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The Standard identifies those training organisations best equipped 
to ensure that training is both flexible and approached in a manner 
that allows return on investment to be assessed.

The Training Quality Standard highlights high quality, high impact 
training.  It also recognises those colleges and training providers 
that put employers’ needs at the heart of what they do, and is 
awarded only to the very best.

The College joins a prestigious list of national organisations 
including BMW, British Gas, Rolls Royce and the FA Premier 
League, all of which have been awarded the Standard for their own 
in-house training, as well as a growing number of colleges and 
private training providers nationally.

College awarded Training 
Quality Standard
Central Sussex College has recently been awarded the Training Quality Standard   
- the highest training accolade possible - in recognition of its work with employers.

Marie Harris, Director of Employer Services at the College said:

“We are delighted to have achieved the Training Quality Standard, 
which recognises the excellent work that the College does with a 
wide range of employers in the area.  

“Employers can be confident that the College will assess and 
respond to their needs and work with them to find flexible solutions 
to meet those needs.

“In challenging economic times, the College is ideally placed to 
assist businesses of all sizes to maximise their potential.”

If you’d like to talk to one of our Skills Advisers about how the College could help you to develop your 
people and your business call 0845 155 0043 (local call rate) or email employers@centralsussex.ac.uk.
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Introduction to Successful Operations Management

Why you should attend
This course is ideal for those entering middle management. 
Learn how to achieve results through effective implementation 
and delegation within your team.

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs 		
- Crawley campus, East Grinstead Central campus

Cost £260    Duration One day

•	 Planning
•	 Managing objectives
•	 Delegate effectively

Leading your Team to Success

Why you should attend
Improve and develop your leadership style through analysing 
behavioural and work practices. Learn to delegate effectively 
and build the foundations for a strong and successful team.

•	 Setting SMART objectives
•	 Recognising team styles
•	 Understanding team  
    dynamics

•	 Communicating instructions
�•  Giving feedback
•	 Developing your  
    management style

Course content

Dates and Venues
20 Nov (2009), 19 Feb & 26 Mar (2010) - Crawley campus, 	
East Grinstead Central campus

Cost £260    Duration One day

•  How to give meaningful  
    feedback

Introduction to Successful Project Management

Why you should attend
Plan with confidence, learn a structured approach to project 
management, allowing you to meet your objectives, deliver on 
time, within budget as specified.

•	 Building aims and  
    objectives
•	 The project brief
•	 Identifying project  
    requirements and  
    timescales
•	 Identifying resources  
    required
•	 Identifying tasks

•	 Identifying costs
•	 Monitoring and control
•	 Introduction to the Gantt
•	 The critical path
•	 Task dependencies and  
    relationships
•	 Communicating instructions
•	 Contingency planning

Course content

Dates and Venues
12 Nov (2009) 28 Jan & 4 Mar (2010) - Crawley campus, East 
Grinstead Central campus

Cost £260    Duration One day

Introduction to Business Improvement Techniques

Why you should attend
This one day introduction course will provide you with an insight 
into the Business Improvement Techniques programme and 
is suitable for any company, not just manufacturers, looking 
for performance improvement.  Through this course you will 
understand the benefits of adopting an organisational approach 
to business improvement and the bottom line benefits that this 
can achieve. 

You will come to understand through a common sense and 
pragmatic approach how to use techniques which are right for 
your organisation, not just today’s hot topics.

Dates and Venues
29 Oct, 2 Nov, 8 Dec (2009) 25 Jan , 8 March, 20 April & 7 June (2010) 
- Crawley campus

Cost £50    Duration One day



Improving Productivity through Time Management

Why you should attend
Learn how to plan and organise your time effectively, prioritise 
tasks and minimise interruptions to achieve greater productivity.

•	 Establishing priorities
•	 Setting objectives and time 	
	 saving techniques

•	 Dealing with interruptions 	 	
	 and distractors
•	 Managing your manager 	
•  Delegation

Course content

Dates and Venues
8 Dec (2009) 2 Feb & 16 Mar (2010) - Crawley campus, 		
East Grinstead Central campus

Cost £260    Duration One day
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Train the Trainer

Why you should attend
This two day course is ideal for delegates who are interested 
in becoming trainers and those already training who wish to 
improve their skills. There will be at least two opportunities to 
deliver training.

•	 Assessing training needs
•  How people learn
•	 Planning and designing  
    training
•  Materials, methods and    
    media

•	 Delivering training
•	 Evaluating training
•	 Action planning

Course content

Dates and Venues
2, 3 Nov & 14, 15 Dec (2009) 8, 9 Feb (2010) - Crawley campus, 
East Grinstead Central campus

Cost £495    Duration Two days

Using Meetings to Get Things Done!

Why you should attend
This course is ideal for anybody who wishes to chair their 
meetings more effectively, whether experienced or new to 
chairing.

•	 Preparation and planning
•	 The purpose of the  
	 agenda
•	 Roles and responsibilities

•	 Dealing with difficult 	 	
	 behaviour
•	 Recording outcomes and 	 	
	 action points

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs 		
- Crawley campus, East Grinstead Central campus

Cost £160    Duration Half day

To book call 0845 155 0043 and press 4 
or email employers@centralsussex.ac.uk

The Manager’s Role in Dealing with Stress

Why you should attend
Identify the main causes of stress, and strategies to control it. 
Understand employers’ obligations and the Health & Safety 
Executive’s Management Standards for work-related stress.

•	 What is stress?
•	 Recognising the signs
•	 Common patterns of stress 	
	 in the workplace
•	 Effective management of 	 	
	 your time

•	 The impact of stress on a 	 	
	 team
•	 How to set fair work goals
•	 Uncertainty caused by 	 	
	 change
•	 Preventative ideas to 	 	
	 manage conflict and anger

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs 		
- Crawley campus, East Grinstead Central campus

Cost £260    Duration One day
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Managing Poor Performance

Why you should attend
This course is suitable for any supervisor or manager with 
responsibility for managing staff.

•	 Defining poor performance  
    in the workplace
•	 Setting SMARTER objectives  
    for individuals

• Managing situations  
   informally and formally
• Identifying the key actions to  
   be taken

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs 		
- Crawley campus, East Grinstead Central campus

Cost £260    Duration One day

Coaching for Confidence and Performance

Why you should attend
Develop a range of skills and techniques required for successful 
coaching, learning to adapt your own style to that of the 
individual and particular situation.

•	 What is coaching?
•	 How to get the most from 	 	
	 the coaching process
•	 Core coaching skills

•	 Listening and feedback
•	 Performance indicators
•	 Understanding and applying 	
	 the G.R.O.W. model

Course content

Dates and Venues
2 Dec (2009) 17 Feb, 24 Mar (2010) - Crawley campus, 		
East Grinstead Central campus

Cost £260    Duration One day

Managing Difficult Employees

Why you should attend
This course is ideal for managers and supervisors who need to 
manage the performance of their teams.

•	 Why are the employees  
    difficult?
•	 Communicating effectively
•	 Being assertive
•	 Handling conflict

•	 Managing aggressive  
    behaviour
•	 Managing difficult people
•	 What people can 	 	
	 expect of you
•	 Action planning

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs 		
- Crawley campus, East Grinstead Central campus

Cost £260    Duration One day

Positive Change Management

Why you should attend
Understanding individual’s perceptions and attitudes 
towards change using techniques that encourage employee 
engagement, reduce resistance and stimulate commitment to 
the change process.

•	 Understanding the impact  
    of change on individuals  
    and teams
•	 Understanding responses  
    to change

•	 Creating a positive climate  
    for change 
•  Communicating and 	 	
	 implementing change
 

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs 		
- Crawley campus, East Grinstead Central campus

Cost £260    Duration One day



Handling Disciplinary Issues to Improve 
Workplace Relationships

Why you should attend
An opportunity to deal practically with disciplinary issues and 
ensure that your organisation applies best practice. This course 
covers the new regulations effective from April 09.

•  Disciplinary hearing
•  Appropriate sanctions
•  The appeal process

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs 		
- Crawley campus, East Grinstead Central campus

Cost £260    Duration One day

Making the Most of Selection Interviewing

Why you should attend
This course is suitable for people at any level within an organisation 
who undertake recruitment and selection of staff, in particular 
the candidate interview. This course will also examine the legal 
requirements for organisations and individuals conducting interviews.

