Practical activities - the candidate will be able to<br/>
1. use pre-defined function in a program similar to: -<br/>
    * getch()<br/>
    * getche()<br/>
    * cin.getline()<br/>
    * gets()<br/>
    * cltscr()<br/>
    * clreol()<br/>
    * tolower()<br/>
    * toupper()<br/>
2. convert strings using; <br/>
    * atoi()<br/>
    * atof()<br/>
3. use strcpy() to assign a string. <br/>
4. input strings using; <br/>
    * cin.getline()<br/>
    * gets()<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. identify the purpose of pre-defined functions<br/>
2. state the meaning of 'exceeding array bounds' when dealing with strings<br/>
3. state the purpose of the strcpy() function<br/>
4. explain the difference between echoed and non-echoed character input (eg: getch() and getche()<br/>
5. identify the appropriate pre-defined function for converting a string to a numeric value<br/>
6. identify the resulting data type when using atoi() and atof()<br/>

<b>Outcome 5: Use operators for arithmetic and logical purposes</b><br/>

Practical activities - the candidate will be able to<br/>
1. use the assignment operator = (equals) in a program<br/>
2. use the ++ and - operators in prefix and postfix mode<br/>
3. use the arithmetic operators: -<br/>
    i.e. * / - + %<br/>
4. use a conditional statement within a program which includes if and else<br/>
5. use a switch statement in a program<br/>
6. create simple and compound statements<br/>
7. use relational operators in a program<br/>
8. use logical operators in a program in decision making processes: -<br/>
    i.e. ! (not) && (and) || (or) <br/>
9. use constants to represent TRUE and FALSE<br/>
10. use the ASCII code as part of validation. <br/>

Underpinning knowledge - the candidate will be able to<br/>
1. identify the precedence of arithmetic operators<br/>
2. state the difference between the = and == symbols<br/>
3. identify the role of conditional statements within a program<br/>
4. identify the correct operators to use when making a conditional statement<br/>
5. state the use of a switch statement<br/>
6. describe the ++ and - - operators purpose in prefix and postfix mode<br/>
7. describe compound statements (eg: the nesting of if statements) <br/>
8. describe the purpose of the symbols<br/>
    { } ( ) [ ] < ><br/>
9. describe the order of precedence for arithmetic operators including the use of parenthesis<br/>
10. describe the actions of the relational operators: -<br/>
    < <= = = != > >=<br/>

<b>Outcome 6: Using suitable control structures and functions within a program</b><br/>
Practical activities - the candidate will be able to<br/>
1. use control structures within a program utilising the loops: -<br/>
    * while<br/>
    * do...while<br/>
    * for<br/>
2. use control structures as part of a validation process<br/>
3. create functions with/without parameters<br/>
4. use a function to return a value<br/>
5. demonstrate the difference between local and global variables<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. identify the purpose and format of the: -<br/>
    * while<br/>
    * do...while<br/>
    * for<br/>
2. describe how control structures can assist in the validation of user input<br/>
3. state that functions create a modular solution to a program and even main() is a function<br/>
4. state the purpose of functions in a program<br/>
5. explain why function prototypes have to be declared in a program<br/>
6. explain the difference between global and local variables<br/>
7. explain the meaning of scope in relation to local and global variables<br/>
8. state the difference between passing parameters to a function: -<br/>
    * by value (copy) <br/>
    * by reference<br/>

<b>Outcome 7: Produce programs, which are tested and presented to a specified/agreed 
</b><br/>

Standard<br/>
Practical activities - the candidate will be able to<br/>
1. write programs using case sensitivity to improve program readability<br/>
2. write syntax that is consistently indented<br/>
3. add comments to a program using /* */ and/or //<br/>
4. print a program listing<br/>
5. select an appropriate method to test for the expected outcome of a program<br/>
6. compare expected output from test data to the actual output of the run-time program<br/>
7. provide evidence that the program complies with the specification<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. explain the need to use meaningful comments to a program to aid understanding of a program<br/>
2. explain the difference between /* */ and / /<br/>
3. state the benefits of printing a hard copy (program listing) of source code<br/>
4. identify that testing for expected output can assist in determining whether or not the program is working correctly and conforms to the specification<br/>

<b>City & Guilds Unit 204 Create Software Components using Visual Basic Level 2 (Core) </b><br/>

<b>Rationale</b><br/>

The aim of this unit is to enable candidates to understand the principles required to create software using the Visual Basic programming language. Candidates will develop the skills required to create and test software components or small software systems to solve a given problem. <br/><br/>

There are 5 outcomes to this unit. The candidate will be able to: <br/>
1. manage the development environment<br/>
2. use components to create a Graphical User Interface (GUI) <br/>
3. create code for a specified software component<br/>
4. use the debug facilities of the development environment<br/>
5. test a software component and produce printed output<br/>

<b>Guided learning hours</b><br/>

The recommended guided learning hours for this unit are 90 hours. <br/>

<b>Assessment</b><br/>

Assessment will be by means of a set assignment covering practical activities and a multiple choice test covering underpinning knowledge. <br/>

<b>Outcome 1: manage the developed environment</b><br/>

Practical activities<br/>
The candidate will be able to: <br/>
1. access and exit the development environment<br/>
2. use the features of the development environment<br/>
3. use the find and find next menu command to locate specified words and strings in a project<br/>
4. use the replaced menu command to replace specified words and strings throughout the projects<br/>
5. add a control to and remove the control from the tools box for a project<br/>
6. create and save from (FRM) and projects files (VBP), with meaning full names
<br/>
Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. describe the purpose and function of the following file types: <br/>
    * BAS<br/>
    * EXE<br/>
    * FRM<br/>
    * VBP<br/>
2. state that controls can be added to the toolbox for a project from a supplied list or purchased from third parties<br/>
3. state the purpose of: <br/>
    * Help<br/>
    * Menus<br/>
    * Toolbar<br/>
    * Toolbox<br/>
    * Windows (code, debug, form, project, properties) <br/>
    * dialog boxes<br/>

<b>Outcome 2: use components to create a graphical user interface(GUI)

</b><br/>

Practical activities <br/>

The candidate will be bale to: <br/>
1. create a form and controls<br/>
2. use the menu editor<br/>
3. place a control on a form by drawing, selecting and dragging into position and resizing using control handles<br/>
4. change default properties of forms and control at design time<br/>
5. give meaning full name to forms and control using a consistent naming convention<br/>
6. change the setting of the colour properties of controls<br/>
7. change the settings of the text related properties of controls<br/>
8. change the setting of functional properties of control<br/>
9. change the setting of the position related properties of control<br/>
10. change the setting of the display related properties of control<br/>
11. use a frame control to group and contain others controls<br/>
12. select multiple control on a to drag the control as a group or to set a common property for the group<br/>
13. use copy and past to duplicate a control on a form<br/>
14. use the alignment grid to place controls accurately<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. identify Form1 as a default project start-up form<br/>
2. describe in simple terms the function of controls<br/>
3. state that each control type possesses a sub-set of the total number of available properties<br/>
4. state that, depending on the property and the control, a property setting may be: changed at design time or run-time; changed only at design time; not available at run-time<br/>
5. state that copied controls copy the property values from the original control<br/>
6. explain why copied controls create an indexed control<br/>
7. describe the use of dialog boxes and the main design features of forms used as dialog boxes<br/>
8. state the functions of the CommonDialog control properties: <br/>
     * CancelError<br/>
     * FileName<br/>
     * Filter<br/>
     * FilterIndex<br/>
     * Flags<br/>
     * ShowOpen<br/>
     * ShowPrinter<br/>
     * ShowSave<br/>
9. explain the use of controls<br/>
     * CheckBox<br/>
     * CommandButton<br/>
     * CommonDialog<br/>
     * Frame<br/>
     * HscrollBar<br/>
     * Image<br/>
     * Label<br/>
     * Line<br/>
     * Option Button<br/>
     * Shape<br/>
     * TextBox<br/>
     * Timer<br/>
     * VscrollBar<br/>
10. explain the purposed of the Menu Editor<br/>
11. state the purpose of the text related properties of controls: <br/>
     * Alignment<br/>
     * Caption<br/>
     * Font<br/>
     * MulitLine<br/>
     * Name<br/>
     * PasswordChar<br/>
     * Text<br/>
     * WorWrap<br/>
12. identify the settings of the colour properties of controls: <br/>
     * BackColor<br/>
     * BorderColor<br/>
     * FillColor<br/>
     * ForeColor<br/>
13. identify the settings of the functional properties of controls: <br/>
     * Cancel<br/>
     * Checked<br/>
     * Default<br/>
     * Enabled<br/>
     * Interval<br/>
     * LargeChenge<br/>
     * Max<br/>
     * Min<br/>
     * SmallChange<br/>
     * Value<br/>
14. state the purpose of the position related properties of control<br/>
     * Height<br/>
     * Left<br/>
     * Top<br/>
     * Width<br/>
     * X<br/>
     * Y<br/>
15. decribe the purpose of display related properties of controls<br/>
     * BackStyle<br/>
     * BorderStyle<br/>
     * BorderWidth<br/>
     * FillStyle<br/>
     * MousePointer<br/>
     * Shape<br/>
     * Transparent<br/>
     * Visible<br/>
     * WindowState<br/>

<b>Outcome 3: create a code for a specified software component
</b><br/>

Practical activities<br/>
The candidate will be able to: <br/>
1. use comments to document code<br/>
2. use consistent indentation and presentation of code to improve readability<br/>
3. declare all variable before use. <br/>
4. declare and use integer and string data types <br/>
5. declare and use constants and built in predefined constants as appropriate<br/>
6. use operators: <br/>
    * assignment operators: =, <, >, <>, <=, >=<br/>
    * relational operators: arithmetic operators: +, -, *, /<br/>
    * logical operators: AND, OR, NOT<br/>
7. create program constructed for iteration: <br/>
    * create program <br/>
    * DO WHILE<br/>
8. create program construction for selection<br/>
    * If<br/>
    * If....Else<br/>
    * Select Case<br/>
8. write function and procedures<br/>
10. use the MsgBox statement and function to display a message to the user and obtain the retain value<br/>
11.use the InputBox$ function to obtain an input string from the user<br/>
12.use methods: Move, Print, Refresh<br/>
13.read and write control properties during software execution<br/>
14.write event-handling code for events for controls<br/>
15.use menu controls to call up dialog boxes and position them<br/>
16.use the CommonDialog control to provide access to standard set of dialog boxes<br/>
17. use shortcut keys in captions, menus and controls<br/>
18. use the Do Events function<br/>
19. access a sequential text files. <br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. explain the meaning the meaning of the terms 'data type' and 'data type mismatch'<br/>
2. describe code as being in the form of Sub procedures; either as event<br/>
3. procedures associated with controls, or general procedures in separate code modules<br/>
4. describe the function of the Visual Basic syntax and the use of Option Explicit<br/>
5. describe the action which triggers following events: <br/>
     * Change<br/>
     * Click<br/>
     * DblClick<br/>
     * Form Load<br/>
     * MouseDown<br/>
     * MouseMove<br/>
     * MouseUp<br/>
     * Scroll<br/>
     * Timer<br/>
     * Menu Option<br/>
6. identify 'idle time' as the time between event processing and know that idle time is essential for is program to be bale to respond to new events<br/>
7. explain the purpose of the DoEvents function<br/>
8. state the syntax for: comments; Sub procedures; writing and reading property values<br/>
9. describe the logical and relational operations, the procedure rules for arithmetic and the effects of parenthesis<br/>
10. describe software start-up sequence with reference to Form1 and the Dub Main procedure<br/>
11. state limitations on the use of Visual Basic reserved words<br/>
12. describe the operation of iteration program constructs: For, Do, While<br/>
13. describe the operation of selection program constructs: If, If...Else, Select Case<br/>
14. describe the structure of a sequential file and the method of access: <br/>
     * Input<br/>
     * Output<br/>
     * Append<br/>
15. describe the operation of the FreeFile and EOF functions<br/>
16. explain the operation of the Open and Close statements<br/>
17. explain the importance of closing a file<br/>

<b>Outcome 4: use the debug facilities of the development environment
</b><br/>

Practical Activities<br/>
The candidate will be able to: <br/>
1. use debug facilities to locate logical error<br/>
2. break software execution using Ctrl+Break<br/>
3. set and clear breakpoints in code<br/>
4. use single-step mode to trace code execution<br/>
5. obtain variable values at breakpoints using available display windows<br/>
6. use the Debug. Print statement to obtain variable values<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. describe the operation and purpose of breakpoints in code<br/>

<b>Outcome 5: test a software component and produce printed output
</b><br/>

Practical activities<br/>
The candidate will be able to: <br/>
1. produce a diagram or a chart for a simple application program to show the relationship between controls and associated event processing and outcomes<br/>
2. use test data to determine the expected results from a software component<br/>
3. compare the expected to the actual results and correct any errors<br/>
4. resolve syntax, logical and run-time errors found during testing<br/>
5. provide evidence that the program complies with the specification<br/>
6. create an EXE file and test its operation<br/>
7. print forms (screen images) <br/>
8. print listing of code<br/>
9. provide evidence that control properties comply with the specification
<br/>
Underpinning knowledge
<br/>The candidate will be able to:
<br/>1. describe and distinguish between syntax errors and logical errors
<br/>2. identify the cause of a run-time error
<br/>3. state the reasons for testing software prior to implementation
<br/>4. identify that resting for expected output can assist in determining whether  or not a program is working correctly and conforms to the specification<br/>

<b>City & Guilds Unit 205 Create Software Components using Java Level 2 (Core) </b><br/>

<b>Rationale</b><br/>

The aim of this unit is to enable candidates to understand the principles required to create applets using the Java programming language. Candidate will develop the skills required to create and test software components or small software systems to solve a given problem. <br/><br/>
This unit has been written to comply with Java JDK1.2(Java 2). However, this does not preclude centres form using Swing components. <br/><br/>
There are 4 outcomes to this unit. The candidate will be able to<br/>
1. manage the development environment<br/>
2. use components to create a Graphical User Interface (GUI) <br/>
3. create code for a specified software component<br/>
4. test a software component and produce printed output<br/>

<b>Assessment</b><br/>
Assessment will be by means of a set assignment covering both practical activities, and a multiple choice test covering underpinning knowledge. <br/>

<b>Outcome 1: Manage the development environment</b><br/>

Practical activities - the candidate will be able to<br/>
1. access the development environment<br/>
2. create a source code file(java) for a java applet using a text<br/>
3. compile a source code file into a bytecode file (class) <br/>
4. resolve syntax errors flagged by the compiler<br/>
5. create an HTML file which contains a reference to a Java applet<br/>
6. run an applet using the appletviewer or a browser<br/>
7. exit the development environment<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. Describe the purpose and function of the following file types: <br/>
    * java<br/>
    * class<br/>
    * html<br/>
2. State the difference between a Java application and a Java applet<br/>
3. State the relationship between an applet, an HTML document and a browser<br/>

