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These programmes cover many areas of business and office work. They can 
be run as stand-alone courses or completed together to form a longer 
programme.

Course Description:

Business Operations and 
Customer Services

Main Content:

Delivery and Assessment:

Time Required:

City & Guilds Level 1 Award in Business and 
Administration

This qualification has been 

designed to meet the needs of 

adult learners who are either 

seeking employment or are 

already working in first level 

administrative support roles 

within any office environment.

A number of units can be selected, 

and they include:

� Working in business and 

administration

� Using office equipment

� Professional behaviour

� Creating business documents

� Making and receiving calls

� Handling mail

� Collecting and storing information

This course can be completed in 

a week if done intensively, or an 

equivalent amount of time if 

spread out over a longer period 

of time.

There is also a Certificate course 

which takes twice the time but 

covers more modules.

This can be delivered online, 

although depending on the units 

selected it may require face-to-face 

contact.

It is assessed by producing a portfolio 

of evidence which will include 

worksheets, observation forms and 

workbooks. 



Course Description:

Business Operations and 
Customer Services

Main Content:

Delivery and Assessment:

Time Required:

Ascentis Level 1 Award in Business, Employment 
and Enterprise

This course is designed to give 

participants the knowledge and 

understanding of the basic principles 

of employment, business and 

enterprise. This qualification 

introduces the learner to the 

importance of entrepreneurial skills 

within business and encourages 

them to consider their own role in 

enployment, business and 



Course Description:

Business Operations and 
Customer Services

Main Content:





Course Description:

Business Operations and 
Customer Services

Main Content:

Delivery and Assessment:

Time Required:

Highfield Level 1 Award in Customer Service

The objective of this qualification is 

to prepare learners for employment 

and to support learners who deal, 

or intend to deal, with customers on 

a daily basis as part of their job 

role. It is applicable to a variety of 

work environments and covers 

topics such as dealing with 

customer requests, communication 

skills and make telephone calls to 
customers.

Key units include the following:

1) Delivering good customer 

service

2) Know different communication 

methods

3) Providing good customer service 

in line with organisational 

procedures

4) Dealing with customer queries, 

problems and complaints

3 days of contact time plus 

assessment tasks. Overall, 3-

4 days to complete.

This can be delivered and assessed 

completely online. Online delivery is 

through live taught sessions, 

typically over 3 full days either 

intensively or spread over 2 ± 3 

weeks. 

Whether delivered face-
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DIGITAL SKILLS

Course Description:

Pearson Entry Level 3 in Essential Digital Skills

The qualification gives learners the 
opportunity to improve their ability to 
develop the appropriate level of 
digital skills, to use digital devices 
and the internet, and then to apply 
this knowledge and these skills in 
common situations.

Main Content:

The 5 key areas are as follows:

1.Using devices and handling 
Information

2. Creating and editing

3. Communicating 

4. Transacting 

5. Being safe and responsible 
Online

Delivery and Assessment:

These are normally delivered face-
to-face but can be run remotely 
using live online sessions if 
required.

The formal assessment is an 
online, externally set task and test 
which will last about 2 hours.

Time Required:

Delivered over 3
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DIGITAL SKILLS

Course Description:

Pearson Level 1 in Essential Digital Skills

The qualification takes the 
participant's ability to a higher level 
than the Entry 3 course, enabling 
them to manage and configure 
devices, and to store and manage 
information, as well as other more 
advanced skills.

Main Content:

Just like the Entry 3 course, the 5 
key areas are as follows, but at a 
slightly more advanced level:

1.Using devices and handling 
Information

2. Creating and editing

3. Communicating 

4. Transacting 

5. Being safe and responsible 
online

Delivery and Assessment:

These are normally delivered face-
to-face but can be run remotely 
using live online sessions if 
required.

The formal assessment is an 
online, externally set task and test 
which will last about. 2 hours.

Time Required:

Delivered over 3-4 days, either 
intensively or spread over 3 ± 4 
weeks. 



Forest School is a well-recognised brand in the Early Years Education 
Sector. These 2 pages focus on our courses which are delivered by Forest 
School leaders and give participants a great deal of inspiration to take back 
to their settings. 

Course Description:

EDUCATION

Ascentis Level 1 Award in Forest School Principles

The Ascentis Level 1 Award in 
Introduction to Forest School 
Principles provides learners with an 
introduction to the Forest School 
ethos and learning in the outdoors. 
The aims of the qualification are to: 

▪ gain skills and learning of life in 
the outdoors

▪ prepare learners for further study 
and employment in the outdoors 

▪ gain continuing professional 
development

▪ become a Forest School 
Programme Leader

Main Content:

The 5 learning outcomes are:

▪ Understand the Forest School 
approach to learning

▪ Be able to participate in a 
Forest School experience

▪ Understand the methods of 
identification of woodland 
species

▪ Understand the impact of Forest 
Schools on the woodland 
environment

▪ Understand hazards at a Forest 
School

Delivery and Assessment:

This course is best delivered through 
face-to-face contact with an experienced 
Forest School leader, much of which is 
in an outdoor, Forest School-based 
environment.

There is an option for online support on 
some units.

Assessment is through portfolio 
completion.

Time Required:

12 contact hours which can 
be achieved through 2 
intensive days or a series of 
shorter sessions, such as an 
evening per week for 6 
weeks. 