•	 Key legislation affecting the 	
	 recruitment process
•	 Selecting interview 	 	
	 questions based on skills 
	 and knowledge
•	 Questioning techniques

•	 Conducting the interview
•	 Scoring candidates and 	 	
	 making the decision
•	 Data protection and legal 	 	
	 compliance

Course content

Dates and Venues
23 Nov (2009) 11 Jan, 22 Feb, 22 Mar (2010) - Crawley campus, 
East Grinstead Central campus

Cost £260    Duration One day

Using Appraisals to Enhance Performance

Why you should attend
This course is suitable for all managers/supervisors who 
appraise their staff as part of their responsibilities.

•	 Understanding the reasons 	
	 for appraisals
•	 Prepare and conduct an 	 	
	 appraisal interview
•  Documenting SMART  
    objectives

•	 Positive and motivational 	 	
	 impact on the individual
•	 Positive and motivational 	 	
	 impact on the organisation

Course content

Dates and Venues
4 Dec (2009) 22nd Jan, Mar 12 (2010) - Crawley campus, 		
East Grinstead Central campus

Cost £260    Duration One day

•	 Introduction to disciplinary
•	 The stages of the process
•	 Assessing a situation
•	 Disciplinary investigation 	 	
	 and the case to answer
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Making Better Recruitment and Selection Decisions

Why you should attend
The recent discrimination legislation is clear; recruitment for all 
roles must be based on skills and knowledge only. Applicants 
for jobs are protected from the moment they apply. Avoid costly 
recruitment mistakes by gaining an understanding of best 
practice techniques, employment law and interview skills.

•	 Key legislation affecting 	 	
	 the recruitment and 
	 selection process
•	 Advertisements and 	 	
	 application forms

•	 Selection techniques 	 	
	 including assessment 		
	 centres
•	 Interview questions
•	 Audit records in accordance 	
	 with Data Protection Act

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs 		
- Crawley campus, East Grinstead Central campus

Cost £260    Duration One day

To book call 0845 155 0043 and press 4 
or email employers@centralsussex.ac.uk
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Certificate in Administration - Level 2 & 3

Why you should attend
This course is suitable for anyone looking to gain a recognised 
certificate, and to broaden their knowledge and understanding 
of the administrative role and how it fits into their organisation.

•	 Responsibilities at work
•	 Work roles
•	 Innovation and change
•	 The work environment

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs 		
 - Crawley campus

Cost £295 per level    Duration Nine weeks

Business, HR and Management

Presenting to Persuade

Why you should attend
Gain the techniques, skills and confidence to plan effective 
presentations that will engage and inspire your audience.

•	 Developing a structure and 	
	 plan
•	 Creating and using visual 	 	
	 aids

•	 Delivery skills
•	 Effective handling of 	 	
	 questions
•	 Body language

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs  		
- Crawley campus, East Grinstead Central campus

Cost £260    Duration One day

Using Minute Taking to Get Things Done!

Why you should attend
This course guides delegates through the complete minute 
taking process. 

•	 Pre-meeting activities
•	 How to record accurate 	 	
	 notes
•	 How to produce 		 	
	 professional minutes

•	 The importance of action 	 	
	 points
•	 Different minute styles for 	 	
	 different meetings
•	 Agreeing the minutes

Course content

Dates and Venues
24 Nov (2009) 13 Jan, 9 Mar (2010) - Crawley campus, 		
East Grinstead Central campus

Cost £160    Duration Half day

Diversity for Better Business

Why you should attend
This course is ideal for organisations who wish to improve their 
performance by harnessing the potential of diversity in the 
workplace.

•	 Understanding the concept 	
	 of diversity
•	 The difference between 	 	
	 diversity and equal 		
	 opportunities

•	 The positive impact of 	 	
	 diversity on business results
•	 Harnessing and utilising the 	
	 talents of your diverse teams
•	 The effects of diversity on 	 	
	 organisational behaviour

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs  		
- Crawley campus,  East Grinstead Central campus

Cost £260    Duration One day

•	 Health and safety 
•	 Using IT
•	 Customer relations
•	 Working with others

This course includes a range of topics including:
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To book call 0845 155 0043 and press 4 
or email employers@centralsussex.ac.uk

Finance for Non Financial Managers

Why you should attend
For those who want a better understanding of basic 
business finance. Designed for those with no direct financial 
responsibility and those wanting to understand simple 
accountancy principles.

•	 Understanding key financial 	
	 terms
•	 Profit and loss accounts	  	
	 and the balance sheet

•	 Key accounting ratios
•	 Costing and budgeting
•	 Using financial information 	
	 for decision-making

Course content

Dates and Venues
27, 28 Nov & 23, 26 Oct (2009) 26, 29 Feb & 5, 8 Mar (2010) 	
- Crawley campus, East Grinstead Central campus  

Cost £495    Duration Two days

Sage Accounting Level 1

Why you should attend
This course is suitable for those wishing to gain knowledge of 
computerised accounting using Sage Accounting program, and 
those wishing to update their skills.

•	 Maintain ledgers •	 Process sales and purchase 	
	 documents

Course content

Dates and Venues
April at Crawley campus

Cost £230    Duration Twelve weeks

Sage Accounting Level 2

Why you should attend
This course is suitable for those wishing to gain knowledge of 
computerised accounting using Sage Accounting program, and 
those wishing to update their skills.

•	 Process nominal ledger 	 	
	 transactions

•	 Carry out stock control 	 	
	 process

Course content

Dates and Venues
April at Crawley campus

Cost £230    Duration Twelve weeks

Introduction to Budgeting

Why you should attend
This course is designed to provide delegates with the tools that 
they need to set and manage a budget.

•	 Develop an understanding      	
	 of the budgeting process
•	 Understanding different 	 	
	 elements of cost

•	 Setting up a budget
•	 Monitoring a budget
•  Work more productively with     	
    the finance team

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs 		
- Crawley campus, East Grinstead Central campus

Cost £260    Duration One day
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Growing your own 
talent

Apprenticeships

Have you considered employing 
an apprentice in your business?            
It could be the ideal solution in 
today’s uncertain climate.

• 	 You could benefit from more than £9,000 worth of training free if you take on an apprentice (depending on the age of the apprentice)

•	 You could qualify for £1,000 if you employ someone from the unemployment register

•	 We have many talented and enthusiastic young people, some of whom are part-qualified, who are looking for an opportunity to work 	
	 in a range of industries.

Did you know:

0845 155 0043 and press 4For more details on the above schemes call
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To book call 0845 155 0043 and press 4 
or email employers@centralsussex.ac.uk

Apprentices can be a huge benefit to any business and the 
productivity of your workforce. As one of the largest providers 
of apprenticeship training in Sussex, Central Sussex College 
provides support to both the apprentice and the employer 
throughout the scheme, and we can access any funding available 
to support the cost of training.

Our range of apprenticeship programmes covers a growing 

number of industries and many have been developed as a direct 
result of employer demand. An Apprenticeship in Signmaking 
was introduced following a request from a local company, and we 
are keen to work with employers individually and as a sector to 
develop new opportunities.

Apprenticeship programmes can help existing employees achieve 
the skills required to contribute to your future business success.

The Job Shop aims to:
• 	Listen to your employment needs 
• 	Advertise your vacancy, whether it is full or part-time 
• 	Successfully match candidates to your needs 
• 	Support your company with free help and advice on 	
	 continuing skills training for your employees. 

For further information or to register a vacancy with the 
Job Shop call 0845 155 0043 (press 4) and ask for 
Jane Williams or Lizzie Powell.

Are you a business with a vacancy to fill?

Apprenticeships - High on the agenda

With the government investing heavily in apprenticeships despite the challenging economic climate, it is 
estimated that there will be as many as 7,000 new apprenticeships created in the next three years. If you haven’t 
considered employing an apprentice, now might be the ideal time.

You can also log job vacancies online at

www.centralsussex.ac.uk/jobshop

Want to find out more? Call Employer Services on

0845 155 0043 and press 4

If you’re an employer wishing to find the 
right person for the job, look no further. 
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Sales and Marketing

Managing Sales Accounts

Why you should attend
Enhance your existing account management skills, learn 
to develop strong relationships and identify customer 
requirements more effectively. Improving the loyalty, retention 
and image of your organisation to help build sales.

•	 The key account role
•	 Trust and quality
•	 The buying cycle – how to 		
	 influence things in your 
	 favour

•	 Decision factors and buying 	
	 motives
•	 Generating referrals

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs 		
- Crawley campus, East Grinstead Central campus

Cost £260    Duration One day

Essential Sales Skills

Why you should attend
This course will benefit anyone who is entering a sales 
environment or who wants to develop essential sales skills.