<b>Outcome 2: Use components to create a Graphical User Interface (GUI)
</b><br/>

Practical activities - the candidate will be able to
<br/>1. use a layout manager
<br/>2. create and use methods to manipulate components
<br/>3. create and use methods to manipulate a dialog
<br/>4. set the attribute values of components objects
<br/>5. load, display and scale images
<br/>6. draw lines and shapes and use different text fonts and font styles
<br/>7. implement a listener to handle events generated by components<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. describe the different layout managers and how they organise components in a container: -<br/>
    * flow<br/>
    * border<br/>
    * grid<br/>
2. describe components with which the user can interact via a mouse or keyboard: -<br/>
    * Text field<br/>
    * Label<br/>
    * Text area<br/>
    * Check box<br/>
    * Radio button<br/>
    * Choice<br/>
    * List<br/>
    * Button<br/>
    * Frame<br/>
    * Menu<br/>
3. describe containers, Frames and Menus<br/>
4. state that a Panel is a container used for organising components<br/>
5. describe modal and non-modal Dialog<br/>
6. state that a listener is implemented to enable an object to become an event listener and be notified of an event. <br/>

<b>Outcome 3: Create code for a specified software component
</b><br/>

Practical activities - the candidate will be able to
<br/>1. use comments to document code
<br/>2. use consistent indentation and presentation of code to improve readability<br/>
3. use the import statement to access predefined classes from packages
<br/>4. declare and use the data types: -
<br/>    * int
<br/>    * float
<br/>    * boolean
<br/>5. declare and use constants and built-in predefined constants as appropriate
<br/>6. create new objects
<br/>7. use and manipulate string, font and colour objects
<br/>8. create user-defined classes
<br/>9. use extends to create a user defined class
<br/>10. use operators: -
<br/>    assignment operator=
<br/>    relational operators: ==, <, >, !=, <=, >=
<br/>    arithmetic operators: +, -, *, /
<br/>    logical operators: && (AND), || (OR), ! (NOT)
<br/>11. use program constructs for iteration: -
<br/>    * for 
<br/>    * while
<br/>    * do...while
<br/>12. use program constructs for selection: -
<br/>    * if 
<br/>    * if...else
<br/>    * switch
<br/>13. use the break statement
<br/>14. modify colours using the RGB model
<br/>15. use the paint() method to draw an applet
<br/>16. use the drawString() method of a Graphic object to output text to the screen<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. describe in simple terms the operation of software where discrete sections of code run in response to user-initiated events<br/>
2. describe the syntax for comments: -<br/>
3. state that a class is a template for an object
<br/>4. identify the stricture of a class, its attributes and methods<br/>
5. describe the syntax for a method declaration, how its type is determined and its arguments specified<br/>
6. describe the logical and relational operators, the precedence rules for arithmetic and the effects of parenthesis<br/>
7. state limitations on the use of Java reserved words
<br/>8. describe the operation of iteration program constructs: -
<br/>    * for<br/> 
    * while<br/>
    * do...while<br/>
9. describe the operation of selection program constructs: -
<br/>    * if 
<br/>    * if...else
<br/>    * switch
<br/>10. state that the Abstract Widowing Toolkit (AWT) is a package of classes that implements most common User Interface (UI) components and also generates and manages events<br/>
11. describe the use of packages and the purpose of the import statement
<br/>12. describe applet security(read, write, delete, rename)
<br/>13. state that the init() method is used to load and initialise an applet<br/>
14. describe how the stop() method is called when execution of an applet is suspended and how the destroy() method is called when an applet <br/>

<b>Outcome 4: Test a software component and produce printed output</b><br/>

Practical activities - the candidate will be able to<br/>
1. use test data to determine the expected results from a software component
<br/>2. compare the expected to the actual results and correct any errors
<br/>3. use available tools to identify errors
<br/>4. resolve logical and run-time errors found during testing
<br/>5. provide evidence that the program complies with the specification
<br/>6. print the Graphical User Interface (screen images)
<br/>7. print listing of code<br/>

Underpinning knowledge - the candidate will be able to
<br/>1. describe and distinguish between syntax errors and logical errors
<br/>2. identify the cause of a run-time error
<br/>3. state the reasons for testing a software component prior to implementation
<br/>4. identify that testing for expected output can assist in determining whether or not a program is working correctly and conforms to the specification<br/>

<b>City & Guilds Unit 208 Web site design - Level 2 (Optional) </b><br/>

<b>Rationale </b><br/>

The aim of this unit is to equip candidates with the principles needed to be able to create and maintain a series of web pages, which collectively form what is commonly known as a web site. <br/><br/>
There are 6 outcomes to this unit. The candidate will be able to: <br/>
1. describe and apply the basics of web page development<br/>
2. undertake user requirements analyses<br/>
3. use appropriate development tools to implement web pages<br/>
4. test web sites<br/>
5. use graphics software to create and manipulate images on web pages<br/>
6. publish and maintain web sites<br/>

<b>Assessment </b><br/>

The assessment will be by means of a set assignment covering both practical activities and underpinning knowledge. <br/><br/>

<b>Outcome 1:Describe and apply the basics of web page development
</b><br/>

Practical activities
<br/>The candidate will be able to:
<br/>1. achieve desired effects for:
<br/>     * pages (set suitable default background page and text colours, background image)
<br/>    * text (font, size, style, colour)
<br/>    * paragraphs (paragraph and line breaks, indentation) using
<br/>        a. a text editor to apply specific HTML tags
<br/>        b. WYSIWYG HTML editing tools
<br/>2. convert images into formats suitable for inclusion on web pages 
<br/>
<b>Underpinning knowledge</b><br/>

The candidate will be able to: <br/>
1. describe the effects that different screen resolutions and colour depths have on web pages<br/>
2. explain the significance of the speed of the internet connection between the user's computer and the internet, (different file sizes and download times) <br/>
3. describe the main features and capabilities found in web browsers<br/>
4. state the main features of the Hypertext Markup Language (HTML) and identify its limitations <br/>
5. describe the importance of the pixel<br/>
6. explain the advantages and disadvantages between different graphics file formats suitable for use in a web page<br/>
7. explain the issues involving copyright law relevant to internet web sites<br/><br/>

<b>Outcome 2: Undertake user requirements analyses:</b><br/>

Practical activities<br/>
The candidate will be able to: <br/>
1. design web sites for target audiences using storyboarding<br/>
2. create appropriate structure diagrams demonstration the linking structure of web pages<br/>
3. produce project plans for the incremental development of web sites including the gathering of suitable resources<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. identify the functions of different web sites, for example: educational, governmental and commercial (reference, selling, promotion, entertainment) <br/>
2. describe the term 'target audience'<br/>
3. identify the importance of a 'house style'<br/>
4. explain the relative merits of different page layout styles (standard, tables, frames) <br/>
5. identify how maintenance and further development need to be considered during design<br/>

<b>Outcome 3: Use appropriate development tools to implement web pages
</b><br/>

Practical activities
<br/>The candidate will be able to:
<br/>1. create templates for pages used within a web site based upon house styles<br/>
2. embed images within web pages
<br/>    a. set suitable alignment attributes
<br/>    b. use the Alt tag to provide the user with alternative meaningful information
<br/>3. use tables to enhance the layout of
<br/>    a. text and graphics
<br/>    b. tabular information
<br/>4. use anchors (bookmarks) to establish hyperlinks within a single web page<br/>
5. use hyperlinks to:
<br/>    a. pages within the same web<br/>
    b. other sites on the World Wide Web<br/>
    c. e-mail<br/>
    d. FTP<br/>
6. create image maps<br/>
7. use meta tags to add keyword information to pages to aid search engines<br/>

<b>come 4: Test web sites

</b><br/>

Practical activities
<br/>The candidate will be able to:
<br/>1. verify all inks to work as expected
<br/>2. use different browsers to preview pages and verify all components appear as expected<br/>

<b>Outcome 5: Use graphics software to create and manipulate images on a web page</b><br/>
Practical activities<br/>
The candidate will be able to:
<br/>1. resize images within web sites:
<br/>    a. for use as background images on pages
<br/>    b. for use as icons or thumbnails
<br/>    c. to specific dimensions
<br/>2. apply transparency to images
<br/>3. use file compression to achieve optimal quality of images within constraints (file size, download times) <br/>
4. apply 'web safe' palettes of colours to images<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. explain the factors that can affect the file size of an image: <br/>
    a. number of colours<br/>
    b. file compression<br/>
    c. physical pixel dimension<br/>
    d. file type<br/>
2. describe the advantage of 'transparency' when applied to an image<br/>
3. explain a purpose of using a 'web safe' palette of colours<br/>

<b>Outcome 6: Publish and maintain web sites</b><br/>

Practical activities<br/>
The candidate will be able to: <br/>
1. use software to manage the development of web sites<br/>
2. publish (upload) websites to Internet/Intranet or other web servers<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. identify how the site can be promotes (register with search engine, advertise, exchange links with other sites) <br/>
2. state the need for security when sending certain types of information across the Internet<br/>
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	For the award of the Advanced Diploma, candidates must successfully complete the assessments for one of units 301-305 plus 306 and 307, plus any two other units, from 301-311 within the Level 3 Advanced Diploma for IT Practitioners (Software Development) award. <br/><br/>

Core units <br/>
301 Develop software using 'C'<br/>
302 Develop software using C++<br/>
304 Develop software using Visual Basic<br/>
305 Develop software using Java<br/>
306 Create designs for software<br/>
307 Requirements analysis and systems specification<br/>

Optional units<br/> 
309 Web site design<br/>
311 Relational database <br/>

	
<b>City & Guilds Unit 306 Create designs for Software (Mandatory) </b><br/>
<b>Rationale</b><br/>

The aim of this unit is to enable candidates to develop the skills required to create a detailed software design specification from a given outline program design specification. <br/>
There are 5 outcomes to this unit. The candidate will be able to<br/>
1. explain the concepts of software design<br/>
2. use diagrammatical representation for design<br/>
3. specify data types and data structures<br/>
4. develop a software design specification<br/>
5. validate the completed design specification<br/>
6. identify Health and Safety requirements<br/>

Assessment<br/>
Assessment will be by means of a set assignment covering both practical activities and underpinning knowledge. <br/>

Outcome 1: Explain the concepts of software design<br/>
Underpinning knowledge - the candidate will be able to<br/>
1. describe the advantages in adopting a formal design procedure: <br/>
    * maintainability of code<br/>
    * reliability of code <br/>
    * reusability of code<br/>
    * comprehension of code<br/>
    * hardware independence (portability of code) <br/>
    * code is easily checked and tested<br/>
    * language independence<br/>
2. List and describe the three fundamental program constructs: <br/>
    * sequence<br/>
    * selection<br/>
    * iteration<br/>
3. Describe and distinguish between various types of iteration: <br/>
    * definite<br/>
    * indefinite<br/>
    * pre-condition<br/>
    * post-condition<br/>
4. Describe the purpose and value of using a structured approach by transferring control to <br/>
    * functions<br/>
    * procedures/subroutines<br/>
    * class interfaces<br/>
and five examples of their use<br/>
5. describe the top-down and bottom-up approaches to program design<br/>
6. explain the need for consistency and traceability when naming variables, files, function, procedures/subroutines, objects, attributes/ properties and methods<br/>
7. list the information that should be contained in a program specification, see Appendix A blow<br/>

Outcome 2: Use diagrammatical representation for design<br/>
Practical activities - the candidate will be able to<br/>
1. interpret<br/>
    * an Event/Action chart<br/>
    * a structure chart<br/>
    * an object model <br/>
    * a State Transition Diagram (STD) <br/>
    * an Event-state table<br/>
    * a flowchart<br/>
    * process specification (eg; structured English/ pseudocode) <br/>
2. interpret file, screen and print layouts<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. explain how an Event/Action chart is used to represent the links between events and code for an event-driven program<br/>
2. explain how event-driven programs respond to events initiated by a user<br/>
3. explain how a structure chart is used to represent the links between code modules for a procedural program<br/>
4. explain why procedural program modules should have high cohesion and low coupling<br/>
5. explain how an object model is used to show the links between objects for an object oriented program<br/>
6. describe how objects encapsulate data<br/>
7. explain how objects are accessed through their interfaces<br/>
8. explain that real-time programs respond to events which cause a change from one state to another<br/>
9. explain that a State Transition Diagram provides a diagrammatical representation of the possible states, transitions and enabling events in a real-time program<br/>
10. identify that a transition between states takes place as a result of an event occurring<br/>
11. explain that each entry in an Event-state table for a real-time program defines: <br/>
    * any condition that must be satisfied<br/>
    * the necessary action to be performed as a result of the event<br/>
    * the new state<br/>

Outcome 3: Specify data types and data structures<br/>
Practical activities - the candidate will be able to<br/>
1. document the designs of a program by specifying: <br/>
    * variable names and data types<br/>
    * argument names and data types<br/>
    * return value data types<br/>
    * objects, attributes/properties and methods<br/>
    * data structures<br/>
    * external and internal filename(s) <br/>
    * file access method<br/>
    * user-defines data types<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. identify the basic data types: integer, floating point, character, string, boolean<br/>
2. explain the purpose of a pointer data type<br/>
3. explain that an object is made up of attributes/properties and methods<br/>
4. describe one-dimensional arrays, multi-dimensional arrays and the use of subscripts<br/>
5. explain the meaning of the terms file, record and field and describe the relationships between them<br/>
6. explain that fields in a file should be as small as possible to reduce the overall file size<br/>
7. describe the access methods for files<br/>
    * sequential<br/>
    * random<br/>
8. explain the advantages of using random access files<br/>
9. explain the difference between an external filename and an internal filename<br/>
10. explain that all accesses to a file must be checked for successful completion<br/>
11. list the types of errors that can occur when accessing a file, (eg; file does not exist, record does not exist, read past end of file, hardware fault) <br/>
12. explain the purpose of a used-defined data type<br/>
13. explain how a data structure can be used to create the following: <br/>
    * table<br/>
    * stack<br/>
    * queue<br/>
    * tree<br/>
    * linked list<br/>
14. describe algorithms for sorting: <br/>
    * bubble sort<br/>
    * quicksort<br/>
15. describe algorithms for searching: <br/>
    * serial search<br/>
    * binary search<br/>