Additional remote work will 
be set to support the main 
delivery. 





Course Description:

EDUCATION

Ascentis Level 2 Award in Learning Support

Main Content:

The aims of the qualification are 
to enable participants: 

1. To understand how to support 
other people to learn 

2. To recognise a range of 
challenging issues that may 
DIIHFW�SHRSOH¶V�DELOLW\�WR�OHDUQ�

3. To identify ways in which you 
can help others to overcome 
these issues

Delivery and Assessment:

Time Required:

Could be delivered intensively 
over 6-7 days, or through doing 2-
3 hours delivery per week for 
several weeks, with additional 
tasks set each week. 

Delivery can be done through face-
to-face lessons or through live 
online taught sessions, whether 
being completed intensively or not.

Participants are assessed by 
completing a portfolio of evidence.

Due to the delivery and assessment 
requirements, this course can be 
done completely online, with no 
face-to-









LEISURE AND 

HOSPITAILITY

Course Description:
Main Content:

Delivery and Assessment:

Time Required:

Highfield Level 2 Award for Personal Licence Holders

The qualification is designed for 

those learners working in a role 

that involves the retail sale of 

alcohol. It is a prerequisite for 

anyone who wishes to hold a 

personal licence. Anyone wishing 

to sell or authorise the sale of 

alcohol by retail on licensed 

premises must hold a 

personal licence.

Learners gaining this qualification will 

understand the main requirements of 

the Licensing Act 2003, the 

importance of promoting the 

licensing objectives and

licence.



LEISURE AND 

HOSPITAILITY

Course Description: Main Content:

Delivery and Assessment:

Time Required:

BTEC Level 1 Award in Sport and Active Leisure

The offer acts as a stepping-

stone opportunity to the Level 2 

Fitness Instructing on the next 

page.

We explore 2 key concepts of 

fitness at a relatively basic level.

When we deliver this at Activate 

Learning alongside our Level 2 

Fitness Instructing, we focus on 

the following 2 modules:

1. Job opportunities in Sport and 

Active Leisure 

2. Anatomy and Physiology

These modules give a solid basis 

to build on when undertaking the 

higher-level Fitness course.Delivered through face-to-face or 

online sessions. 

Assessed through workbooks 

which participants complete as 

they work through the course.

1 ± 2 days of contact time





LEADERSHIP, MANAGEMENT 

AND TEAMWORK

Course Description: Main Content:

Delivery and Assessment:

Time Required:

ILM Level 2 Award / Certificate in Leadership and Team 
Skills

These qualifications are ideal 

for practising team leaders, helping 

them become more effective and 

confident in their role. They also 

support new or aspiring team 

leaders helping them make the 

transition from working in a team to 

leading a team.

The Award is a short version of the 

course which can be delivered in 1-

2 full days intensively, or an 

equivalent amount of time. The 

certificate requires significantly more 

commitment but covers a much 

wider range of topics.

Both courses have core unit 

requirements which include the 
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The Award will only require 2 core 

units to be undertaken, whereas 

the certificate has a range of 

additional optional units.

Award = Approx 15 contact 

hours, typically delivered over 6 

weeks, with tasks set between 

sessions.

Certificate = Approx 50 contact 

hours, typically delivered over 

an extended period of 

time such as a series of half-

day sessions.

This can be delivered 

completely remotely through a 

blend of live taught sessions 

and set tasks, or through face-

to-face sessions, also with 

tasks set between them.

Sessions tend to be once per 

week over 6 weeks.

Assessment is through 

completion of a task for each 

unit, which again can be 

supported face-to-face or done 

completely remotely. 



LEADERSHIP, MANAGEMENT 



LEADERSHIP, MANAGEMENT 

AND TEAMWORK

Course Description: Main Content:

Delivery and Assessment:

Time Required:

Ascentis Level 1 Award in Mentoring

This qualification has been 

designed to provide the skills 

needed to become an effective 

mentor. The qualification will 



Course Description:

PERSONAL DEVELOPMENT

Ascentis Level 1 Award in the Importance of 

Resilience and Grit 

This one-unit qualification 
introduces learners to 
what is meant by the 
WHUPV�µUHVLOLHQFH¶�DQG�µJULW¶�
and how they can be used 
to support our own 
behaviour and character.

Main Content:



Course Description:

PERSONAL DEVELOPMENT



OTHER 

Course Description:
Main Content:

Delivery and Assessment:

Time Required:

City & Guilds Level 2 Certificate in Warehousing 
and Storage

This is delivered over an intensive 

week, Monday to Friday. This can be 

done face-to-face but is usually run 

online through live, taught sessions.

Participants then have to attend an 

online exam at one of our campuses 

upon completion of the course.

5 days intensive delivery.

The assessment may fall 

within those 5 days or 

immediately after. 

This course is aimed at people 

seeking work in a warehouse 

environment, or people new to 

working in warehousing.

It covers the basic principles of 

warehousing and storage such as 

order processing, safety issues, 

customer requirements and stock 

control. 

A number of modules are covered 

which include the following:

� Receiving and storing goods

� Processing and dispatching 

goods

� Customer Service

� Health, Safety, Security and 

Legislation 

� Teamwork
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