•	 The sales life cycle
•	 Planning to sell
•	 Tactical and strategic sales

•	 Sales campaigns and 	 	
	 marketing tools
•	 Closing the sale

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs 		
- Crawley campus, East Grinstead Central campus

Cost £260    Duration One day

Essential Marketing Skills

Why you should attend
Explore the marketing strategies required to communicate with 
customers effectively. Learn about market forces, consumer 
behaviour and attitudes to deliver marketing with real impact.

•	 Situation analysis - where is  
    the business currently?
•	 Putting your products in the 	
	 spotlight
•	 Living with the enemy 	 	
	 – competitors

•	 Motivation and influences  
    on buying behaviour
•	 Marketing communications

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs 		
- Crawley campus, East Grinstead Central campus

Cost £260    Duration One day

Trainer Profiles
Bob Bennett
Bob has worked in the UK, France, Germany, Netherlands, Austria 
and Switzerland for multinationals and in a freelance capacity. 
He has hands-on experience both as a practitioner and as a 
project manager in international banking, insurance services, 
foreign exchange trading, stockbroking and environmental 
management. Currently in education and training, he specialises 
in project management, business economics, environmental 
management, customer-focus, personal development and 
software development.

Sally Szwarc 
Sally is a business consultant and trainer.  Her main areas of 
expertise are management consultancy and training, business 
advice (particularly small firms) and Investors in People. Sally has 
a wealth of experience of projects in both the private and public 
sector including assessing organisations against the Investors in 
People standard, analysing learning and development needs and 
advising on solutions, and developing and delivering business, 
management and people skills training programmes.    
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Communicating Effectively when Writing Letters or 
E-mails - French/Spanish

Why you should attend
Suitable for any person who already has a solid basic 
knowledge of French or Spanish and would like to 
communicate more effectively in the most common situations. 

•	 Business letter/e-mail 	 	
	 layout
•	 Recognising business 	 	
	 styles; structure and 
	 leading composition

•	 Ending a business letter 
•	 Accepting/refusing a 	 	
	 business invitation
•	 Writing a job application

Course content

Dates and Venues
French 1 Mar - Crawley campus
Spanish 4 Mar - Crawley campus

Cost £180    Duration One day

Making Effective Telephone Calls - French/Spanish

Why you should attend
Suitable for any person who already has a solid basic 
knowledge of French or Spanish and would like to 
communicate more effectively in the most common situations.

•	 Spellings
•	 Numbers
•	 Making appointments 	 	
	 (dates, months, times)
•	 Making reservations

•	 Polite greetings and social 	
	 conventions

Course content

Dates and Venues
French 8 Mar - Crawley campus
Spanish 11 Mar - Crawley campus

Cost £180    Duration One day

Communication

Language Workshops -  
Spanish/French/German/Italian/Greek

Why you should attend
These one day workshops will give candidates of all levels the 
confidence they need to get by in the above languages.

Commonly used phrases including use of vocabulary, verbs 
and synonyms in both written and oral expression.

Course content

Dates and Venues
Spanish -    Dates on request - Crawley campus,
	 East Grinstead Central campus
French - 	 Dates on request - Crawley campus,
	 East Grinstead Central campus
German -    Dates on request - Crawley campus,
	 East Grinstead Central campus
Italian - 	 Dates on request - Crawley campus,
	 East Grinstead Central campus
Greek - 	 Dates on request - Crawley campus,
	 East Grinstead Central campus

Cost £18    Duration One day (10.00 - 13.00)

English, foreign 
language and culture
…can be designed to support your business. Whether you have 
staff relocating to international offices, newly-settled migrant 
workers in the UK, or representatives attending international trade 
and commerce events, we can provide the language skills and 
cultural knowledge they need to help your business succeed. 

0845 155 0043
For details or to discuss you needs contact Employer 
Services on

and press 4
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If your staff need to do any of the 
following, they need Skills for Life:

Skills for Life means just that... 

Skills for Life

• Customer care
• Using the telephone
• Following instructions 	 	
	 - written or verbal
• Taking messages
• Understanding Health & Safety  
    requirements

• Written reports
• Estimating numbers
• Orders and stock control
• Handling money

• Weighing and measuring

If their skills aren’t up to scratch, 
how will that affect your business?
• Reluctance by staff to take on 	
	 more responsibilities
• Dissatisfied customers
• Wasted money and resources

• High staff turnover - poor  
   motivation
• Inefficiency

We can promise no “off-the-shelf” solutions. A comprehensive, free assessment will ensure that the training 
developed will meet your needs exactly, and be delivered at a time and place convenient to you.

...providing the written and 
spoken language and number 
skills needed in the modern 
world, including at work.
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Information Technology

Vista/Word 2007/Excel 2007 – Upgrade Training

Why you should attend
This course is ideal for delegates who were familiar with Word and 
Excel in the older versions but who have now upgraded to 2007. 
Delegates can attend the Word or Excel session only if required.

•	 Using the Office button
•  Adding and removing  
    buttons
•	 Navigating around the 	 	
	 package

•	 Finding familiar dialogue 	 	
	 boxes again
•	 Personalising the system

Course content

Dates and Venues
14 Oct (2009), 6 Jan (2010) - Crawley campus

Cost £135    Duration One day (£95 for half day package)

Microsoft Word for Users of XP/2003 – Basic

Why you should attend
This course is ideal for users who are new to Microsoft Word.

•	 Task pane
•	 Filing
•	 Spelling and alignment
•	 Fonts - enhancements and 	
	 case, highlighting
•	 Margins and tab stops

•	 Editing and smart tags
•	 Tables, borders and 	 	
	 shading
•	 Autotext
•	 Bullets and numbering

Course content

Dates and Venues
8 Jan (2010) - Crawley campus

Cost £130    Duration One day

Microsoft Word for Users of XP/2003 – Intermediate

Why you should attend
This course is designed to give existing users of Word an 
insight into some further useful tools.

•	 Outline numbering
•	 Paragraph formatting
•	 Columns
•	 Inserting files and dates
•	 Clip organiser, diagram 	 	
	 gallery, watermarks
•	 Headers, footers & sections

•	 Creating a template 
•  Creating styles
•	 Customising the button bar
•	 Inserting a spreadsheet into 	
	 a Word document
•	 Mail merge

Course content

Dates and Venues
13 Oct (2009), 20 Jan, 12 Mar (2010) - Crawley campus

Cost £130    Duration One day

Microsoft Word for Users of XP/2003 – Advanced

Why you should attend
This course is ideal for users who would like to learn some of 
the advanced features of Word.  It is particularly useful for users 
who work with long documents.

•	 Table of contents
•	 Changing the styles
•	 Index
•	 Table of figures
•	 Fill-in fields
•	 Forms
•	 Macros

•	 Track changes
•	 Inserting a hyperlink to a 	 	
	 bookmark
•	 Advanced mail merge
•  Filtering and merging/fill-in 	
	 fields 

Course content

Dates and Venues
18 Nov (2009), 17 Mar (2010) - Crawley campus

Cost £130    Duration One day

Should there be insufficient numbers to run a particular IT course, delegates may be offered two-to-one tuition for a reduced number of hours at the same price, 
alternatively they may be moved to another date or offered a one-to-one training session which would be priced accordingly.
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Microsoft Project – Basic

Why you should attend
This course is ideal for users who are either new to Microsoft 
Project or who have never had any formal training.

•	 Getting started
•	 Summary information
•	 Tasks, linking tasks
•	 Editing
•	 Outlining
•	 Task relationships

•	 Views
•	 Resources, task constraints
•	 Sorting, tracking
•	 Filtering
•	 Printing views and reports

Course content

Dates and Venues
19 Oct (2009), 3 Feb (2010) - Crawley campus

Cost £155    Duration One day

Microsoft Project – Intermediate

Why you should attend
This course is ideal for users who are already familiar with 
Project but who would benefit from understanding further 
features.

•	 Resource levelling
•	 Hyperlinks
•	 Linking projects
•	 Sharing resources from 	 	
	 another project
•	 Email assignments

•	 Recurring tasks
•	 Customising views
•	 Customising tables
•	 Custom filters
•	 Custom reports

Course content

Dates and Venues
5 Nov (2009) - Crawley campus

Cost £155    Duration One day

Microsoft Word for Users of 2007 – Basic

Why you should attend
This course is ideal for users who are new to Microsoft Word.