Outcome 4: Develop a software design specification<br/>
Practical activities - the candidate will be able to<br/>
1. identify from an outline design specification the software components required<br/>
2. select and produce suitable diagrammatical representations for different programming requirements: <br/>
    * event-driven<br/>
    * procedural<br/>
    * object-oriented<br/>
    * real-time<br/>
3. produce program design language alogorithms for components<br/>
4. insert references to any pre-written library routines or objects to be used<br/>
5. specify<br/>
    * the peripherals required<br/>
    * error handling routines to trap errors<br/>
    * screen error messages<br/>
    * security measures<br/>
    * constraints, (eg: file size, hardware) <br/>
6. apply validation checks to input data<br/>
7. produce file, screen and print layouts<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. explain that pseudocode, structured English or flowcharts may be used as program design language<br/>
2. explain the advantages of using pre-written library routines or objects (eg: built-in, in-house, third-party) <br/>
3. explain the need for validation checks on data input<br/>
4. identify the different types of validation check that may be performed (eg: range, type (alphabetic, numeric), check digits, hash totals) <br/>
5. explain he importance of designing programs to handle error conditions<br/>
6. list examples of error conditions that can occur in software<br/>
7. explain the need for security measures: <br/>
    * backup<br/>
    * passwords<br/>

Outcome 5: Validate the completed design specification <br/>
Practical activities - the candidate will be able to<br/>
1. prepare a test plan for logical testing<br/>
2. derive the expected results from a given set of test data<br/>
3. use the technique of dry running to test the logic of a design<br/>
4. check the design for consistency and completeness<br/>
5. check that quality criteria is met by the design<br/>
6. verify that the design conforms fully with the given specification<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. explain the need for testing with invalid input data as well as valid input data<br/>
2. explain the importance of testing boundary limits<br/>
3. list the advantages of a rigorous and standardised method of design for a large system, where a team of people will be involved in the implementation of software<br/>
4. explain the benefits of planned incremental implementation and testing of software components<br/>
5. describe the quality criteria which should be met by the design: <br/>
    * effectiveness<br/>
    * modifiability<br/>
    * portability<br/>
    * use of standard routines<br/>
    * reliability<br/>
    * reusability<br/>
    * store usage<br/>
    * security<br/>
    * ease of operation<br/>

Outcome 6: Identify Health and Safety requirements<br/>
Practical activities - the candidate will be able to<br/>
1. maintain a safe working environment for self and others<br/>
2. use safe working practices at all times<br/>
3. operate equipment according to suppliers, manufacturers and/or workplace requirements<br/>
4. use and maintain equipment, materials and accessories to a safe standard<br/>
5. use reporting procedures to report any hazards<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. describe what elements and practices create a good working environment<br/>
2. identify the health and safety precautions to adopt when using a computer<br/>
3. identify injuries common in a bad working environment<br/>
4. identify cleaning procedures related to IT equipment<br/>
5. explain the term 'ergonomics'<br/>
6. describe the main points of relevant legislation: Health and Safety at work Act 1974, electrical regulations, working with VDU's, COSHH regulations<br/>
7. explain the importance of keeping fire doors and exits clear and unblocked<br/>
8. describe the use of different types of fire extinguishers, in particular those suitable for use in the IT envionment. <br/>

Appendix A - Information in a program specification<br/>
In order to provide a complete basis for design, a program specification will needf to contain most or all of the following information: <br/>
    * User needs, expectations and experience<br/>
    * Input and output specifications<br/>
         - file formats<br/>
         - file access methods<br/>
         - record design<br/>
         - data definitions<br/>
         - data types<br/>
         - data strictures<br/>
         - quantity<br/>
         - acceptable values<br/>
    * Processing requirements description to be read by: <br/>
         - users<br/>
         - management<br/>
         - audit<br/>
    * Reports required<br/>
         - print layout<br/>
         - screen layout<br/>
         - file format<br/>
    * Code structures to be used<br/>
    * Peripherals to be used<br/>
    * Controls necessary to prove that: <br/>
         - correct files were input<br/>
         - all of the data input has been processed<br/>
         - all of the data is accounted for on output<br/>
    * Quality criteria to be met by the design, particularly in terms of: <br/>
         - effectiveness<br/>
         - modifiability<br/>
         - portability<br/>
         - use of standard routines<br/>
         - store usage<br/>
         - security<br/>
         - ease of operation<br/>
         - reliability<br/>
         - re-usability<br/>
    * Other criteria<br/>
         - run-time parameters<br/>
         - operator-controlled insertions (if any) <br/>
         - system-generated data<br/>
         - error reports<br/>
         - management information<br/>
    * Program test plan<br/>
         - data in<br/>
         - expected output<br/>

<b>City & Guilds Unit 307 Requirements analysis and systems specification (Mandatory) </b><br/>

<b>City & Guilds Unit 301 Develop Software using 'C' (Core) 
</b><br/>
<b>Rationale</b><br/>

The aim of this unit is to enable candidates to understand the principles required to develop software using the 'C' programming language. Candidate will develop the skills required to design, create and test software components to solve a given problem. <br/><br/>

There are 7 outcomes to this unit. The candidate will be able to<br/>
1. interpret program specifications to develop software<br/>
2. develop software components <br/>
3. use functions<br/>
4. use pre-defined functions<br/>
5. save and retrieve data from disk<br/>
6. describe the principles of software testing and management<br/>
7. produce documentation <br/><br/>
Assessment<br/>
Assessment will be by means of a set assignment covering both practical activities, and a multiple choice test covering underpinning knowledge. <br/><br/>

Outcome 1: Interpret program specifications to develop software<br/>
Practical activities - the candidate will be able to<br/>
1. use program specifications to design a solution<br/>
2. use the design to select the most appropriate components to solve the problem<br/>
3. create software from the design using a 'C' text editor<br/>
4. use suitable validation to control user input<br/>
5. use good coding practice in the implementation of the design<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. specify the components required to create software from project specifications<br/>
2. identify the need for program design<br/>
3. identify the need for effective validation within a program<br/>
4. explain the need for comments in a program<br/>
5. explain the need for indentation in a program<br/>
6. explain the need for consistency in the coding of the program<br/>
7. identify that all languages use algorithms<br/>
8. identify that control structures take on a similar role between languages: -<br/>
    * selection <br/>
    * sequence<br/>
    * iteration<br/>

Outcome 2: Develop software components<br/>
Practical activities - the candidate will be able to<br/>
1. develop programs using the data types int, float, double and char<br/>
2. use the data qualifiers long, short, signed and unsigned<br/>
3. declare and use struct<br/>
4. declare and use an array of structures<br/>
5. declare and initialise a pointer<br/>
6. use pointers to access and alter values stored<br/>
7. use indirection operators<br/>
8. use switch statements<br/>
9. design algorithms to validate user input<br/>
10. construct and use one and two dimensional arrays of data types: -<br/>
       int[] char[] float[]<br/>
11. develop header files to define shared constants and functions<br/>
12. use header files to define constants, external functions and simple madros<br/>
13. use the assignment operators: -<br/>
       = += _=     *= /= %=<br/>
14. use casting in a program<br/>
15. use the ++ and - - operators in prefix and postfix modes<br/>
16. use enumeration to specify a set of constants<br/>
17. use auto, static, extern, const and typedef in a program<br/>
18. use free and malloc to manage memory<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. describe the format of struct<br/>
2. identify an array of structures<br/>
3. explain that a pointer is a variable that holds the memory address of another variable<br/>
4. state the purpose of the indirection operator<br/>
5. explain that the name of an array is equivalent to a pointer to the first element of that array<br/>
6. identify the use of switch statement in selection<br/>
7. describe the purpose of default, break and continue in a switch statement<br/>
8. explain why it is necessary to validate user input<br/>
9. explain the difference between a one and two-dimensional array<br/>
10. describe the component parts of a string<br/>
11. identify the declaration of user defined header files<br/>
12. describe the use of the assignment operators =, +=, _=,     *=, /= and %=<br/>
13. explain the reason for casting<br/>
14. describe the use of enum, auto, static, extern, const and typedef in a program<br/>
15. explain the concept of dynamic memory allocation<br/>
16. identify that the keywords free and malloc are concerned with memory management<br/>
17. explain properties of the ++ and - - incrimination operators in prefix and postfix modes<br/>

Outcome 3: Use functions<br/>
Practical activities - the candidate will be able to<br/>
1. create a program using functions and pass values by value (copy) <br/>
2. create a program using functions and pass values by reference using the & operator<br/>
3. pass structures to functions: -<br/>
    * by value (copy) <br/>
    * by reference<br/>
4. pass strings to functions<br/>
5. create functions that return values to the calling function of data types: -
       char int float. <br/>

Underpinning knowledge - the candidate will be able to<br/>
1. describe the meaning of pass by value (copy) of function<br/>
2. describe the meaning of pass by reference to functions<br/>
3. describe the purpose of the reference operator &<br/>
4. identify the return type of a function<br/>
5. explain the need for function prototypes<br/>
6. explain the declaration of variable and pointers in function arguments (eg: in parenthesis) <br/>

Outcome 4: Use pre-defined functions<br/>
Practical activities - the candidate will be able to<br/>
1. use pre-defined functions: -<br/>
    * strcpy()<br/>
    * strcat()<br/>
    * strlen()<br/>
    * atoi()<br/>
    * atof()<br/>
    * gets()<br/>
    * puts()<br/>
    * toupper()<br/>
    * tolower()<br/>
2. use #define in a program<br/>
3. use a clear screen function<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. explain the difference between #include and #define directives<br/>
2. identify from given specification data type(s) to be used<br/>
3. identify the correct use of: -<br/>
    * strcpy()<br/>
    * strcat()<br/>
    * strlen()<br/>
    * atoi()<br/>
    * atof()<br/>
    * gets()<br/>
    * puts()<br/>
    * toupper()<br/>
    * tolower()<br/>

Outcome 5: Save and retrieve data from disk<br/>
Practical activities - the candidate will be able to<br/>
1. use standard header files to define functions and data types for input/output routines<br/>
2. manipulate files: -<br/>
    * write to a file<br/>
    * read from a file<br/>
    * append to a file<br/>
3. create files of type: -<br/>
    * text<br/>
    * binary<br/>

4. declare file pointers<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. explain the need for a file pointer<br/>
2. explain the purpose of input and output modes<br/>
3. explain the importance of closing a file after use<br/>

Outcome 6: Describe the principles of software testing and management<br/>
Practical activities - the candidate will be able to<br/>
1. verify that the program conforms to the design specification <br/>
2. dry run a program<br/>
3. implement change control procedures<br/>
4. test the software according to a prepared test plan<br/>
5. determine the expected outcome from a program<br/>
6. compare the expected outcome to the actual outcome and decide of the program is working correctly<br/>
7. keep a long of the results for each test<br/>
8. clearly identify any discrepancies and any amendments made to correct errors<br/>
9. resolve logical and run-time errors found during testing<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. explain the reasons for testing a program prior to implementation<br/>
2. describe the meaning of a dry run<br/>
3. describe the meaning of a compilation error<br/>
4. describe the meaning of a run-time error<br/>
5. describe the purpose of test data<br/>
6. explain the need to test software in the target environment<br/>
7. state the difference between interfacing and integration<br/>
8. explain why software is integrated<br/>
9. state that interface testing is conducted to evaluate whether systems or components pass data and control correctly to one another<br/>
10. state that interface design is the activity concerned with the interfaces of the software system contained in the software requirements documentation<br/>
11. state that interfacing consolidates the interface descriptions into a single interface description of the software system as a whole<br/>
12. explain the need for an overall control when developing software projects<br/>
13. identify the benefits of teamwork to avoid duplication of effort, when working on a large project<br/>
14. describe the need for control and documentation of any changes to programs<br/>

Outcome 7: Produce documentation<br/>
Practical activities - the candidate will be able to<br/>
1. produce end user instructions that are clear and unambiguous<br/>
2. produce technical documentation to describe the purpose of the program and its operation<br/>
3. print listing of code<br/>
Underpinning knowledge - the candidate will be able to<br/>
1. identify the need for end user instructions<br/>
2. describe the need for technical documentation to aid future maintenance and reusability <br/>

<b>y & Guilds Unit 302 Develop Software using 'C++' (Core) </b><br/>
<b>Rationale </b><br/>

The aim of this unit is to enable candidates to understand the principles required to develop software using 'C++' programming language. Candidates will develop the skills required to design, create and test software to solve a given problem. <br/><br/>

There are 8 outcomes to this unit. The candidate will be able to: <br/>
1. Interpret program specifications to develop software<br/>
2. Develop software components<br/>
3. Use functions<br/>
4. Use pre-defined functions<br/>
5. Save and retrieve data from disk<br/>
6. Use Object Oriented Programming (OOP) <br/>
7. Describe the principles of software testing and management<br/>
8. Produce documentation. <br/>

Guided learning hours<br/>
The recommended guided learning hours for this unit are 90 hours. <br/>

Assessment<br/>
Assessment will be by means of a set assignment covering practical activities, and a multiple choice test covering underpinning knowledge. <br/><br/>

Outcome 1: Interpret program specifications to develop software. <br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. Use program specifications to design a solution<br/>
2. Use the design to select the most appropriate components to solve the problem<br/>
3. Create software from the design using a 'C++' text editor<br/>
4. Use suitable validation to control user input<br/>
5. Use good coding practice in the implementation of the design. <br/>

Underpinning knowledge <br/>
The candidate will be able to: <br/>
1. Specify the components required to create software from project specifications<br/>
2. Identify the need for program design<br/>
3. Identify the need for effective validation within a program<br/>
4. Explain the need for comments in a program<br/>
5. Explain the need for indentation in a program<br/>
6. Explain the need for consistency in the coding of the program<br/>
7. Identify that all languages use algorithms<br/>
8. Identify that control structures take on a similar role between languages i.e:- <br/>
    * Selection<br/>
    * Sequence<br/>
    * Iteration. <br/>

Outcome 2: Develop software components. <br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. Develop programs using the data types int, float, double and char, static, auto and const<br/>
2. Use the data qualifiers long, shirt, signed and unsigned<br/>
3. Declare and use struct<br/>
4. Declare and initialise a pointer<br/>
5. Use pointers to access and alter values stored<br/>
6. Use indirection operators<br/>
7. Use switch statements<br/>
8. Design algorithms to validate user input<br/>
9. Construct and use one and two dimensional arrays of data types:- <br/>
int[] char[] float[]<br/>
10. Develop header files to define shared constants and functions<br/>
11. Use header files to define constants, external functions and simple macros<br/>
12. Use the assignment operators:- <br/>
-+= -=     *= /= %=<br/>
13. Use casting in a program<br/>
14. Use the ++ and - operators in prefix and postfix modes<br/>
15. Use enumeration to specify a set of constants<br/>
16. Use local and global variables in a program<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. Describe the format of a struct<br/>
2. Identify an array of structures<br/>
3. Explain that a pointer is a variable that holds the memory address of another variable<br/>
4. State the purpose of the indirection operator<br/>
5. Explain that the name of an array is equivalent to a pointer to the first element of that array<br/>
6. Identify the use of a switch statement in selection<br/>
7. Describe the purpose of default, break and continue in a switch statement<br/>
8. Explain why it is necessary to validate user input<br/>
9. Explain the difference between a one and two-dimensional array<br/>
10. Describe the component parts of a string<br/>
11. Identify the declaration of user header files<br/>
12. Describe the use of the assignment operators =, +=, +=, /= and %=<br/>
13. Explain the reason for casting in a program<br/>
14. Describe enumeration<br/>
15. Explain properties of the ++ and - incrimination operators in prefix and postfix modes<br/>
16. Explain the use of <br/>
    * Static<br/>
    * Auto<br/>
    * Const<br/>
17. Identify the difference between local global variables<br/>
18. Describe the use of the NULL pointer<br/>
19. Identify the declaration of one and two-dimensional arrays. <br/>