•	 Task pane
•	 Filing
•	 Spelling and alignment
•	 Fonts - enhancements and 	
	 case, highlighting
•	 Margins and tab stops

•	 Editing and smart tags
•	 Tables - borders and 	 	
	 shading
•	 Building blocks
•	 Bullets and numbering

Course content

Dates and Venues
5 Feb (2010) - Crawley campus

Cost £130    Duration One day

Microsoft Word for Users of 2007 – Intermediate

Why you should attend
This course is designed to give existing users of Word 2007 an 
insight into some further useful tools.

•	 Revision of topics covered 	
	 in first course
•	 Outline numbering
•	 Inserting files, inserting dates
•	 Clip Organiser, diagram 	 	
	 gallery, watermarks
•	 Headers footers & sections
•	 Creating styles

•	 Creating a template, 	 	
	 inserting fields
•	 Creating set documents 	 	
	 using Text Form field
•	 Customising the button bar
•	 Inserting a spreadsheet into 	
	 a Word document
•	 Mail merge

Course content

Dates and Venues
6 Oct (2009), 10 Feb (2010) - Crawley campus

Cost £130    Duration One day

Should there be insufficient numbers to run a particular IT course, delegates may be offered two-to-one tuition for a reduced number of hours at the same price, 
alternatively they may be moved to another date or offered a one-to-one training session which would be priced accordingly.
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To book call 0845 155 0043 and press 4 
or email employers@centralsussex.ac.uk

Microsoft Access XP/2003 - Creating a Database

Why you should attend
This course is ideal for users who are either new to creating 
databases in Access, or those who have never had any formal 
training.

•	 Creating tables
•	 Entering information
•	 Table properties
•	 Creating a query (including 	
	 wildcards in queries and 		
	 parameter queries)

•	 Creating forms
•	 Report wizard
•	 Update queries, mailmerge
 

Course content

Dates and Venues
20 Oct (2009), 23 Mar (2010) - Crawley campus

Cost £130    Duration One day

Microsoft Access 2007 - Creating a Database

Why you should attend
This course is ideal for users who are either new to creating 
databases in Access, or those who have never had any formal 
training.

•	 Creating tables
•	 Entering information
•	 Table properties
•	 Creating a query (including 	
	 wildcards in queries and 		
	 parameter queries)

•	 Creating forms
•	 Report wizard
•	 Update queries, mailmerge

Course content

Dates and Venues
25 Mar (2010) - Crawley campus

Cost £130    Duration One day

Should there be insufficient numbers to run a particular IT course, delegates may be offered two-to-one tuition for a reduced number of hours at the same price, 
alternatively they may be moved to another date or offered a one-to-one training session which would be priced accordingly.

Microsoft Access XP/2003 - Advanced

Why you should attend
This course is ideal for delegates who already create their own 
simple databases, but need to know how to link the tables and 
create some advanced query and reporting facilities.

•  Linking tables through a  
    combo box
•  Combo box properties
•  Linking tables through  
    relationships
•  Linking tables in a query

•  Using calculated fields in a  
    query
•  Totalling in reports
•  Grouping and Sub totalling  
    in reports
•  Macros

Course content

Dates and Venues
1 Dec (2009) - Crawley campus

Cost £130    Duration One day

Macros and Visual Basic in Excel

Why you should attend
This course is ideal for learners who are already familiar with 
Excel but who now need to automate their spreadsheets with 
Macros and Visual Basic.

•	 The syntax 
•	 Combining code with 	 	
	 macros
•	 Writing code without using 	
	 a macro
•	 Message boxes
•	 Movement within Excel
•	 Creating Visual Basic forms

•	 Input boxes, combo boxes, 	
	 check boxes
•	 Variables 
•	 While and wend 
•	 ‘If’ branch
•	 Case 
•	 Arrays 
•	 Code buttons

Course content

Dates and Venues
2 Nov (2009) - Crawley campus

Cost £155    Duration One day
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Microsoft Excel 2000/XP/2003 – Spreadsheet Construction

Why you should attend
This course is suitable for users who need to know how to 
create their own spreadsheets containing formulas.

•	 Saving and retrieving
•	 Changing the column 	 	
	 widths
•	 Calculations/totalling 	 	
	 Columns and rows
•	 Functions 
•	 Comments
•	 Copying formulas
•	 Absolute cell references

•	 Hiding columns and rows/		
	 inserting and deleting rows
•	 Moving and copying, smart 	
	 tags
•	 Formatting cells/currency 	 	
•	 Format/borders and 	 	
	 shading
•	 Autofill
•	 Freezing and splitting

Course content

Dates and Venues
28 Oct (2009), 22 Jan, 19 Mar (2010) - Crawley campus

Cost £130    Duration One day

Should there be insufficient numbers to run a particular IT course, delegates may be offered two-to-one tuition for a reduced number of hours at the same price, 
alternatively they may be moved to another date or offered a one-to-one training session which would be priced accordingly.

Microsoft Excel 2007 – Spreadsheet Construction

Why you should attend
This course is suitable for users who need to know how to 
create their own spreadsheets containing formulas.

•	 Saving and retrieving
•	 Changing the column 	 	
	 widths
•	 Calculations/totalling 	 	
	 Columns and rows
•	 Functions 
•	 Comments
•	 Copying formulas
•	 Absolute cell references

•	 Hiding columns and rows/		
	 inserting and deleting rows
•	 Moving and copying, smart 	
	 tags
•	 Formatting cells/currency 	 	
	 format/borders and shading
•	 Autofill
•	 Freezing and splitting

Course content

Dates and Venues
27 Oct (2009), 15 Jan, 5 Mar (2010) - Crawley campus

Cost £130    Duration One day

Microsoft Excel 2000/XP/2003 – Advanced

Why you should attend
This course is designed for users who have been using Excel 
for some time and now need to become familiar with some of 
the advanced features.

•	 Auditing
•	 Look up tables and match
•	 Macros and assigning code 	
	 to buttons
•	 If revisited, AND function
•	 Text functions and 	 	
	 database functions

•	 Goal seeking, scenarios, 	 	
	 consolidation of data
•	 Financial functions
•	 Validation
•	 Sub totals
•	 Pivot tables

Course content

Dates and Venues
16 Nov (2009), 23 Feb (2010) - Crawley campus

Cost £130    Duration One day

Microsoft Excel 2000/XP/2003 – Intermediate

Why you should attend
This course is ideal for delegates who already know how to 
create simple formulas and now need to progress to the next 
step.

•	 Revision of topics covered 	
	 in first course
•	 Links
•	 Further calculations
•	 Percentages
•	 Autofilter and advanced 	 	
	 filter

•	 ‘If’ Function
•	 SumIf
•	 Conditional formatting
•	 Charts
•	 Protecting sheets
•	 Object linking and 	 	
	 embedding

Course content

Dates and Venues
3 Nov (2009), 27 Jan, 24 Mar (2010) - Crawley campus

Cost £130    Duration One day
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To book call 0845 155 0043 and press 4 
or email employers@centralsussex.ac.uk

Flash

Why you should attend
This course is ideal for delegates who wish to insert Flash 
animations into their websites.

•	 The Flash screen layout
•	 Drawing types
•	 The drawing tools
•	 Layers
•	 Modifying shapes

•	 Text
•	 Symbols
•	 Animation
•	 Scenes
•	 Masks

Course content

Dates and Venues
9 Oct (2009), 25 Feb (2010) - Crawley campus

Cost £155    Duration One day

Fireworks

Why you should attend
This course is ideal for users who wish to learn how to use 
Fireworks to edit the photographs on their websites, or who 
wish to create buttons and simple animation.

•	 Creating a button, adding a 	
	 hyperlink to a button
•	 Button effects
•	 Feathering a picture
•	 Watermarks
•	 Drawing
•	 Eyedropper tool

•	 Pencil tool and associated 		
    features
•	 Working with text and     
    curved text
•	 Creating animated GIFS
•	 Symbols
•	 Hot spots

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs 		
- Crawley campus

Cost £155    Duration One day

Should there be insufficient numbers to run a particular IT course, delegates may be offered two-to-one tuition for a reduced number of hours at the same price, 
alternatively they may be moved to another date or offered a one-to-one training session which would be priced accordingly.

Microsoft Excel 2007 – Intermediate

Why you should attend
This course is ideal for delegates who already know how to 
create simple formulas and now need to progress to the next 
step.

•	 Revision of topics covered 	
	 in first course
•	 Links
•	 Further calculations
•	 Percentages
•	 Autofilter and advanced 	 	
	 filter

•	 ‘If’ function
•	 SumIf
•	 Conditional formatting
•	 Charts
•	 Protecting sheets
•	 Object linking and 	 	
	 embedding

Course content

Dates and Venues
5 Oct, 10 Nov (2009), 29 Jan, 10 Mar (2010) - Crawley campus

Cost £130    Duration One day

Microsoft Excel 2007 – Advanced

Why you should attend
This course is designed for users who have been using Excel 
for some time and now need to become familiar with some of 
the advanced features.

•	 Auditing
•	 Look-up tables and match
•	 Macros and assigning code 
    to buttons
•	 ‘If’ revisited, ‘AND’ functions

•	 Goal seeking, scenarios,  
    consolidation of data
•	 Financial functions
•	 Validation
•	 Sun totals
•	 Pivot tables

Course content

Dates and Venues
16 Oct (2009), 26 Feb (2010) - Crawley campus

Cost £130    Duration One day
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Should there be insufficient numbers to run a particular IT course, delegates may be offered two-to-one tuition for a reduced number of hours at the same price, 
alternatively they may be moved to another date or offered a one-to-one training session which would be priced accordingly.

Microsoft PowerPoint 2007– Essentials

Why you should attend
This course is ideal for users who are new to Microsoft 
PowerPoint 2007. 

•	 Saving and closing 	 	
	 presentations
•	 Bulleted lists
•	 Using character sets and 	 	
	 pictures for bullets
•	 Indenting bullets, creating 		
	 numbered lists
•	 Diagram gallery

•	 Creating tables
•	 Creating charts and graphs
•	 Creating a chart from an 	 	
	 Excel spreadsheet
•	 Using Clip Art
•	 Animation schemes
•	 Slide design task pane
•	 Screen shows

Course content

Dates and Venues
11 Feb (2010) - Crawley campus

Cost £130    Duration One day

Microsoft PowerPoint XP/2003 – Advanced

Why you should attend
This course is ideal for users who are familiar with Microsoft 
PowerPoint but who are interested in learning some of the 
advanced features.

•	 Viewing and changing the 		
	 slide master
•	 Headers and footers
•	 Launching objects in slide 		
	 shows
•	 Advanced graphs
•	 Inserting files

•	 Interactive go-to slide
•	 Custom animation
•	 Animating a graph
•	 Using the drawing toolbar
•	 Custom shows
•	 Hyperlinks
•	 Inserting videos

Course content

Dates and Venues
7 Dec (2009), 3 Mar (2010) - Crawley campus

Cost £130    Duration One day

Microsoft PowerPoint XP/2003 – Essentials

Why you should attend
This course is ideal for users who are new to Microsoft 
PowerPoint.

•	 Saving and closing 	 	
	 presentations
•	 Bulleted lists
•	 Using character sets and 	 	
	 pictures for bullets
•	 Indenting bullets, creating 		
	 numbered lists
•	 Diagram gallery

•	 Creating tables
•	 Creating charts and graphs
•	 Creating a chart from an 	 	
	 Excel spreadsheet
•	 Using Clip Art
•	 Animation schemes
•	 Slide design task pane
•	 Screen shows

Course content

Dates and Venues
12 Oct (2009), 24 Feb (2010) - Crawley campus

Cost £130    Duration One day

Adobe Acrobat

Why you should attend
This course is ideal for learners who wish to use Adobe Acrobat 
to create navigable PDF documents.

•	 Converting a file within 	 	
	 Acrobat
•	 Changing the conversion 	 	
	 settings
•	 Converting a file within other 	
	 applications
•	 Creating a PDF from 	 	
	 multiple files	
•	 Bookmarks
•	 Headers and footers

•	 Inserting a watermark or 	 	
	 background
•	 Links	
•	 Comments	
•	 Reviewing documents
•	 Navigation
•	 Searching
•	 Setting preferences
•	 Adding and removing pages

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs 		
- Crawley campus

Cost £155    Duration One day
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To book call 0845 155 0043 and press 4 
or email employers@centralsussex.ac.uk

Microsoft Publisher

Why you should attend
This course is ideal for delegates who wish to learn how to use 
Microsoft Publisher to create leaflets, simple brochures and 
posters.

•	 Text frames, borders 	 	
	 around frames, fill
•	 Masters - adding 	 	
	 background objects, logos, 	
	 page numbers and headers 	
	 and footers
•	 Tables and tabs
•	 Word Art and Clip Art 
•	 Wrapping text round objects
•	 Bulleted numbers and lists

•	 Page layout - margin 	 	
	 guides, layout guides, 		
	 newspaper columns
•	 Working with objects- 	 	
	 layering, aligning, grouping
•	 Using the design gallery
•	 Using personal information 	
	 sets
•	 Adding a logo to a personal 	
	 information set

Course content

Dates and Venues
16 Mar (2010) - Crawley campus

Cost £130    Duration One day

HTML

Why you should attend
This course is ideal for delegates who wish to learn the HTML 
scripting language in order to create and alter web pages.

•	 The basic layout
•	 Title tags
•	 Background
•	 Text enhancements
•	 Line breaks and paragraph 	
	 breaks
•	 Colouring - HEX colours

•	 Horizontal lines
•	 Hyperlinks to sites, anchors 	
	 and pages
•	 Tables
•	 Forms
•	 Graphics
•	 Frames

Course content

Dates and Venues
23 Nov (2009) - Crawley campus

Cost £155    Duration One day

Should there be insufficient numbers to run a particular IT course, delegates may be offered two-to-one tuition for a reduced number of hours at the same price, 
alternatively they may be moved to another date or offered a one-to-one training session which would be priced accordingly.

Dreamweaver – Intermediate

Why you should attend
This course is ideal for users who are already familiar with 
Dreamweaver and who wish to further their knowledge.

•	 Working with tables
•	 Cascading style sheets
•	 Templates
•	 Image maps and hotspots
•	 Layers
•	 Animation
•	 Behaviours

•	 Forms
•	 Library items
•	 Jump menus
•	 Connecting to a database

Course content

Dates and Venues
2 Dec (2009), 28 Jan (2010) - Crawley campus

Cost £155    Duration One day

Dreamweaver Basic

Why you should attend
This course is ideal for users who wish to learn how to create 
their own website using Dreamweaver.

•	 The Dreamweaver screen 		
	 layout
•	 Different views
•	 Defining a site
•	 Designing a simple page
•	 The property inspector
•	 Text formatting

•	 Inserting images
•	 Creating links
•	 Previewing in your browser
•	 The site panel
•	 Inserting Flash buttons
•	 Working with tables
•	 Working with frames

Course content

Dates and Venues
19 Jan, 18 Mar (2010) - Crawley campus

Cost £155    Duration One day
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PHP/MYSQL – Introduction

Why you should attend
This course is ideal for users who wish to combine PHP 
with MYSQL in order to create web pages that connect to 
databases.

•	 Introduction
•	 PHP and MySQL installation
•	 3-Tier architecture	
•	 Test the PHP and the 	 	
	 database connection	
•	 Data persistence	

•	 Inserting and retrieving data
•	 Setting up a MySQL user 	 	
	 and password	
•	 Connect a user to the 	 	
	 database	
•	 A PHP login routine	

Course content

Dates and Venues
8 Dec (2009) - Crawley campus

Cost £155       Duration One day

Outlook XP/2003 - Proficient User

Why you should attend
This course is ideal for users who are already familiar with 
Outlook and who wish to further their knowledge.

•	 Using the Rules Wizard
•	 Sending an HTML  
    Advertisement page
•	 Distribution lists
•	 Tracking a message,  
    flagging a message
•	 Recurring appointments
•	 Scheduling meetings,  
    replying to invitations

•	 Notes and tasks
•	 Organising your work with  
    folders
•	 Sorting and filtering emails
•	 Signatures
•	 Checking the size of your  
    mailbox
•	 Adding a Personal Data File  
    to store data off the Server

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs 	  	
- Crawley campus

Cost £95    Duration Half day

Microsoft Outlook - Basic

Why you should attend
This course is ideal for those who are new to Outlook.

•  Sending and receiving  
    emails
•  Attaching documents
•  Sorting email

•  Using contacts
•  Setting up an address list
•  Using the calendar

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs 		
 - Crawley campus

Cost £95    Duration Half day

Should there be insufficient numbers to run a particular IT course, delegates may be offered two-to-one tuition for a reduced number of hours at the same price, 
alternatively they may be moved to another date or offered a one-to-one training session which would be priced accordingly.