Outcome 3: Use functions. <br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. Create a program using functions and pass values by value (copy) <br/>
2. Create a program using functions and pass values by reference using the & operator<br/>
3. Pass structures to a function:- <br/>
    * by value<br/>
    * by reference<br/>
4. Pass strings to functions<br/>
5. Create functions that return values to the calling function of the data types:-
char int float <br/>
6. Use const in function parenthesis<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. Describe the meaning of pass by value (copy) to functions<br/>
2. Describe the meaning of pass by reference to functions<br/>
3. Describe the purpose of the reference operator &<br/>
4. Identify the return type of a function<br/>
5. Explain the need for function prototypes<br/>
6. Explain the declaration of variables and pointers in function arguments i.e. parenthesis<br/>
7. Explain why defaults parameters are used<br/>
8. Describe how functions can be overloaded<br/>
9. Describe the use of const in function parenthesis. <br/>


Outcome 4: Use pre-defined function. <br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. Use pre-defined functions e.g.: -<br/>
    * strcpy()<br/>
    * strcat()<br/>
    * strlen()<br/>
    * atoi()<br/>
    * atof()<br/>
    * gets()<br/>
    * puts()<br/>
    * toupper()<br/>
    * tolower()<br/>
2. Use #define or const in a program<br/>
3. Use a clear screen function. <br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. Explain the difference between #include and #define directives<br/>
2. Explain the scope of const<br/>
3. Identify and describe the pre-defined functions e.g.:- <br/>
    * strcpy()<br/>
    * strcat()<br/>
    * strlen()<br/>
    * atoi()<br/>
    * atof()<br/>
    * gets()<br/>
    * puts()<br/>
    * toupper()<br/>
    * tolower().<br/>

Outcome 5: Save and retrieve data from disk<br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. Use standard header files to define functions and data types for input/output routine<br/>
2. Manipulate files: -<br/>
    * Write to a file<br/>
    * Read from a file<br/>
    * Append to a file<br/>
3. Create files of type:- <br/>
    * Text<br/>

    * Binary<br/>
4. Declare file objects<br/>
5. Use cerr in a program<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. Explain the need for a file object<br/>
2. Explain the purpose of input and output modes<br/>
3. Explain the importance of closing a file after use<br/>
4. Explain the correct method to close a file on disk<br/>
5. Identify the purpose of the file streams fstrem, istream and ostream<br/>
6. Identify the hierarchy of the handling streams<br/>
7. Explain the purpose of cerr. <br/>

Outcome 6: Use Object Oriented Programming (OOP) <br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. Use classes in program design incorporating:- <br/>
    * Objects<br/>
    * Methods<br/>
    * Attributes<br/>
2. Use the scope resolution operator:: <br/>
3. Use functions of types: -<br/>
    * inline<br/>
    * friend<br/>
4. Create derived classes which:- <br/>
    * are derived<br/>
    * uses inheritance<br/>
5. Use the following in a program:- <br/>
    * constructor<br/>
    * destructor<br/>
6. Use the this pointer in a program. <br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. Identify a program that uses classes<br/>
2. Explain an instance of a class<br/>
3. Describe what is meant by the keywords private and public<br/>
4. Describe the difference between attributes and methods<br/>
5. Explain the meaning of :- <br/>
    * encapsulation<br/>
    * inheritance<br/>
    * polymorphism<br/>
6. Explain the purpose of:- <br/>
    * an inline function<br/>
    * a friend function<br/>
7. Explain what is meant by reusability<br/>
8. Explain the purpose of a constructor and a destructor in a program<br/>
9. Explain the purpose of the tilde (~)<br/>
10. Describe the purpose of the scope resolution operator :: <br/>
11. Describe the purpose of the scope of this pointer<br/>
12. Explain that an object of a class be initialised when instantiated<br/>
13. Describe the main components of an object. <br/>

Outcome 7: Describe the principles of software testing and management
Practical activities<br/>
The candidate will be able to: <br/>
1. Verify that the program conforms to the design specification<br/>
2. Dry run a program<br/>
3. Implement change control procedures<br/>
4. Test the software according to a prepared test plan<br/>
5. Determine the expected outcome from a program<br/>
6. Compare the expected outcome to the actual outcome and decide if the program is working correctly<br/>
7. Keep a log of the results for each test<br/>
8. Clearly identify any discrepancies and any amendments made to correct errors<br/>
9. Resolve logical and run-time errors found during testing. <br/>

Underpinning knowledge<br/>
The candidate will be able to<br/>:
1. Explain the reasons for testing a program to implementation<br/>
2. Describe the meaning of a dry run<br/>
3. Describe the meaning of a compilation error<br/>
4. Describe the meaning of a run-time error<br/>
5. Describe the purpose of test data<br/>
6. Explain the need to test software in the target environment<br/>
7. State the difference between interfacing and integration<br/>
8. Explain why software is integrated<br/>
9. State that interface testing is conducted to evaluate whether systems or components pass data and control correctly to one another<br/>
10. State that interface design is the activity concerned with the interface of the software system contained in the software requirements documentation<br/>
11. State that interfacing consolidates the interface descriptions into a single interface description of the software system as a whole<br/>
12. Explain the need for an overall control when developing software projects<br/>
13. Identify the benefits of team work to avoid duplication of effort, when working on a large project<br/>
14. Describe the need for control and documentation of any changes to programs<br/>

Outcome 8: Produce documentation<br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. Produce end user instructions that are clear and unambiguous<br/>
2. Produce technical documentation (including any class interface) to describe the purpose of the program and its operation<br/>
3. Print listing of code<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. Identify the need for end user instructions<br/>
2. Describe the need for technical documentation to aid future maintenance and reusability. <br/>

<b>City & Guilds Unit 304 Develop Software using Visual Basic (Core) </b><br/>
<b>Rationale</b><br/>

The aim of this unit is to enable candidates to understand the principles required to develop software using the Visual Basic programming language. Candidate will develop the skills required to design, create and test software components to solve a given problem. <br/><br/>

There are 6 outcomes to this unit. The candidate will be able to<br/>
1. interpret program specifications to develop software <br/>
2. use components to create a Graphical User Interface(GUI) <br/>
3. use built-in database management features<br/>
4. develop code for implementation<br/>
5. test software using change control<br/>
6. produce documentation <br/><br/>

Assessment<br/>
Assessment will be by means of a set assignment covering both practical activities, and a multiple choice test covering underpinning knowledge. <br/><br/>

Outcome 1: Interpret program specifications to develop software<br/>
Practical activities - the candidate will be able to<br/>
1. design a solution to meet a given specification<br/>
2. identify and document input screens and output layouts<br/>
3. select the most appropriate controls and events to fulfil the specification<br/>
4. identify constants, variables, procedures, functions and modules required<br/>
5. use meaningful names for forms, controls, procedures, functions and modules using consistent naming conventions<br/>
6. identify the links between events, procedures, functions and modules<br/>
7. use a suitable method to document the code required for each procedure, function or module (eg: pseudocode, flowchart or structured English) <br/>
8. provide a solution which is structured, easily maintained and fulfils the specification<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. identify the need for program design<br/>
2. explain the need for effective validation of input data in software<br/>
3. explain the need for consistency in naming<br/>

Outcome 2: Use components to create a Graphical User Interface(GUI) <br/>
Practical activities - the candidate will be able to<br/>
1. select and use controls<br/>
2. change the settings for the properties of controls<br/>
3. set the CancelError property of the CommonDialog<br/>
4. select and use bound controls<br/>
5. set the DataSource and DataField properties of bound controls to enable access to database records<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. explain the purpose and action of controls<br/>
    * Data<br/>
    * CommonDialog<br/>
    * ComboBox<br/>
    * Image<br/>
    * ListBox<br/>
    * PictureBox<br/>
    * CheckBox<br/>
    * TextBox<br/>
2. explain the purpose of the properties of controls<br/>
    * ActiveForm<br/>
    * ActiveControl<br/>
    * AddItem<br/>
    * AutoSize<br/>
    * AutoRedraw<br/>
    * Cancel<br/>
    * DatabaseName<br/>
    * Default<br/>
    * DragIcon<br/>
    * DrawWidth<br/>
    * Icon<br/>
    * Index<br/>
    * KeyPreview<br/>
    * List<br/>
    * ListCount<br/>
    * ListIndex<br/>
    * MousePointer<br/>
    * Picture<br/>
    * RecordSet<br/>
    * RecoedSource<br/>
    * Selected<br/>
    * TabStop<br/>
    * Tag<br/>
    * TextWidth<br/>
    * Width<br/>
3. describe the purpose of a Bound control<br/>
    * ComboBox<br/>
    * PictureBox<br/>
    * CheckBox<br/>
    * TextBox<br/>
4. describe how the List and ListIndex properties can be used to set and return list items<br/>

Outcome 3: Use built-in database management features<br/>
Practical activities - the candidate will be able to<br/>
1. declare and use object variables of Database and Recordset type<br/>
2. reference the properties of a database and a recordset via object variables<br/>
3. use the Refresh method on a data control to open a database and build a dynaset type recordset in the control's Recoedset property
<br/>4. use the OpenDatabase and OpenRecordset methods to return a set of records from a database and assign them to the Recordset property of a Data control
<br/>5. use Data control in conjunction with bound controls to navigate and display individual records from a database table
<br/>6. use MoveFirst, MoveLast, MoveNext and MovePrevious methods for navigation
<br/>7. use Validate and Reposition data control events when editing records
<br/>8. use Edit, Update, Add and Delete methods<br/>
9. use FindFirst and FindNext methods to find records<br/>
10. set the Bookmark property<br/>
11. use an embedded SQL query statement to implement a search<br/>

Underpinning knowledge - the candidate will be able to<br/>
1. describe the features of a record structured database<br/>
2. identify appropriate data types for the fields in a given record
<br/>3. describe the purpose of an index
<br/>4. state that a primary key field is used to uniquely identify a record<br/>
5. state the syntax and structure of basic SQL queries<br/>
6. state the reasons for timely archiving of records from a database: -
<br/>    * size
<br/>    * loss of data
<br/>    * backup<br/>

Outcome 4: Develop code for implementation
<br/>Practical activities - the candidate will be able to
<br/>1. declare and use local and global constants and use built-in predefined constants
<br/>2. use Dim, Static and Global for variable declarations
<br/>3. declare and use arrays of integer and string variables
<br/>4. declare and use the Type definition to create a user defined variable with two or more elements<br/>
5. use the Tag property of a control
<br/>6. use the Randomize statement and the Rnd function to generate random integer numbers
<br/>7. invoke Click event procedures for the CommandButton and the OptionButton, by setting the control's Value property to True
<br/>8. create and use control arrays
<br/>9. set the TabIndex property of controls to preset the order in which they receive focus
<br/>10. write code for event procedures for controls
<br/>11. use methods for controls
<br/>    * Clear
<br/>    * Cls
<br/>    * Print
<br/>    * PrintForm
<br/>    * SetFocus
<br/>12. use functions for concatenation and manipulating strings
<br/>13. write code for procedures and functions in forms and separate code modules<br/>
14. use KeyPress and KeyDown events to monitor and acquire keyboard input<br/>
15. use the KeyAscii argument and the Chr$ function to echo user keyboard input<br/>
16. use the IsNumeric, Val and StrComp functions in the validation of numeric input data<br/>
17. use the properties of the Screen object to position forms on the screen<br/>
18. use the Visual Basic co-ordinate system as it applies to: the screen; a form and its location on the screen; a container, and its locations on a form
<br/>19. use drawing methods: -
<br/>20. use the Drag method and the DragDrop event to initiate actions<br/>
21. use the SelLength, SelStart and SelText properties to manipulate text in a TextBox<br/>
22. create the option to print
<br/>23. write simple error-handling routines
<br/>24. use the Show and Hide methods and the Load and Unload statements
<br/>25. use the ActiveForm and ActiveControl properties in applications having more than one form
<br/>26. create simple multi-form applications that use procedures in a code module
<br/>27. create simple applications in which event procedures on one form reference properties on another form<br/>

Underpinning knowledge - the candidate will be able to
<br/>1. describe and state the scope of Dim and Static variables declared in procedures
<br/>2. describe and state the scope of Dim and Global variables declared in modules
<br/>3. describe the user-defined data type and how Type definitions should be placed in code
<br/>4. explain how the AddItem method is used to populate a ComboBox or ListBox control
<br/>5. describe the functions for concatenating and manipulating strings
<br/>6. explain the purposes and functions of control arrays and the Index property
<br/>7. explain the meaning of the term 'focus', its effects on a control and the means by which a control can receive the focus. <br/>
8. explain how the Print method is used to send data to a printer
<br/>9. describe
<br/>    * simple sources of run-time errors
<br/>    * responses by Visual Basic when an error occurs
<br/>    * simple uses of the OnError statement
<br/>    * use of GoTo and Resume to manage errors
<br/>    * use of Err and Error$ in error-handling
<br/>10. explain the purpose of event procedures for controls:
<br/>    * Activate
<br/>    * Change
<br/>    * DragOver
<br/>    * Error
<br/>    * GotFocus
<br/>    * Load
<br/>    * LostFocus
<br/>    * Resize
<br/>    * SelChange
<br/>    * Unload. <br/>

Outcome 5: Test software using change control
<br/>Practical activities - the candidate will be able to
<br/>1. determine the expected results from a given set of test data
<br/>2. test the software according to a prepared test plan
<br/>3. compare the expected to the actual results and correct any errors
<br/>4. keep a log of the results for each test, clearly identifying
<br/>    * discrepancies between the expected and actual results
<br/>    * amendments made to correct errors
<br/>5. resolve logical and run-time errors found during testing using appropriate methods
<br/>6. use the Error statement to test and error handling routine
<br/>7. verify that the program conforms to the design specification
<br/>8. create an EXE file and test its operation<br/>

Underpinning knowledge - the candidate will be able to
<br/>1. explain the reasons for testing a program prior to implementation
<br/>2. describe the meaning of a dry run
<br/>3. describe the meaning of a compilation error
<br/>4. describe the meaning of a run-time error
<br/>5. describe the purpose of test data
<br/>6. explain the need to test software in the target environment
<br/>7. state the difference between inter facing and integration
<br/>8. explain why software is integrated
<br/>9. state that interface testing is conducted to evaluate whether systems or components pass data and control correctly to one another 
<br/>10. state that interface design is the activity concerned with the interfaces of the software system contained in the software requirements documentation
<br/>11. state that interfacing consolidates the interface descriptions into a single interface description of the software system as a whole
<br/>12. explain the need for an overall control when developing software projects
<br/>13. identify the benefits of teamwork to avoid duplication of effort, when working on a large project
<br/>14. describe the need for control and documentation of any changes to programs<br/>