Photoshop

Why you should attend
This course is ideal for users who wish to use Photoshop to 
alter and enhance photographs for insertion into websites or 
printed material.

•	 Different file types
•	 The magic wand, clone 	 	
	 stamp and eyedropper tools
•	 Reducing the size of 	 	
	 photographs
•	 Cropping images
•	 Rotating and flipping a 	 	
	 canvas and part of a photo
•	 Applying a mask

•	 Layers
•	 The patch tool	
•	 Hue, saturation and 	 	
	 lightness
•	 Magnetic lasso tool	
•	 Quick mask mode	
•	 The filter gallery	
•	 Creating a feathered picture	
•	 Working with text	

Course content

Dates and Venues
11 Nov (2009) 16 Feb (2010) - Crawley campus

Cost £155    Duration One day

Information Technology
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Adobe InDesign

Why you should attend
This course is ideal for users who wish to use InDesign to 
design leaflets, brochures and newsletters.

•	 Laying out documents
•  Page attributes
•  Introduction to typography

Course content

Dates and Venues
26 Jan (2010) - Crawley campus

Cost £155    Duration One day

Adobe Illustrator

Why you should attend
This course is ideal for users who wish to use Illustrator to 
design graphics.

•	 Introduction
•  Using the drawing tools
•  Object manipulation

Course content

Dates and Venues
21 Jan (2010) - Crawley campus

Cost £155    Duration One day

•  Master pages
•  Styles
•  Using colour

•  Working with type
•	 Using layers
•  Symbols

Trainer Profiles
Debbie Knight
Debbie has been delivering IT training for over 16 years, starting 
in industry and then continuing at Central Sussex College where 
she set up the corporate IT training section nearly 14 years ago.  
She has seen many changes in software over the years.  Recent 
activities have including update training for clients using the 
recent release of Office 2007, and setting up courses for the new 
Adobe suite of programs. 

David Olorenshaw
David is a qualified and experienced IT Trainer, having been 
involved in delivering short courses in desktop applications 
for nearly 15 years. He has experience of running a computer 
department and project management, as well as a range of 
administrative roles. This experience equips him well to deliver 
useful and relevant courses.

SQL Query Language

Why you should attend
This course will provide delegates with a good grounding in 
the syntax of SQL. It will be delivered in the Microsoft Access 
environment.

•	 Select Statement
•  Conditional Selection
•  Compound Conditions
•  Like/Not Like
•  Eliminating Duplicates

Course content

Dates and Venues
19 Nov (2009) - Crawley campus

Cost £95   Duration Half day

•  Aggregate Functions
•	 Creating New Tables
•  Joins
•  Union Query
•  Updating Data - Deleting 	     
    Data

To book call 0845 155 0043 and press 4 
or email employers@centralsussex.ac.uk

Should there be insufficient numbers to run a particular IT course, delegates may be offered two-to-one tuition for a reduced number of hours at the same price, 
alternatively they may be moved to another date or offered a one-to-one training session which would be priced accordingly.
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Retail & Customer Service

Face-to-Face Customer Care 

Why you should attend
Learn the benefits of customer care, communicate positively, 
improve customer retention rates and gain a competitive 
advantage for your business.

•	 Verbal and non-verbal 	 	
	 communication skills
•	 Customer etiquette
•	 Combining attitude and 	 	
	 technique

•	 The Service Recovery model
•	 Handling difficult customers
•	 Practical learning
•	 Delivering effective customer 	
	 care

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs  		
- Crawley campus

Cost £260    Duration One day

New!
Warehousing 			 
& Storage NVQ
A flexible qualification for employees 
and managers working in warehousing 
and operations management. A work-
based Level 2 qualification enabling 
progression to Level 3.

For more information call

0845 155 0043
and press 4

Selling Skills for Retailers

Why you should attend
This workshop is designed for those who are new to retail or 
need a refresher. This highly interactive workshop focuses 
on learning and practising the fundamentals of a consultative 
yet persuasive approach to selling. The workshop will feature 
role plays, skills practice and feedback, team and individual 
exercises and a participant’s workbook/reference guide.

• 	Effective communication for 	
	 face to face sales
• 	Approaching the customer;    
    optimising the first 30 		
    seconds 
• 	Effective questioning 	 	
	 techniques 
• 	Developing your listening skills

• 	The buying process
• 	How to gain commitment to 	
	 the sale
•  Handling resistance and   		
    objections
•  How to deal with problems 	
	 with returns
•  Link selling and closing skills

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs  		
- Crawley campus

Cost £160    Duration One day

Certificate in Retail Levels 2 & 3

Why you should attend
This course is suitable for anyone looking to gain a recognised 
certificate, and to broaden their knowledge and understanding 
of the retail role and how this fits into their organisation.

To be confirmed at the start of the course
Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs  		
- Crawley campus

Cost £295 per level     Duration Nine weeks
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Retail Customer Service

Why you should attend
This workshop is designed to improve customer service skills 
for those in the retail sector. The workshop features role plays, 
skills practice and feedback, team and individual exercises and 
a participant’s workbook/reference guide.

•	 Understand what good 	 	
	 customer service is
•	 The impact on your 	 	
	 organisation
•	 Identifying customer needs 	
	 using questioning and 		
	 listening

•	 Exceeding customer 	 	
	 expectations
•	 Resolving customer 	 	
	 issues and building your 		
	 organisation’s reputation

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs  		
- Crawley campus

Cost £160      Duration One day

Visual Merchandising

Why you should attend
This highly interactive workshop focuses on learning and 
practising the fundamentals of visual merchandising. The 
workshop features customised problem solving and skills 
practice. 

•	 Inspiration and influences
•	 Maximising window and 	 	
	 in-store display
•	 Branding – sending the right 	
	 message

•	 Using display techniques to 	
	 improve your store
•	 Attention to detail

Course content

Dates and Venues
16 Nov (2009), 19 Jan, 2 Mar (2010) - Crawley campus

Cost £60     Duration Half day

Certificate in Customer Service Levels 2 & 3

Why you should attend
This course is suitable for anyone looking to gain a recognised 
certificate, and to broaden their knowledge and understanding 
of the customer service role and how it fits into their 
organisation.

•	 Defining customer services
•	 Legislation
•	 Organisational procedures and change
•	 Development and improvement
•	 Importance of team work
•	 Health and Safety

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs  		
- Crawley campus

Cost £295 per level     Duration Nine weeks

To book call 0845 155 0043 and press 4 
or email employers@centralsussex.ac.uk

Space Planning in Retail

Why you should attend
Retailers who need to capitalise on their retail space; ensuring 
that their layout is commercially effective and that visually, 
it inspires, stimulates and talks to potential customers. The 
workshop features a question and answer session to allow 
delegates to apply these principles to each of their stores, in line 
with their brands. There will also be an opportunity to produce 
individual action plans as part of a store planning exercise.

•	 Your shop as a sales tool
•	 Assessing your current store 	
	 performance
•	 Understanding how to use 	
	 customer behaviour to your 	
	 advantage

•	 Maximise your sales 	 	
	 potential
•	 Right products, right place!

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs  		
- Crawley campus

Cost £60     Duration Half day

This course includes a range of topics including:
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Hiring and Retaining Retail Staff

Why you should attend
This workshop is designed for those retailers who are involved 
in recruiting and training staff.

•	 Effective recruitment 	 	
	 techniques
•	 Employment rights for 	 	
	 temporary staff

•	 Motivation and productivity
•	 Essential training (e.g. 	 	
	 Health & Safety, cash 	      	
	 handling and sales 		
	 techniques) 

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs  		
- Crawley campus

Cost £160     Duration One day

In-Store Training Skills for Managers

Why you should attend
This workshop is designed for managers who need to be able 
to train staff effectively.

•	 Training needs analysis and 	
	 learning styles
•	 Basic training techniques
•	 Develop a practical training 	
	 session

•	 Planning effective training
•	 Evaluating training that has 	
	 taken place 

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs  		
- Crawley campus

Cost £160     Duration One day

Retail & Customer Service Environmental

Carbon Reduction - Management Responsibility

Why you should attend
This course aims to equip managers with an understanding 
of their company’s responsibility in helping to reduce carbon 
emissions.