Outcome 6: Produce documentation
<br/>Practical activities - the candidate will be able to
<br/>1. provide end user instructions that are clear and unambiguous
<br/>2. produce technical documentation to describe the purpose of the program and its operation<br/>
3. print listing of code<br/>
4. print forms (screen images) <br/>

Underpinning knowledge - the candidate will be able to
<br/>1. identify the need for end user instructions
<br/>2. describe the need for technical documentation to aid future maintenance and reusability<br/>

<b>City & Guilds Unit 305 Software using Java Level 3 (Core) </b><br/>
<b>Rationale </b><br/>

The aim of this unit is to enable candidates to understand principles required to develop software using the Java programming language. Candidates will develop the skills required to design, create and test software to solve a given problem. <br/><br/>

There are 5 outcomes to this unit. The cxandidate will be able to: <br/>
1. interpret program specification s to develop software<br/>
2. create classes<br/>
3. develop code for interpretation<br/>
4. test software using change control<br/>
5. produce documentation<br/>

Guided learning hours<br/>
The recommended learning hours for this unit are 90 hours<br/><br/>

Assessment<br/>
Assessment will be by means of a set assignment covering practical activities, and a multiple choice test covering underpinning knowledge. <br/><br/>

Outcome 1: Interpret program specifications to develop software<br/>
Practical activities<br/>
The candidate will be able to<br/>:
1. design a solution to meet a given specification<br/>
2. identify a document input screens and output layouts<br/>
3. select the most appropriate classes to fulfill the specification<br/>
4. identify the methods and attributes for each class<br/>
5. identify the type access required for attributes and members: public, private<br/>
6. use meaningful names for classes, methods and attributes<br/>
7. identify the links between classes<br/>
8. use a suitable method to document the whole code required for each method (e.g. pseudocode, flowchart or structured English) <br/>
9. provide a solution which is structured, easily maintained and fulfills specification<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. describe the key features of object oriented programming<br/>
    * encapsulation<br/>
    * polymorphism<br/>
2. identify the elements of the class<br/>
3. describe the relationship between and instance of a class and two or more instances of a class<br/>
4. describe how methods contains a sequence of computing actions and variables that are used to store values needed and produced during computations<br/>
5. explain the need for consistency in using meaningful names<br/>

Outcome 2: create classes<br/>
Practical activities: <br/>
The candidate will be able to: <br/>
1. use the import statement to access predefined classes firm packages<br/>
2. create user defined classes<br/>
3. declare the attributes of a class using the basic data types<br/>
4. create methods for a class<br/>
5. use methods to perform operations on instances of a defines class<br/>
6. use public and private to allow access to data and methods of a user defined class<br/>
7. create and use instances of a defined class<br/>
8. create constructor to initialize new instances of a class<br/>
9. write simple error-handling routines e.g. try, catch, finally. <br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>

1. describe the effect of making data or methods public, private, protected, static and final<br/>
2. explain when a constructor is called<br/>
3. state that a constructor has the same name as the class, can have the same parameters but has not the return value<br/>
4. describe the syntax for a method declaration, the number and type of arguments that must be supplied to a method and how arguments are passes by value<br/>
5. describe Java inheritance for a class and the use of this and extends<br/>
6. explain what causes a Java method to throw an exception<br/>
7. describe the purpose and use of overloading methods<br/>
8. describe how to call a method that is part of the current class<br/>

Oucome3: develop code for implementation<br/>
Practical activities<br/>

The candidate will be able to: <br/>
1. declare and use data types: <br/>
    * byte<br/>
    * int<br/>
    * chat<br/>
    * long<br/>
    * float<br/>
    * double<br/>
    * boolean<br/>
2. declare and use constants and built-in predefined constants as appropriate<br/>
3. use single dimension arrays of type<br/>
    * byte<br/>
    * int<br/>
    * char<br/>
    * float<br/>
    * double<br/>
4. use String and StringBuffer classes to manipulate strings<br/>
5. use operators<br/>
assignment operators: =,+=,-=,     *=, /=, %=<br/>
relational operators: ==, <, >, !=, <=, >=<br/>
arithmetic operators: +, -,     *, /, %, ++, --<br/>
logical operators: &&, (AND), || (OR), ! (NOT) <br/>
6. use program constructs for iteration<br/>
    * for<br/>
    * while<br/>
    * do...while<br/>
7. use program constructs for selection<br/>
    * if<br/>
    * if...else<br/>
    * switch<br/>
8. use the break statement<br/>
9. use System.out.print() and System.out.println() to output data<br/>
10. use System.in.read() to input data<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. describe he syntax for classes<br/>
2. describe the logical operators<br/>
3. describe the relational operators<br/>
4. describe the precedence rules for arithmetic and the effects of parenthesis<br/>
5. state limitations on the use of Java reserved words<br/>

6. explain the operation of repetition program constructs: for, while, do...while<br/>
7. explain the operation of selection program constructs: if, if...else, switch<br/>
8. explain the use of packages ant the purpose of import statement<br/>
9. state the difference between prefix and postfix mode for increment (++) and decrement (--)<br/>
10. state the purpose of the .(dot) selection operator when calling a method<br/>
11. describe the three stream objects System.in, System.out and System.err and how they are produced<br/>

Outcome 4: Test software using change control<br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. determine the expended results from a given set of test data<br/>
2. test the software according to a prepared test plan<br/>
3. compare the expected to the actual results and correct any errors<br/>
4. keep a log of the results for each test, clearly identifying<br/>
    * discrepancies between the expected and actual results<br/>
    * amendments made to correct errors<br/>
5. resolve logical and run-time errors found during testing using appropriate methods<br/>
6. verify that the program conforms to the design specification<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. explain the reasons for testing a program prior to implementation<br/>
2. describe the meaning of a dry run<br/>
3. describe the meaning of a compilation error<br/>
4. describe the meaning of a run-time error<br/>
5. describe the purpose of test data<br/>
6. explain the need to test software in the target environment<br/>
7. state the difference between interfacing and integration<br/>
8. explain why software is integrated<br/>
9. state that interface testing is conducted to evaluate whether system or components pass data and control correctly to one another<br/>
10. state that interface design is the activity concerned with the interfaces of the software system contained in the software requirements documentation<br/>
11. state that the need for an overall control when developing software projects<br/>
12. identify the benefits of teamwork to avoid duplication of effort, when working on a large project<br/>
13. describe the need for control and documentation of any changes to programs. <br/>

Outcome 5: Produce documentation<br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. produce end user instructions that are clear and unambiguous<br/>
2. produce clear technical documentation (to include class interface) to describe the purpose of the program and its operation<br/>
3. print listing of code<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. identify the need for end user instructions<br/>
2. describe the need for technical documentation to aid future maintenance and reusability<br/>

<b>City & Guilds Unit 309 Web site design - Level 3 (Optional) </b><br/>
<b>Rationale </b><br/>

The aim of this unit is to equip candidates with the principles needed to be bale to create and maintain a series of web pages creating a web site, incorporating a variety of advanced design and information presentation techniques. <br/><br/>
There are 5 outcomes to this unit. The candidate will be bale to: <br/>
1. Explain fundamentals of web page development<br/>
2. Undertake formal user requirements analyses<br/>
3. Use appropriate development tools to implement and test interactive web pages incorporating advanced design and information presentation techniques<br/>
4. Use appropriate graphics software to create<br/>
5. Maintain and evaluate websites<br/><br/>

Assessment <br/>
The assessment will be by means of a set assignment covering both practical activities and underpinning knowledge. <br/><br/>

Outcome 1:Explain fundamentals of web page development<br/>
Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. Describe how web pages can be made more interactive (using e.g. VRML, DHTML and Java applets); <br/>
2. Explain the purposes of XML; <br/>
3. Outline the different uses of scripting languages (e.g. CGI, VBScript, JavaScript); <br/>
4. Explain scripting techniques used to interface a web page with a database to enable presentation or interchange of up-to-date information. <br/>

Outcome 2: Undertake formal user requirements analyses: <br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. Create 'Terms of Reference' for clients to include: <br/>
a. a statement of the problem<br/>
b. a design for the web page using a suitable methodology such as storyboarding<br/>
c. a style sheet describing the formats of the text and paragraphs (font style, font type, font colour, paragraph indents, line spacing etc) to promote consistency within web page<br/>
d. an appropriate structure diagram demonstrating the linking structure of the web page<br/>
2. Produce resources project plans for the incremental development of web pages including the gathering of suitable resources. <br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. explain the relevance, importance and contents of a 'Terms of Reference' when creating a web page for a third party<br/>
2. recognise the different components of a 'Terms of Reference'<br/>
3. explain the importance of a design style sheet when working either to a specification or within a team environment<br/>
4. describe the constraints and limitations that must be considered when producing a web page (e.g. file size/download times, timescale of production, quality of image resources) <br/>

Outcome 3: Implement web pages and test websites
Practical activities<br/>
The candidate will be able to: <br/>
1. Create websites compatible wit a range of browsers: <br/>
a. Providing both a frame based and a non-frame based interface<br/>
b. Incorporating Java Script into a web page to achieve such effects as: <br/>

    * scrolling texts<br/>
    * rollover button graphics<br/>
c. Incorporating a Java applet into a web page (e.g. expanding menu tree) <br/>
d. Using Dynamic HTML to enhance the interactivity or appeal of a web page<br/>
    * layers<br/>
    * cascading style sheets (css) <br/>
e. Interfacing a web page to a database in order to provide a web page presentation of responses to a simple query, e.g.: <br/>
    * a telephone number linked to a name; or<br/>
    * a product price or quantity in stock from a product code; or<br/>
    * a library book availability<br/>
f. Incorporating into web pages suitable forms to enable the gathering of feedback or other information from users of web pages<br/>
2. Test web sites: <br/>
a. Verifying all links work<br/>
b. Using different browsers to preview pages and verify all components appear as expected<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. explain the importance of maintaining cross-browser compatibility<br/>
2. describe the advantages and disadvantages of a frame based interface<br/>
3. select appropriate data to be collected using a form<br/>
4. describe the terms quality, timeliness and accuracy when applied to data collected from a web site<br/>
5. Use appropriate graphics software to create and manipulate images<br/>

Practical activities<br/>
The candidate will be able to: <br/>
1. Create images to predefined specifications (pixel height/width; colour depth) suitable for inclusion in web pages (e.g. buttons used for linking<br/>
2. Alter areas of colour to facilitate the application of transparency to an image<br/>
3. Create an animated GIF for use within a web page<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. explain the factors that affect the dimensions of a button, for example<br/>
a. quantity of a text<br/>
b. font type, size and style<br/>
c. available space for the button(s) on a web page<br/>
2. describe what is meant by the term anti-aliasing<br/>

Outcome 5: Maintain and evaluate websites<br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. Create appropriate plans for the effective periodic maintenance and updating of websites<br/>
2. Check that a website satisfies the 'Terms of Reference'<br/>
3. Identify potential future enhancements to websites<br/>
4. Create suitable documentation for maintaining websites to include, for each web page, a list of resources including the full path to a file name from a route directory of a website. <br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. Explain the importance of documentation in maintaining a web site<br/>

<b>City & Guilds Unit 311 Relational Databases Level 3 (Optional) </b><br/>
<b>Rationale </b><br/>

The aim of this unit is to enable candidates to develop the skill s requitred to design and create relational databases<br/>
There are 6 outcomes to this unit. The candidate will be able to: <br/>
1. identify client requirements for a database<br/>
2. undertake analysys and design<br/>
3. implement the database design to create tables and forms for data entry<br/>
4. undertake information retrieval<br/>
5. create reports for output<br/>
6. undertake testing and produce documentation<br/>

Guided learning hours<br/>
The recommended learning hours for this unit are 60 hours<br/>

Assessment<br/>
Assessment will be by means of a set assignment covering both practical activities and underpinning knowledge. <br/><br/>

Outcome 1: identify client requirements for a database<br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. use suitable methods to identify client requirements<br/>
2. create a brief and simple description of the purpose of a given data processing system<br/>
3. produce a brief description (sketches should be included)of an existing data processing activity which is being considered for computerization<br/>
4. produce an outline description of a proposed database to meet client requirements<br/>
5. list the advantages and limitations for the existing and porposed data processing systems<br/>

Underpinning knowledge<br/>

The candidate will be able to: <br/>
1. describe what is meant by the term Relational Database System<br/>
2. explain the differences between the following types of database: <br/>
    * flat file<br/>
    * relational<br/>
3. explain the potential need for restricting access to a database or information system, including the implementation of a hierarchical system of passwords<br/>
4. describe advantages and limitations of a computer based database to a paper based system<br/>

Outcome 2: undertake analysis and design<br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. compile a list to identify<br/>
    * input data<br/>
    * output data<br/>
    * internally generated data<br/>
2. use meaningful names for consistency in design<br/>
3. identify entities in a database or information system<br/>
4. identify the attributes of an entity<br/>
5. refine the data model using normalization procedures<br/>
6. design a user interface screen(s) <br/>
7. create screen.form layouts<br/>
8. create report layouts identifying query criteria<br/>
9. create an Entity-relationship (E-R) model<br/>
10. create a data dictionary<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. explain the methods of identifying data items (data element) in a given data processing system (e.g. document analysis, operator interviews, transaction definitions, internally generated data) <br/>
2. explain the purpose of fields for time, date and calculations<br/>
3. define the terms: <br/>
    * entity<br/>
    * attribute<br/>

4. describe the purpose and differences between primary, foreign and alternate keys<br/>
5. define the term relationship and give examples of 1:1, 1:M, M:M relationships

<br/>
6. identify and explain normalization form (NF) in the process of normalization:
<br/>    * 1NF no repeating sets
<br/>    * 2NF attributes depend on the whole primary key
<br/>    * 3NF no sets of mutually dependant non-keys attributes
<br/>7. explain that a user friendly interface screen should have clearly labeled user options, supported by automated sequences which give easy access to specified functions, reports and forms
<br/>8. explain than a data dictionary defines for each table
<br/>    * table name
<br/>    * key (primary, foreign, alternate)
<br/>    * index(es)
<br/>    * field names
<br/>    * data types (numeric, character, date, logical)
<br/>    * format (currency, day/month/year)
<br/>    * description of the field
<br/>    * field length
<br/>    * validation of fields<br/>

Outcome 3: implement the database design to create tables and forms for data entry<br/>
Practical activities
<br/>The candidate will be able to:
<br/>1. use the data dictionary to create the table structure(s)
<br/>2. use the E-R model to create the relationship(s)
<br/>3. create any indexes
<br/>4. create forms for input using screen layout/form(s)
<br/>5. create a sub-form where this is included in the design
<br/>6. generate useful descriptive error messages to support entry validation
<br/>7. provide controls to link input forms<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. define the term 'validation' giving examples of how this may be applied in a database or information system<br/>
2. explain the following terms when they are applied to a database or information system<br/>
    * data integrity<br/>
    * data consistency<br/>
    * data redundancy<br/>
    * referential integrity<br/>