•	 The UK carbon reduction 
    commitment
•	 The changing climate
•	 The effect of carbon  
    emissions 
•  Corporate Responsibility

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs  		
- Crawley campus

Cost £260      Duration One day

•  Green House Gas Protocol
•  Developing a plan to reduce  
    carbon
•  What is carbon neutral?
•  Recognise the savings to  
    your organisation

Carbon Reduction - A Practical Approach

Why you should attend
This course is ideal for companies who are embracing the 
challenge of carbon reduction.

•	 Calculating your carbon  
    emissions
•	 Practical steps to decrease  
    your carbon emissions
•	 Estimating the emissions of  
    your supply chain 
•  Carbon labelling

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs  		
- Crawley campus

Cost £260      Duration One day

•  Offsetting your carbon  
    emissions
•  Aiming for carbon neutral
•  Green energy
•  Travelling carbon friendly
•  Changing your buying habits
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Health & Safety

First Aid at Work Initial Training - 3 days

Why you should attend
The Health and Safety (First-Aid) Regulations 1981 require 
employers to provide adequate and appropriate equipment, 
facilities and personnel to enable first aid to be given to 
employees if they are injured or become ill at work.
This course complies with the current Health and Safety (First 
Aid) Regulations 1981. This course is for people who wish to 
obtain their First Aid at Work Certificate.

This course covers all the 
required First Aid at Work 
syllabus, ensuring students 
have adequate time to revise 
and practice their skills. 

Entry Requirements:
Delegates must wear 
comfortable clothing and 
footwear which will allow them 
to bend and move during the 
practical element of the course.

Course content

Dates and Venues
12, 13, 14 Oct, 09.00 - 16.00 - East Grinstead Central campus 
5, 6, 12 Nov, 09.00 - 16.00 - Crawley campus 

Cost £225     Duration Three days (24 hours)

Moving and Handling

Why you should attend
Suitable for those who need to know about Health and Safety 
legislation in relation to manual handling.
It is good practice for all employers to offer manual handling as 
part of their induction.

•	 Health and Safety legislation
•	 Employee/employer 	 	
	 responsibilities
•	 Risk assessments

•	 RIDDOR
•	 How the spine works and 	 	
	 what can go wrong

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs  	  	
- Crawley campus 
(Can be designed and delivered in the workplace).

Cost £50     Duration Three hours

First Aid at Work Refresher - Two Days

Why you should attend
This course is for people who wish to renew their First Aid 
at Work Certificate. This refresher training course is a HSE 
approved course that complies with the current Health & Safety 
Regulations 1981.

•	 Designed to update 
	 and refresh your first aid 		
	 knowledge of the First Aid at 	
	 Work syllabus. 
•	 Covers recognising and 
	 responding to various 
	 medical emergencies, 
	 ensuring students have 		
	 enough time for revision and 	
	 to practice their skills.

Entry Requirements:	
All delegates must be in 
possession of a valid First Aid 
at Work Certificate. Delegates 
whose certificate has expired 
for more that 28 days must 
attend the three day First Aid at 
Work course. Delegates must 
wear comfortable clothing/
footwear allowing them to 
bend/move during the practical 
element of the course.

Course content

Dates and Venues
14 & 15 Dec, 09.00 - 16.00 (2009) 30 & 31 Mar (2010), 09.00 - 16.00  
- Crawley campus

Cost £150     Duration Two days

NEBOSH National General Certificate in 
Occupational Safety & Health

Why you should attend
The course, which is approved by the National Examination 
Board in Occupational Safety and Health, is designed to 
provide a sound breadth of underpinning knowledge to 
enable non-specialists to discharge their duties or functions in 
workplace health and safety. Such people include managers, 
supervisors and safety representatives.

•	 The management of safety 	
	 and compliance with the law
•	 Practical Assessment

•	 Identifying and controlling 		
	 health and process hazards

Course content

Dates and Venues
16 Oct (2009) - Crawley campus

Cost £785     Duration Fourteen weeks
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Moving and Handling People

Why you should attend
This course is suitable for anyone working in the health or care 
environment whose role includes moving people. Candidates 
must possess a current in-date manual handling certificate (this 
will be checked prior to the commencement of the course).

•	 Policies, legislation & risk 	 	
	 assessment
•	 Working as a team
•	 Promoting client 		 	
	 independence

•	 Banned and appropriate 	 	
	 techniques
•	 Falls
•	 Moving people in bed
•	 Transfers
•	 Using equipment

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs 		
- Crawley campus, East Grinstead Central campus
Can be designed and delivered in the workplace.

Cost £50     Duration Three hours

Paediatric First Aid - Two Day

Why you should attend
This course meets the requirements of the EYFS and is 
recognised by West Sussex County Council. It meets the 
SureStart and Ofsted requirements and is suitable for anyone 
working in a child care environment who would like to gain first 
aid knowledge for babies and children.

•	 Contents of a first aid box, 		
	 record keeping
•	 Resuscitation, choking, 	 	
	 anaphylaxis, bleeding,  
    shock, burns and scalds
•	 Electric shock, poisoning, 		
    fractures
• 	Febrile convulsions

Course content

Dates and Venues
2, 9 Oct & 30 Nov and 1 Dec (2009) - Crawley campus. Can be 
designed and delivered in the workplace.

Cost £100     Duration Two days

Emergency First Aid at Work

Why you should attend
Suitable for anyone wishing to gain a good basic knowledge 
of first aid or become an appointed person in the workplace. 
Students will achieve a recognised qualification and gain more 
confidence in their ability to provide First Aid.

•	 Control of bleeding
•	 Resuscitation
•	 Treatment shock
•	 Causes of unconsciousness
•	 Poison, epilepsy, heart 
    attack, asthma

Course content

Dates and Venues
17 Oct, 8 Dec - East Grinstead campus, 27 Nov Crawley campus 
(2009). Can be designed and delivered in the workplace.

Cost £80     Duration One day

Entry Requirements:	
Delegates must wear 
comfortable clothing and 
footwear which will allow them 
to bend and move during 
the practical element of the 
course.

Entry Requirements:	
Delegates must wear 
comfortable clothing and 
footwear which will allow them 
to bend and move during 
the practical element of the 
course.

CIEH L2 Award in Health & Safety in the Workplace

Why you should attend
Suitable for all employees. This course has been developed to 
address the revised national occupational standards in health 
and safety. 

•	 Legislation
•	 Health, Safety  
•	 Welfare
•	 The workplace and 	 	
	 equipment
•	 Risk assessment

•	 Manual handling
•	 Hazardous substances
•	 Ergonomics and workstation 	
	 design
•	 Transport and vehicles
•	 Noise and vibration

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs 		
- Crawley campus.

Cost £156     Duration One day

Health & Safety
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CIEH L3 Award in Supervising Food Safety in Catering

Why you should attend
Suitable for managers and supervisors in medium and large 
manufacturing or catering businesses.

•	 Legislation
•	 Supervisory management
•	 Temperature control 	 	
	 (chilling, cooking)
•	 Cleaning
•	 Contamination control

•	 Applying and monitoring 	 	
	 good hygiene practices
•	 Implementing good food 	 	
	 safety procedures
•	 Contributing to the safety 	 	
	 training of others

Course content

Dates and Venues
Delivered throughout the year, please telephone for further 
details. Crawley campus.

Cost £432     Duration 20 hours 

RSPM L2 Award in Food Safety in Catering

Why you should attend
This course is suitable for anyone working in a catering/
hospitality setting where food is prepared, cooked and 
served. Typical environments include pubs, hotels, 
restaurants, contract catering, fast-food outlets, hospitals, 
care and nursing homes, schools, prisons and armed forces.

•	 Safe handling of food
•	 Bacteria growth and the 	 	
	 affect on food
•	 Temperature control (chilling 	
	 and cooking of food)
•	 Preparing, cooking, serving 	
	 and storing food safely

•	 Contamination control
•	 Personal hygiene
•	 Cleaning
•	 Pest control
•	 Application and monitoring 	
	 of good food safety 		
	 procedures

Course content

Dates and Venues
8 Oct (2009) - East Grinstead Central campus 			 
20 Nov (2009) - Crawley campus

Cost £60     Duration Half day

To book call 0845 155 0043 and press 4 
or email employers@centralsussex.ac.uk

Le Cordon Vert offers a comprehensive table d’hôte daily lunch menu, three course themed meals on Tuesday 
evenings at 6.30pm, and a Bistro on Thursday evenings between 5pm and 7pm.  Boasting a comfortable and relaxing 
atmosphere as well as superb value for money, Le Cordon Vert restaurant is hard to beat, with meals prepared with 
care and served to the highest standards.