Outcome 4: Undertake information retrieval<br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. create queries form design criteria<br/>
2. select records from: <br/>
    * a single table<br/>
    * two or more tables<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. explain that queries can be used to: <br/>
    * append data to an existing database table whilst maintaining the integrity of all related tables<br/>
    * append data to a new database table either within the current database or to a table within an alternative database whilst maintaining the integritry of all related tables<br/>
    * update either a single record or multiple records in a database automatically<br/>
    * update existing records<br/>
    * generate forms and records<br/>
2. describe the options available to specify search criteria when implementing/ designing queries<br/>
    * logical operators e.g. AND, OR, NOT<br/>
    * relational operators e.g. =, <,>, <=, >=<br/>
    * query by example (QBE) <br/>
3. explain the use of sort criteria (i.e. ascending , descending) <br/>
4. explain the use of SQL Select statements (e.g. group by, order by, where) <br/>

Outcome 5: create reports for output<br/>
Practical activities<br/>
The candidate will be able to: <br/>
1. create reports using <br/>
    * headings<br/>
    * subheadings<br/>
    * calculations<br/>
    * footers<br/>
    * pagination<br/>
    * data grouping<br/>
    * mailing labels<br/>
2. direct report output to: <br/>
    * the screen<br/>
    * the printer<br/>
3. provide controls to enable automatic output<br/>

Outcome 6: undertake testing and produce documentation<br/>
Practical activities<br/>
The candidate will be bale to: <br/>
1. design and complete a test plan<br/>
2. verify that the database conforms to the design specification<br/>
3. test the database according to a prepared test plan<br/>
4. compare the expected outcome to the actual outcome and decide if the database is working correctly<br/>
5. clearly identify any discrepancies and any amendments made to correct errors<br/>
6. create technical documentation; to include: <br/>
    * log of testing<br/>
    * explanation of normalization (1NF, 2 NF, 3NF) <br/>
    * table structures<br/>
    * data dictionary<br/>
    * illustrated relationship diagram (including relationship types) <br/>
    * screen/form layouts<br/>
    * report layouts<br/>
    * query designs<br/>
    * illustration and description of menu interface<br/>
    * contents of index<br/>
    * results of testing<br/>
7. create user documentation; to include: <br/>
    * clear operating instructions for the complete database<br/>
    * explanations for any error messages<br/>

Underpinning knowledge<br/>
The candidate will be able to: <br/>
1. describe the purpose of test data including: <br/>
    * normal<br/>
    * boundary<br/>
    * exception<br/>

2. Identify the need for technical and user documentation<br/>
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	 Internet Programming and development  




	<b>Introduction to JavaScript/ASP - The basic tools of an E-Commerce Web Site. </b><br/>
This course aims to provide the students with an overview of JavaScript and ASP (VBScript). This provides them with the tools to produce highly interactive web sites. JavaScript provides client-side interaction with the user. ASP provides a connection between the user and any server-side objects (i.e. databases, files, remote email etc.). <br/><br/>
JavaScript allows the web page designer to interact with the user by accessing and manipulating objects on the client HTML page. The JavaScript code can be used to: -<br/><br/>
* Validate the text contained in text-boxes (checking for correctly formatted dates or credit card numbers or postcodes, for example). <br/>
* Allow visual interaction based on the location and state of the mouse, i.e. changing images when the mouse cursor move over or is click on a menu option (provides feedback to user). <br/>
* Load different images based on some external variable (the time, date or number of visits to the web site). <br/>
* Create cookies on the client machine to monitor visits, store user and password information or to store user preferences. <br/>
* Allow dynamically created HTML to be introduced into the web page to display content that based on user interaction i.e. a dynamic quiz (questions are produced randomly and the answers are checked on the fly etc.). <br/>
ASP (Server-side VBScript) allows the web page designer to pass information to and from web pages. The data is generally stored in a database of some kind (Microsoft Access and SQL Server). ASP web pages can be considered to be data driven i.e. the content of the page is dependant on data held in a database. <br/><br/> ASP pages allow the web page designer to: -<br/>
* Take data such as name, address and financial information from the user and store it in a database for later use. <br/>
* Display data such as product lists (and availability) taken from a live database with up-to-date pricing and stock levels. <br/>
* Using the above lists, the user can order items which will be sent the correct name and address. The cost will be debited from the correct credit card. <br/>
* Cookies produced from ASP can store user IDs thus allowing following visits to be personalised (if the user requires this) <br/>
Combining JavaScript and ASP allows the web page designer to create web sites that provide client-side interaction (a pleasant "feel") with the data driven interaction that provides business to take place. <br/><br/>
The course will be broken down into three sections, JavaScript, ASP and a combination of the two: -<br/><br/>
This will be an introduction to JavaScript. Firstly, some simple examples to show how JavaScript can be incorporated into a Web Page and then an overview of the document object modal (DOM). <br/><br/>
Week 1<br/>
In JavaScript, a Web Page is viewed as an object (a document) with the items on the page a sub objects. The document object and the objects that make up the page can be accessed in several different ways. <br/>
An object has properties and events i.e. a button has a value (the text on the button) this is a property. The button also has events, onClick is the event triggered when the user clicks on the button. <br/>
We shall look at some of the more commonly used objects and their properties and events during the first week. <br/><br/>
Week 2<br/>
During this week, we will look at some of the basic JavaScript language constructs: - the use of conditional operations such as loops and conditional statements. We shall look at some of the built-in functions such as the alert function. <br/><br/>
Week 3<br/>
We will cover some of the more commonly used JavaScript such as image swapping (used in menus and advertising), we shall also cover the management of framed Web Pages i.e. accessing objects across multiple Web Pages arranged in a Frameset. <br/>
This should allow us to produce profession looking Web Sites i.e. a menu at the top or side that allows control over the entire site. <br/><br/>
Week 4<br/>
This week, we will cover Dynamic HTML. This allows us to write HTML and web content in JavaScript i.e. we can change the HTML content depending on the users actions or some other external action. <br/><br/>
Week 5<br/>
This week, we will introduce ASP into the course. To keep the examples simple, JavaScript will be kept to a minimum. <br/>
Active Server Pages allow processing to be performed on the HTML before it is transmitted to the user. They are HTML pages with VBScript embedded into them. The VBScript is processed on the web server before the page is transmitted so the user receives only dynamically produced HTML, the VBScript is replaced by its output. <br/><br/>
Week 5<br/>
In the first week of ASP, we will produce some simple examples. An example may produce a table of numbers (1 to 10) using a loop with the table contents dynamically inserted into the page i.e. all the table tags plus the data. <br/>
ASP pages must be accessed via a web server that can process ASP pages. ASP/VBScript usually runs on Microsoft's Internet Information Server or (for a test environment) Microsoft's Personal Web Server (which can run of a standard standalone PC). <br/><br/>
Week 6<br/>
ASP pages are generally used to maintain sites that manage data, this data is usually held in a Database Management System such as Microsoft's SQL Server or (for testing purposes) Microsoft's Access. <br/>
We will cover the fundamentals of SQL (Structured Query Language) in an ASP environment. This language is used to process data stored one of the above DBMSs. <br/>
This can be a little confusing so the examples will be as simple as possible i.e. You will be using ASP (VBScript) to create SQL statements to retrieve data that will be displayed embedded into HTML - Can be complicated. <br/><br/>
Week 7<br/>
This week, we will use the skills learnt last week to produce a working ASP site i.e. we will have pages that (using a menu) will add, display, change and delete data held in a table. <br/><br/>
Week 8<br/>
This week, we will be looking at some of the built-in functions available in ASP/VBScript i.e. Date (Data) formatting, managing numbers, managing cookies etc. <br/><br/>
Week 9 & 10<br/>
We will produce a working web site using JavaScript and ASP/VBScript. This will simulate a simple e-shop with a shopping basket, goods, managed stock levels and a final invoice. JavaScript will be used to validate data and manage the menu system<br/><br/>
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	Higher Diploma of the Institute for the Management of Information Systems (IMIS) 




	This course is designed to give students a comprehensive knowledge of the entire field of operating, programming and systems analysis and design and computer management. On successful completion of this course students will be able to apply their skills as a systems analyst/designer to contribute to the successful implementation of a computer system, its subsequent maintenance, enhancement and demonstrate acceptable written communication ability. <br/>

	<b>Entry Qualifications</b><br/>
Students must have passed the City & Guilds Diploma in Data Processing and Information Systems, or the BTEC National Diploma in Computer Studies. 
Alternatively students must have passed the Diploma of the Institute for the Management of Information Systems. <br/>
Students over 25 years of age must have had at least one year's commercial experience and/or adequate knowledge of computer programming. <br/>
Note: Students must be registered with the IMIS at: <br/><br/>
<b>The Institute for The Management of Information Systems</b><br/>

IMIS House<br/>
Edgington Way<br/>
Ruxley Corner<br/>
Sidcup<br/>
Kent<br/>
DA14 5HR <br/>


Secretarial Courses
The Secretarial Studies course offered at The College of Central London is designed to teach students how to handle the requirements of the most modern commercial offices. Students will be taking examinations with Pitman for the core secretarial subjects, the Institute of Export for Global market place and International Business Principles LCCI for Public Relations and BTEC for Administrative Systems<br/><br/>

<b> Entry Qualifications</b><br/> 

A reasonable standard of English. No other formal qualifications are necessary.<br/><br/>

<b> Course Duration </b><br/>

The main intake of students is in September with other intakes in January and April. <br/><br/> 

<b> DEPARTMENT OF SECRETARIAL STUDIES : SYLLABUS</b><br/>

<b>1. TYPEWRITING</b><br/>

Typewriting examinations are available at three levels Elementary, Intermediate and Advanced. The course will prepare students for all these levels with Elementary held in December, Intermediate in March and Advanced in June each year. Students will be required to demonstrate that they can type and display letters, manuscripts, memoranda, altered typescripts, forms, display material, statistics, invoices, statements and reports. <br/> 

Pitman

 Elementary

25 wpm 

Intermediate

35 wpm

Advanced

50wpm

 To obtain a First Class Pass students will need in accuracy of 98% and above<br/><br/>
<b>2. OFFICE PROCEDURES</b><br/>

The office


-
 Services Staff Health & Safety<br/>
 Communications


-
 Oral and written Telecommunications<br/>
Systems Procedures

-
Mail Handling Stationary stock Purchase and sale of goods<br/>
Petty cash


-
<br/>
Filing & Indexing


-
Methods of classification Rules Equipment and Storage<br/>
Office Support and Equipment
-
Text production Reprography Mail Room equipment<br/><br/>
<b>3. ENGLISH FOR BUSINESS</b><br/>

<b> Level 1 & 2</b><br/>

This subject prepares students to write simple business correspondence in English. Reading comprehension, memos, internal written telephone messages, writing skills, write simple courtesy letters, simple memos and draft fax communications. <br/><br/>
In addition to the above, students will need to demonstrate topics on the following: <br/><br/>
 Reading comprehension - extract information from business documents i.e. paraphrasing, summarising. Writing skills - draft and short information report. <br/><br/>
<b>4. OFFICE TECHNOLOGY & INFORMATION PROCESSING </b><br/>


The programme for this module should be developed through practically based activities with a clear business context and focus and should encourage the view of information technology as a tool for the achievement of business objectives rather than an end in itself. <br/>

Practical Word Processing     
 -
create documents, edit documents, amend layout, complete     standard document, proof reading and correcting, printing. <br/>
Word Processing Intermediate 
-
Prepare system, create documents, Edit documents, set/amend layout, assemble and/or complete standard documents, proof read documents and correct, save work, print documents. <br/>
Practical spreadsheet processing 
- intermediate-construct spreadsheet and design it in such a way to produce accurate answers, manipulate the spreadsheet using features of the package, print and correct spreadsheet in response to specific requests. <br/>
Disk Management
- computer system, Access and security, Printer use, Disk and file management<br/>
Understanding computers
- Terminology, computing concepts, operating systems
<br/>

Information Systems

- Recording, manipulation, and retrieval techniques. <br/><br/>

<b> OPTION MODULES </b><br/>

<b> Public Relations </b> <br/>

1. Introduction to Public Relations, The Media, Researching and Writing material for the Media. <br/>
2. Developing and Managing Public Relations Campaigns, Running a Public Relations Organisation (Consultancy/In-House). <br/>

3. Public Relations in Commercial/Industrial Organisations, Public Relations as a Marketing Tool. <br/>

4. Public Relations in the Marketing and Promotional Mix (with reference to multimedia campaigns). <br/>

5. Special Events (such as press conferences, seminars, exhibitions and trade fairs), Promotion in Export Markets, Presentation (for students to put over themselves and their ideas effectively),
6. Public Relations in a crisis (handling communications in a disaster), How to get into Public Relations as a career.
<b> Administrative Systems </b><br/>

1. Formal and informal communications systems.

2. Internal and external systems.
3. Telecommunications.
4. Communications breakdown.
5. Administrative procedures and documentation for a major business operation eg. Finance, personnel, production, marketing .
6. Costs and benefits of adopting sound administrative procedures and documentation 
Codes of conduct and expectations of employees.
7. Accountability and control .
8. Use of technology in the operation of administrative procedures and systems 
Administrative systems of different organizations.
<b> Desktop Publishing</b><br/>

The aim is to test students to produce multi-page, multi-column documents and use the design features of the software in a systematic and professional manner. The software package used is MS PowerPoint. <br/><br/>
Prepare and save multi-page documents, Use headers and footers, Import Graphics 
Observe typing conventions, Display to the best effect.
English Courses

CCL offers a wide range of English courses for students wishing to study or improve their English. There are courses in General English, Business English as well as Examination courses. All courses take place in a relaxed and friendly atmosphere. Students come from all over the world and classes are of mixed nationalities.<br/><br/>

<b> DEPARTMENT OF ENGLISH - GENERAL ENGLISH </b> <br/>

Courses are run throughout the year at all levels, from Beginners to Advanced, and applicants may start on any Monday. Students are tested on arrival and placed in a class at their correct level. The maximum class size is 15 students. Homework is set regularly and students are encouraged to complete it. <br/><br/>

<b> Contents of the course </b> <br/>


All lessons contain a good balance between the four language areas of speaking, listening, reading and writing. Students follow a main course book, supplemented with extra materials to give further practice in, for example, grammar, pronunciation, vocabulary, etc. Progress tests are held regularly to monitor progress and students are encouraged to enter for one or more of the public examinations. <br/><br/>

<b> DEPARTMENT OF ENGLISH - EXAMINATION COURSES </b> <br/>
Our main examination courses prepare students for all levels of the Cambridge exams: <br/><br/>

1. Cambridge Preliminary English Test. <br/>
2. Cambridge First Certificate. <br/>

3. Cambridge Advanced Certificate. <br/>

4. Cambridge Proficiency. <br/>

5. University of London Attainment Test in English. <br/>

6. TOEFL - Test of English as a Foreign Language. <br/><br/>

These exams are held twice a year in June and December. Students wishing to obtain high grades are advised to complete an initial three month course before entering the intensive twelve week exam preparation course.<br/><br/>
The initial twelve weeks cover the basic exam syllabus. This gives students time to understand the exact requirements for the exam, check that they know all the grammar, develop their vocabulary, and, most importantly, improve their writing ability. During the twelve weeks leading to the exam, students complete the exam course and practice the exam skills and strategies necessary for the different examinations.<br/><br/>

<b>DEPARTMENT OF ENGLISH - ENGLISH FOR BUSINESS</b><br/>
This course is designed to give students the confidence to use English in a business or work environment. To enter the course, students should have reached an Upper Intermediate/First Certificate level. <br/><br/>
The course aims to provide students with the opportunity to practice the basic English skills and vocabulary essentials to business. Using reading, listening and writing tasks, discussions, problem-solving and role play., students cover a wide range of business situations. <br/><br/>

<b>Contents of the course</b><br/>
1. Business writing. <br/>
2. Use of vocabulary in commerce, banking, import, export, finance and administration. <br/>
3. Writing letters and memos to communicate between business organizations. <br/>
4. Setting out and writing letters and memos based on specific information. <br/>
5. Writing summaries of articles and reports. <br/>
6. Producing reports based on raw data, e.g. graphs, charts, labels, etc. <br/>
7. Comprehension of articles and reports on business subjects. <br/>
8. Grammar, spoken work and aural comprehension, both general and specific to a business situation. <br/><br/>

Students are prepared for the London Chamber of Commerce and Industry (LCCI) Examinations in English for Business. These are held at the college four times a year at the end of each term in December, March, June and September. There are three levels: Level 1 (First Certificate), Level 2 (Advanced) and Level 3 (Proficiency). <br/><br/>
<b>Completion of courses</b><br/>

At the end of their studies, students are issued with the College of Central London Certificate of Completion, which states the type of course, level and dates of enrolment. If requested, students may also receive a more personal reference, with an assessment of their language strengths and weaknesses. All students who take public examinations will receive the appropriate certificate if they are successful. <br/>
Contact Us

To discuss training or any information on this website in more detail, feel free to contact the School via:<br/><br/>

Online 
:
<a href=contactus.php>Online enquiries</a><br/>

Email 
:
<a href=’mailto: ccl@btinternet.com’>ccl@btinternet.com</a> <br/>

Telephone:
+44 (0) 207 739 5555<br/>

Post:
The College of Central London<br/>
73 Great Eastern Street<br/>
London<br/>
EC2A 3HR<br/>
United Kingdom<br/><br/>

By Public Transport 
Within walking distance of Old Street and Liverpool Street Underground Stations (Central, Northern, District, Circle, Hammersmith and British Rail). There are Bus Stops immediately outside the building. Bus Routes 43. 55 and 243

Accomodation 
Below is a sample list of the different types of accommodation offered with approximate prices. Please indicate which type and price you would prefer so that we can book it for you.<br/><br/>

<b>FAMILY ACCOMMODATION (MINIMUM STAY 4 WEEKS) </b><br/><br/>
1) Single room with family: Full board (bed/breakfast/dinner) £95-£120 per week. <br/>
2) Shared room with family: Full board £85-£ 90 per week. <br/>
3) Room in shared house: Self-catering (usually exclusive of bills) £65-£ 80 per week. <br/><br/>
Family accommodation is inclusive of all bills. Use of the telephone varies from family to family although most families do not mind incoming calls. For family accommodation could you also please indicate whether or not you smoke, and whether there is any food which you are not able to eat. Remember also that many families have cats or dogs. <br/><br/>
<b>UNIVERSITY HALL:</b><br/>

October - June (Walking distance from SCT) 2-4 weeks 4-8 weeks 8-12 weeks<br/><br/>
1) Bed/breakfast Single room per night £24.00 £21.00 £18.00 (Dinner: £3 extra). <br/>
2) Twin room per night £20.00 .£17.00 £14.00. <br/>
3) Triple room per night £18.00 £16.00 £13.50. <br/><br/>
NB: Please send 25% deposit to book a University room but this is NON REFUNDABLE if you cancel within 2 weeks of arrival. Balance to be paid on arrival. <br/><br/>
<b>UNIVERSITY HOSTEL: </b><br/>

1 July -1 September only. (Zone 2, 30 minutes from College). prices: self-catering £60 per week / £11 per night ( bedding extra) <br/>

Note: YOU MUST PAY YOUR ACCOMMODATION MONEY IN FULL TO BOOK A HOSTEL IN ADVANCE. <br/>
<b>HOTEL ACCOMMODATION</b><br/>

There are many hotels within walking distance of the College. Prices vary but are approximately: <br/><br/>
1) Single room + breakfast: £30.00 per night not with en suite bathroom. <br/>
2) Single room + breakfast: £55.00 per night with en suite bathroom.
<br/><br/>
There is an accommodation notice board at school with many advertisements for single/double rooms, shared flats, etc. on it. Prices from approximately £40 upwards.NB SCT accommodation is mainly situated in Zone 2 within 30 minutes travel by bus or Underground. A weekly travel card which allows unlimited travel on tube or bus costs £14.80 (Zones 1 & 2). In order to book
your accommodation in advance we need: <br/><br/>
1) Date and time of arrival. <br/>
2) Length of stay. <br/>
3) Two weeks rent in advance as a deposit. <br/>
4) Full rent for hostel accommodation. <br/>
5) Accommodation cancellation fee of £50 is chargeable in the event of cancellation within seven days of arrival. 

College staff
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Students will obtain a sound academic education and receive good practical teaching from teachers and lecturers who are actively working in their areas of expertise. They are able to communicate in the classroom the knowledge and experience they have gained over many years in their related fields. <br/><br/>

Jeffrey Blum has many years’ experience in shipping as a broker, charterer \and ship operator since 1973. He has been lecturing in shipping, legal and business studies at a number of colleges since 1984 and has been a maritime and commercial arbitrator since 1994. <br/><br/>

Mark Cholij, Head of English, is a graduate of Cambridge University. A specialist in French and Spanish as well as English, he has taught and held positions of responsibility in both the State and Private sectors of education. He has written six textbooks, including "Practice in Spanish Grammar" (Nelson Thornes). His latest publication is a series of three books called “English Basics”. Published by Cambridge University Press, these books focus on the mechanics of the English language (spelling, grammar and vocabulary) at three graded levels. <br/><br/>

Bartley Culverwell, Director of Studies and BTEC Programmes Manager, has had wide experience in management and teaching at all levels. His last post was as Associate Head of the University of Greenwich Business School. He is External Examiner for International Marketing Management at Bournemouth University. <br/><br/>

David Kingston, a practising accountant, has had extensive financial and managerial experience in business and now teaches finance & accounting from basic to university level.
Mission Statement
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Our mission is to provide the necessary skills and knowledge to help students achieve academic success enabling them to seek employment opportunities with good earnings potential. This applies to students from both home and abroad. Our courses are based on practical principles and relate to the requirements of employers. They are also designed to qualify students for university for undergraduate and postgraduate studies. The college offers a wide range of high status and professionally recognised courses from elementary English to degree and postgraduate level studies.
courses 
[image: image11]
All courses are validated by the appropriate professional and academic institution. Ed Excel, subsuming BTEC and London University examinations validates several of our courses. We are one of the few private colleges able to run such courses. Our students not only get the best possible tuition, but also the most widely recognised qualifications because BTEC Certificates and Diplomas are expected world-wide. Other internationally recognised awards offered conclude those of City & Guilds, IMIS, LCCI, RSA and Pitman. Courses include training in the use of computers, one of our strengths and English is an integral part of the college with students able to supplement their studies with classes in English at all levels from preliminary to proficiency.
International links, franchises and short courses
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The College of Central London approves courses, sets examinations and issues Diplomas to certain selected colleges overseas. This is done for English in Greece and computer programming and systems analysts & Design Courses in Pakistan.<br/><br/>

New routes of study of currently being arranged to run computer courses in India and China and international trade courses in Brazil. Specialist short courses on specific subjects for groups of students are periodically arranged. We have organised banking practice courses for a group of bankers from Russia. We have also organised business English courses for a group of German business people. <br/><br/>

On frequent occasions the College of Central London has, in association with its sister College, the School of Computer Technology and Automated Data Systems International, organised British Council sponsored courses in systems analysis & Design advanced systems and SSADM.

Student profile
Below we have profiled a few of our students who have completed their studies with us.<br/><br/>

<b>Arif Hudaya-from Indonesia</b> who gain an overall distinction in the BTEC National diploma in business and finance gained a 2.1 degree in banking & international business from City University and is now working for Unilever in Jakarta. <br/><br/>
<b>Julie Tang-from Taiwan</b> joined a general English course as an absolute beginners. She successfully completed the Cambridge first certificate followed by the BTEC National diploma in business & finance and is them reading business studies at the University of Westminster. <br/><br/>

<b>Elizabeth Michalik - from Poland</b> following excellent results in marketing & advertising management was admitted with advanced starting to the popular degree in business & marketing communications at the University of Greenwich. <br/><br/>
<b>George Venizelos-from Greece </b>completed the diploma in shipping management and went on to the postgraduate diploma in port and shipping administration at the University of Wales College of Cardiff. <br/><br/>
<b>Kelvin Tan-from Malaysia </b>completed all 10 models of the BTEC Professional Development Certificate in marketing & advertising Andrei managements. He went on to study a postgraduate diploma in Management Studies (DMS) at the University of East London. <br/><br/>
<b>Durga Pandy-from Nepal </b>completed the BTEC National Diploma in Computer Studies and is now studying for a degree in information systems at South Bank University. <br/><br/>
<b>Maxim Rayevski-from Russia</b> is only the second 19 year old in the UK to have passed the NCC certificate in systems analysis and design. <br/><br/>

Other selected students who completed the BTEC National diploma in business & finance: <br/><br/>

<b>Bu Chong Tan-from Malaysia</b> is now following a degree in business administration at Greenwich University. <br/><br/>
<b>Abu Mohammed-from Nigeria </b>now studying for a degree in business administration at Thames Valley University. <br/><br/>
<b>Feline Judith Mukonde-from Zambia</b> now studying for a degree in business Studies at the University of Westminster. <br/><br/>
<b>Mwansa Mukode-from Zambia</b> now studying for a degree in international finance and banking at South Bank University. <br/><br/>
<b>Sarah Lam-from Hong Kong</b> now studying for a degree in business studies at the University of Westminster. <br/><br/>
<b>Elzbieta Jarzynkawska-from Poland</b> obtained distinction in all subjects and has been awarded a place at the prestigious City University to read banking and international finance. <br/><br/>
<b>Mohammed Khan Tyson-from Britain </b>is now studying for a degree in social policy and economics at the prestigious Royal Holloway College of the University of London. <br/><br/>
Jarek Chojnacki-from Poland obtained a mix of distinctions and merits and is now studying for a degree at the Californian State University in Fresno, USA. <br/>

What's in it for you
[image: image13]
The best possible vocational training in business, finance, computing, secretarial Studies, marketing, advertising, management and international trade and expert teaching in English from an energetic teaching team. <br/><br/>
The most widely recognised Diplomas and certificate in these areas. <br/><br/>
The ability to speak and write confidently in both business and general English. <br/><br/>
Highly professional staff to help you plan your future both academically and in employment. <br/><br/>
The likelihood of acquiring a set of skills which will make you stand out in whatever chosen careers path you take, which is the main reason why students recommend their friends and relations to study here. <br/> <br/>
The company of fellow students from all over the world, which will make your stay really pleasurable especially as the college, aims to make learning enjoyable as well as instructive. 

Equal opportunities policy
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The College of Central London is committed to providing a working environment in which students are able to realise their full potential irrespective of their gender, race, or disability. This is a key employment value to which all students are expected to give their support. <br/> <br/>
In order to create conditions in which this goal can be realised, The College of Central London is committed to identifying and elimination discriminatory practices, and attitudes throughout the organisation. The College of Central London expects students to support this commitment and to assist in its realisation in all possible ways.<br/> <br/>
Specifically, the The College of Central London aims to ensure that no students is discriminated against, whether directly or indirectly, on the grounds of gender, race, colour, nationality, ethnic or racial origins, marital status, religion or disability. This commitment applies to all the aspects of enrolment.<br/> <br/>
Equal Opportunities practice is developing constantly as social attitudes and legislation change. The College of Central London will keep its policies under review and will implement changes where these could improve equality of opportunity. This commitment applies to all the The College of Central London's employment policies and procedures, not just those specifically connected with equal opportunity.<br/> <br/>
<b>Sexual Harassment</b><br/>
The College of Central London believes that all students are entitled to be treated with dignity and respect while at college.
This policy statement has been prepared to make clear that The College of Central London will not tolerate the sexual harassment.
Sexual harassment is unwanted conduct directed towards a student by a fellow student or employee (or group of employees) of The College of Central London which is of a sexual nature, or which is based on a person's sex, and which regarded as unwelcome and offensive by the recipient. This could include:<br/> <br/>
1. Unwanted physical contact <br/>
2. Unwelcome sexual advances, propositions, suggestions or pressure to participate in social activity outside work, where it has been made clear that this is not welcome. <br/>
3. Conduct which is intimidatory, physically or verbally abusive, including the display of explicit material, the use of sexually explicit humour, and comments of a sexual nature whether directed specifically at any particular individual or not. <br/>
4. Suggestions that sexual favour may further a student career, or that refusal may hinder it. <br/> <br/>
The College of Central London regards sexual harassment as a form of intimidation, which has the effect of insulting and demeaning the student against whom it is directed. It is therefore unacceptable in the working environment and The College of Central London will take positive action to prevent its occurrence. <br/> <br/>

How complaints of Discrimination and Harassment will be dealt with Discrimination and harassment are often complex matter, and there is no single way of dealing with every suspected or alleged instance. In some cases students may be able to deal satisfactorily with an issue by raising it with his or her tutor. The tutor will bring this to the attention of the Principal. <br/> <br/>
A more formal means of complaint is to put the The College of Central London's grievance in writing and give it to the Principal. Irrespective of how an issue of harassment arises, the college commits itself to making a thorough attempt to resolve all matters of harassment.

FAQ

<b>How do I enrol? </b><br/>

<b>Is there a Registration fee? </b><br/>

<b>What happens after I have enrolled? </b><br/>

<b>What is an Enrolment letter? </b><br/>

<b>I am an overseas student. Do I pay different fees? </b><br/>

<b>How do I apply for a student visa? </b><br/>

<b>How do I enrol? </b><br/><br/>

Once you have decided on the course you wish to follow you can fill in the application form with as much detail as possible. Enclose all your educational qualifications. We need these to verify whether you meet the entry criteria for the course or whether another course might be more appropriate.<br/><br/>

<b>Is there a Registration fee? </b><br/>
Though there is no registration fee, prospective students are expected to pay a deposit £50 for part-time course and £150 for English courses and £200 for business/computing classes. <br/><br/>

<b>What happens after I have enrolled? </b><br/>
You will be sent an acceptance letter confirming your place on the course. <br/><br/>

<b>What is an Enrolment letter? </b><br/>
This is a letter confirming what proportion of the tuition fees have been paid and the balance is payable. <br/><br/>

<b>I am an overseas student. Do I pay different fees? </b><br/>
No the tuition fees are the same as those published in our fees cost. <br/><br/>

<b>How do I apply for a student visa? </b><br/>
Students must obtain an Enrolment letter and then apply to the British Embassy/ Consulate/ High Commission in their country for an appointment for an interview. This is done by completing a form IM2A. This is available from the British Embassy or downloadable in pdf format. <br/><br/>

<b>School Resources</b><br/>
1) Lending library for home study <br/>
2) Cafeteria serving hot and cold snacks and drinks. <br/>
3) Computerised library using CD-ROM technology. <br/>
4) Complete reference encyclopaedia <br/>
5) Times and Sunday Times reference papers dating back to January 1990. <br/>
6) Guided tours arranged to places of special interest. <br/>
7) Excursions to historic places such as Canterbury and Stratford-upon Avon. <br/>
8) Assistance with accommodation for students in hostels, flats or private homes. <br/><br/>

<b>Computer Resources - Hardware</b><br/>
1) Fully equipped PC labs running Microsoft Windows 2000 with a full range of up-to-date software. <br/>
2) All PC's are networked using industry standard Ethernet on a fast 100mbps backbone with a direct link to the Internet. Students have access to online Email and ICP packages along with the wide range of research facilities available on the Internet. <br/>
3) A full complement of printers supporting graphical and text output. <br/>
4) Computerised library using multimedia technology supporting a range of on-line databases for students reference. <br/>
5) Computer Resources - Software <br/>
6) Languages: C, Visual C++, Java, Visual Basic, HTML <br/>
7) Development Packages: ACCESS/SQL, Macromedia Dreamweaver <br/>
8) Application Packages: MS Word, MS Excel, MS Access. <br/>
9) Software developers are regularly updating their applications and the School has a policy of acquiring the latest versions of current software available. <br/>
Appeals procedure
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The College of Central London has a four-step appeals procedure as follows: <br/><br/>
1. Appeal first to the person responsible for marking the piece of work. In this instance it will be the tutor concerned. <br/>
2. The next stage is to refer the grievance to the Principal/Co-coordinator to resolve. This is done by arranging an appointment to discuss the issue face to face. <br/>
3. If at this stage the matter still cannot be resolved then the next stage is to present the work to the Internal Verifier. This is done by requesting the student to put his/her grievance in writing and to address it to Principal/Coordinator. The issue will then be brought up during the next I.V. visit. Should the issue be resolved, and then the student will be informed in writing of the result. <br/>
4. If, however, the issue still cannot be resolved, then the matter will be to put in writing and send to the External Verifier. This is a last resort and will only be necessary if the case is intractable and unable to be solved using the three stages mentioned above.

Prizes


<b>Marie Page: TAYLOR NELSON AGB AWARD </b>for an outstanding result in research and behavioural studies. Ms Page completed a communications studies (CAM)
course at the college.<br/>
<b>Elizabeth[image: image16] Barham: TOP CAM STUDENT</b> for outstanding results in CAM certificate examinations.<br/>
<b>Tina Engstrom: GOLD FIRST WORLD MEDALLION</b>for an outstanding result in LCCI second level for English business examination.
 Disclaimer 
<b>Terms and Conditions of Use </b><br/>

 All the information on this website is published subject to a liability disclaimer and copyright restrictions. Please read below before using the information on this website. On accessing The School of Computer Technology web site, you agree to be bound by the conditions contained in this legal message and further to agree that the Courts in England shall have exclusive jurisdiction in respect of any dispute arising from this legal message. The copyright of the material contained within this web site belongs to The School of Computer Technology. All rights reserved. No part of this web site may be copied, performed or broadcast in public or adapted without the prior written permission of The School of Computer Technology.<br/><br/>

The School of Computer Technology assumes no responsibility for the contents of any other web sites to which The School of Computer Technology web site has links. To the extent permitted by law, The School of Computer Technology shall not be liable to any person for any loss or damage which may arise from the use of any of the information contained within this web site.<br/><br/>
While The School of Computer Technology will make every effort to ensure that the information contained within the web site is correct, you should be aware that the information may be incomplete, inaccurate or may have become out of date.

Fees and Starting Date
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	2005/2006 Course fee structure 




	Business Course
Course
Start dates
Course Fees
Instalments / Term 
BTEC National Diploma in Business and Finance
Sep - Jun
Feb - Sep

£3450 excl. exam fees PER YEAR

  
BTEC National Diploma in Business and Finance (1 year only)
Jun - Jun
Sep - Sep

£4000 excl. exam fees 

  
BTEC Higher National Diploma in Business and Finance
Sep - Jun
Feb - Sep

£3675 excl. exam fees PER YEAR

  
BTEC Postgraduate Diploma in Management Studies (DMS)
BTEC Advanced Professional Diploma in Strategic Hospitality Management (HMS)
Feb - May
Apr - Jul
Aug - Nov
Oct - Jan

£3675 excl. exam fees 

  
BTEC Professional Development Certificate in Marketing & Advertising
Sep - Jun
Feb - Sep

£3450 incl. exam fees

  
LCCI Diploma in Marketing, Advertising & Public Relations
Sep - Apr

£2500 excl. exam fees

  
International Diploma in International Trade & Maritime Managment
Sep - Sep
Apr - Mar
Jul - Jun

£3825 excl. exam fees

  
Certificate of Practice in International Trade (CIT)
Jan - Mar
Jul - Sep

£1025 excl. exam fees

  
Diploma in International Trade 
Sep - Apr

£2075 excl. exam fees

  
Certificate in Maritime Management
Apr - Jul

£1025 excl. exam fees

  
Facilities Management (BIFM)
Sept - Jun (Evenings only)
Jan - Dec

£1485 excl. exam fees 

  
Degree Foundation Course 
Sep -Jun

£5000 excl exam fees

  
CIMA Certificate in Business Accounting
Feb - May
Apr - Jul
Aug - Nov
Oct - Jan

£195 per subject/£975 per semester/£1975 per year

  
CIMA Managerial Level
Feb - May
Apr - Jul
Aug - Nov
Oct - Jan

£195 per subject/£975 per semester/£1975 per year

  
CIMA Strategic Level
Feb - May
Apr - Jul
Aug - Nov
Oct - Jan

£195 per subject/£975 per semester/£1975 per year

  
 
 
 
 
Computer Courses
Course
Start dates
Course Fees
Instalments / Term 
BTEC National Diploma in Computer Studies
Sep - Jun
Jan - Sep
Apr -Dec
Jul - Apr

£3450 incl.
exam fees
PER YEAR

  
BTEC National Diploma in Computer Studies (1 year only)
Jun - Jun
Sep - Sep

£4000 incl.
exam fees

  
City & Guilds Diploma for IT Practitioners Level 2

(including 3 programming languages
and four minor modules)

Sep - Jun
Jan - Sep
Apr -Dec
Jul - Apr

£2850 excl. exam fees

  
City & Guilds e-Quals Diploma for IT Practitioners Level 2
(Two programming languages
and four minor modules)

Sep - Jun
Jan - Sep
Apr -Dec
Jul - Apr

£2150 excl. exam fees

  
City & Guilds e-Quals Certificate for IT Practitioners
(one programming language
and four minor modules)

Sep - Jun
Jan - Sep
Apr -Dec
Jul - Apr

£950 excl. exam fees

  
City & Guilds Certificate for IT Users Level 2
(3 modules, a choice of 4 start dates, evenings only)

contact us for next start date
£525 excl. exam fees

£185 each module 

Internet programming
contact us for next start date
£350 excl. exam fees

 
Secretarial Courses
Course
Start dates
Course Fees
Instalments / Term 
Secretarial
(3 month course)

Sep - Jun
Jan - Sep
Apr - Dec
Jul - Apr

£950 excl. exam fees

  
Secretarial
(6 month course)

Sep - Apr

Jan - Jun

£1800 excl. exam fees

  
Secretarial
(9 month course)


Sep - Jun

£2700 excl. exam fees

  
 
 
 
 
English Courses
General English, Examination courses and Business English all levels, Full Time: 15 hours pw 
Daytime 9.30am-12.30pm
Afternoon 1.00pm-4.00pm
Business English 9.30am-12.30pm
1 Week

£65

£65

£65

2 Week

£105

£105

£105

3 Week

£145

£145

£145

4 Week

£200

£200

£200

5 Week

£235

£235

£235

6 Week

£275

£275

£275

7 Week

£310

£310

£310

8 Week

£335

£335

£335

9 Week

£365

£365

£365

10 Week

£390

£390

£390

11 Week

£415

£415

£415

12 Week

£440

£440

£440

24 Weeks

£850

£850

£850

36 Weeks

£1190

£1190

£1190

48 Weeks

£1520

£1520

£1520

The above prices are based on 3 hours tuition per day. Students may join English courses on any Monday, subject to availability.

TERM DATES - ENGLISH COURSES ONLY 
Summer Term

04.07.05 - 23.09.05

12 Weeks

Autumn Term

26.09.05 - 16.12.05

12 Weeks

Winter Term

02.01.06 - 13.04.06

15 Weeks

Spring Term

02.05.06 - 30.06.06

9 Weeks

Summer Term

03.07.06 - 22.09.06

12 Weeks

Autumn Term

25.09.06 - 15.12.06

12 Weeks

 

 

 

 

 

 

TERM DATES - ALL OTHER COURSES 

Summer Term

11.07.05 - 23.09.05

12 Weeks

Summer Term

26.09.05 - 16.12.05

12 Weeks

Winter Term

9.01.06 - 07.04.06

13 Weeks

Spring Term

02.05.06 - 16.06.06

7 Weeks

Summer Term

03.07.06 - 22.09.06

12 Weeks

Autumn Term

25.09.06 - 15.12.06

12 Weeks

 

 

 



	 




 Transferring options from one multiple selection boxes to other

We can transfer options from one selection box to other by selecting one by one or at one go. The uses of such a type of selection are you can select more than one options and it offers a better picture than selecting a group of checkboxes. To get an idea how the script works, see the demo at the end of this page. You can download the page with this code also. 

This tutorial explains on how to move elements from one list to other, there are one more tutorial where the second list options are dynamically added or generated based on the selection of the first list. 

You can see there are four main functions the page does and each is connected to one button. All the buttons have onlick event handler connected to one function. The page on load calls one function adoption_all_list() through the body tag to populate the first drop down box with default values. There are tutorials on adding elements or options to a list box to know how the function works. There is another tutorial on removing options from the list box. You must read these two tutorials before reading this. So out of the four buttons we will discuss the button which moves the selected options from first list box to second list box. For other functions refer to those adding and removing option tutorials. 

	Related Tutorial

	• Adding options
• Removing Options

	


The function we will discuss is addOption_list(), it moves the selected options to the second list box. On execution of this function it collects the elements selected, to do this a for loop is used which loops through all the options of the first list box. The line 

for(i=document.drop_list.Category.options.length-1;i>=0;i--)

does that. While inside the loop we can get the status of any element by checking selected event and it returns true if the element is selected. Then we can use if condition to get the status. 

if(document.drop_list.Category[i].selected)
So if it is selected then we have to execute two steps ( inside the above if condition ) first we will add the option to second drop down list and then remove it from first list. Here are the two steps. 

addOption(document.drop_list.SubCat, document.drop_list.Category[i].value, document.drop_list.Category[i].value);
removeOption(Category,i);


The first step uses addOption function to insert the option and the second step uses removeOption function to remove that element from fist list box. 

Here is the full function code for moving elements from one drop down to second drop down. 

function addOption_list(){
for(i=document.drop_list.Category.options.length-1;i>=0;i--) {
var Category=document.drop_list.Category;
if(document.drop_list.Category[i].selected){
addOption(document.drop_list.SubCat, document.drop_list.Category[i].value, document.drop_list.Category[i].value);
removeOption(Category,i);
}
}
}

Here is the html code to display the drop down boxes and the buttons. 

<body onload="addOption_all_list()" ;="" alink="#ff0000" bgcolor="#ffffff" link="#0000ff" text="#000000" vlink="#800080">

<form name="drop_list" action="yourpage.php" method="post">
<input onclick="addOption_all_list()" ;="" value="Add All" type="button"> 


<select name="Category" multiple="multiple" size="7">
<option value="PHP">PHP</option>
<option value="ASP">ASP</option>
<option value="JavaScript">JavaScript</option>
<option value="HTML">HTML</option><option value="Perl">Perl</option><option value="MySQL">MySQL</option></select>
 <input onclick="addOption_list()" ;="" value="Move >" type="button"> <input onclick="move_all_Option()" ;="" value="Move All >>" type="button"> <select id="SubCat" name="SubCat" multiple="multiple" size="7"></select><input onclick="removeAllOptions(SubCat)" ;="" value="Remove All" type="button">
</form> 

Here is the demo Hold the Ctrl key for multiple selections

Top of Form
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Click here to download / save the demo file 



Top of Form

	


	[image: image21.wmf]

www.plus2net.co



 HTMLCONTROL Forms.HTML:Text.1 [image: image22.wmf]



 HTMLCONTROL Forms.HTML:Submitbutton.1 [image: image23.wmf]S

earch



	 
	[image: image24.wmf]Web 
[image: image25.wmf]www.plus2net.com 
[image: image26.wmf]

pub-88961653301



 HTMLCONTROL Forms.HTML:Hidden.1 [image: image27.wmf]

1



 HTMLCONTROL Forms.HTML:Hidden.1 [image: image28.wmf]

7055549128



 HTMLCONTROL Forms.HTML:Hidden.1 [image: image29.wmf]

ISO-8859-1



 HTMLCONTROL Forms.HTML:Hidden.1 [image: image30.wmf]

ISO-8859-1



 HTMLCONTROL Forms.HTML:Hidden.1 [image: image31.wmf]

GALT:#008000;G



 HTMLCONTROL Forms.HTML:Hidden.1 [image: image32.wmf]

en




Bottom of Form

_1585755388.unknown

_1585755390.unknown

_1585755391.unknown

_1585755389.unknown

_1585755384.unknown

_1585755386.unknown

_1585755387.unknown

_1585755385.unknown

_1585755382.unknown

_1585755383.unknown

_1585755380.unknown

_1585755381.unknown

_1585755379.unknown

_1585755378.unknown