To book a table, please call  01293 442335

Central Sussex College’s Five Star restaurant Five star rating for food safety at 
www.scoresonthedoors.org.uk
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BIIAB Responsible Alcohol Retailing Level 1 Award  

Why you should attend
This course is suitable for anyone who works on licensed 
retail premises who is, or is likely to be, involved in the sale 
of alcohol, including bar staff, supermarket cashiers, waiters/
waitresses and licensed shop cashiers.

•	 The nature of alcohol and 	 	
	 the effect it has on the 
	 human body
•	 The Licensing Act 2003 as it 	
	 relates to alcohol retailers 		
	 and servers
•	 Licensing Law in relation to 	
	 the protection of children 		
	 from harm

•	 Social responsibilities
•	 How to recognise drunkenness 	
	 and your duties
•	 Prevention and elimination 	
	 of alcohol-related crime and 	
	 conflict, and the importance 	
	 of personal safety

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs 		
- Crawley campus

Cost £95    Duration One day

Service Industries

BIIAB National Certificate for Personal Licence 
Holders

Why you should attend
Suitable for anyone authorising the retail sale of alcohol, or for 
updating those returning to the licensed trade after a break.

The BIIAB National Certificate for Personal Licence Holders 
covers the syllabus set by government to enable candidates to 
understand the law in relation to: 

Course content

Dates and Venues
5 Nov (2009), 4 Feb (2010) - Crawley campus

Cost £160   Duration One day

•	 Roles, responsibilities 	 	
	 and functions of licensing 		
	 authorities within the 		
	 framework of the licensing 		
	 objectives  
•	 Application process for a 	 	
    personal licence 
•	 Role and legal 	 	 	
    responsibilities of 		
	 the personal licence holder, 	
	 and the penalties relating to 	
	 failure to comply with the law  
•	 Premises licence 
•	 Content and purpose of 	 	
    operating schedules 
•	 Role and duties of the 	 	
	 designated premises 		
	 supervisor 

•	 Unauthorised and  
    temporary 		   
    licensable activities 
•	 Rights of entry to licensed 		
	 premises 
•	 Police powers with regard 		
	 to suspension and closure 	
	 of licensed premises 
•	 Specific prohibitions for 	 	
    the sale of alcohol 
•	 Strengths of alcoholic 	 	
	 drinks, and the effects 		
	 of alcohol on the human 		
	 body 
•	 Protection of children 	 	
	 from harm 
•	 Responsible retail sale of 	 	
    alcohol
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Service Industries To book call 0845 155 0043 and press 4 
or email employers@centralsussex.ac.uk

Virgin Atlantic Airways/GBTA Fares 			 
and Ticketing Level 2

Why you should attend
This course is suitable for those wishing to obtain a further 
qualification within the airline industry at a higher level. Successful 
completion allows progression to other appropriate qualifications. 
Candidates must have completed the VA Level 1 or equivalent.

•	 Geography and decoding/encoding
•	 Fares
•	 Mileage system
•	 Ticketing

Course content

Dates and Venues
Starts 21 Jan, Mon-Fri 09.00 - 16.00 (2010) - Crawley campus

Cost £545 (includes £175 for           Duration Two weeks 
          Virgin Atlantic Airways material)

Galileo Computer Reservation System - Viasinc

Why you should attend
This course is suitable for those wishing to obtain an industry 
standard computer reservation qualification. Successful 
completion offers progression to other appropriate travel 
qualifications. Although no experience of computers is 
necessary, a competence in literacy and numeracy is expected.

To be confirmed at the start of the course
Course content

Dates and Venues
Starts 20 Apr, Tues 18.00 - 21.00 (2010) - Crawley campus

Cost £535 (includes £160 for           Duration Twelve weeks
                    learning material)
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Engineering

C & G 5101-301 Licence to Handle Refrigerants

Why you should attend
New EU legislation means that technicians must be licensed 
to handle refrigerants. Air Conditioning has become almost 
standard-fit and the maintenance and service of a/c systems 
offers businesses the opportunity for growth. No prior 
experience needed.

•	 Safe recovery and refilling of mobile air conditioning systems

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs 		
- Crawley campus

Cost £285     Duration One day

Automotive Technician Accreditation Level 2 
Service Maintenance Technician

Why you should attend
The Automotive Technician Accreditation has been developed 
to help identify these. ATA is a voluntary assessment 
programme for those working in the retail motor industry. It 
has the backing of major vehicle manufacturers such as Ford, 
independent service and repair organisations and Thatcham. 
ATA registered technicians will be issued with a photo identity 
card and bound by a code of conduct. 

•	 Practical assessments
•	 Online knowledge test

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs 		
- Crawley campus, Burgess Hill campus

Cost £300     Duration Three days

Award in Introductory Welding Skills - Level 1

Why you should attend
This course is suitable for those who want to learn welding or 
increase their existing skills using TAGS (TIG), MAGS (MIG), 
Oxyacetylene and Manual Metal Arc welding. On successful 
completion candidates can progress to level 2.

•	 Manual Metal Arc Welding  
	 Skills (MMA) (Level 1)
•	 Metal-Arc-Gas-Shielded 	 	
	 Welding Skills (MIG)  
	 (Level 1)

•	 Oxy-Acetylene Welding  
	 Skills (Level 1)
•	 Tungsten-Arc-Gas-Shielded  
	 Welding Skills (TIG) (Level 1)

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs 		
- Crawley campus, Burgess Hill campus

Cost £190 per module (4 modules)    Duration Ten weeks

Award in Welding Skills - Level 2

Why you should attend
This course is suitable for those who want to learn welding or 
increase their existing skills using TAGS (TIG), MAGS (MIG), 
Oxyacetylene and Manual Metal Arc welding.

•	 Manual Metal Arc Welding 	 
	 Skills (Level 2)
•	 Metal-Arc-Gas-Shielded  
	 Welding Skills (MIG)  
	 (Level 2)
•	 Oxy-Acetylene Welding  
	 Skills (Level 2)

•	 Tungsten-Arc-Gas-Shielded  
	 Welding Skills (Aluminium)  
	 (TIG) (Level 2)
•	 Tungsten-Arc-Gas-Shielded  
	 Welding Skills (Stainless  
	 Steel) (TIG) (Level 2)

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs 		
- Crawley campus, Burgess Hill campus

Cost £200 per module (5 modules)    Duration Ten weeks
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•  Abrasive Wheels

•  Computer Aided Design, 2D, 3D 	 	
	 and Parametric

•  Computer Maintenance

•  CNC

•  C+, C++ and A+ Computer 	 	
	 Programming

•  Design for Manufacture

•  Electronic Circuit Board Design 	 	
	 and Manufacture

Engineering Short Courses

To book call 0845 155 0043 and press 4 
or email employers@centralsussex.ac.uk

A range of tailor made training is also available to support employers 
and employees in the engineering and technology. Sectors include:

For further information visit www.centralsussex.ac.uk ‘Short Courses’ section

Eligible companies can now benefit from a £100 
discount on the course fees of selected short 
courses for your industry. These include:
• 	Vacuum Systems - Vacuum Principles, Principles of Control, Structure 	
	 & Operation and Procedures for Safe Maintenance

• 	Electronic Computer Aided Design

• 	Electronic Measurement and Testing - EAL Approved at Level 3

• 	Principles and Applications of Electronic Devices and Circuits

• 	Programmable Logic Controllers (Level 3 BTEC)

• 	Electronic Circuitboard Design and Manufacture (ECBD)

Save £100
on course fees!

For more information on how you can benefit from 
this funding, call 0845 155 0043 (press 4)

To receive a copy of our leaflet 
on specialist short courses for 
the motor vehicle industry... 
...call 0845 155 0043 (press 4).

•  Gas Turbine Engines

•  Mobile Air Conditioning

•  Operational Amplifiers

•  Planning and Scheduling Principles

•  Programmable Logic Controllers

•  Project Management

•  Statistical Process Control

•  Welding Skills
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Specialist oil assessment courses are 
delivered at our dedicated training centre 
at Victoria Business Park in Burgess Hill. 

At the Crawley campus we offer a 
comprehensive range of construction 
training in our industry standard 
workshops, providing the opportunity 
to develop and refresh skills under 
the guidance of fully-trained and 
experienced professionals. 

0845 155 0043To request our Construction short course brochure call
and press 4

Courses include:
•	Electrical (17th edition, Part P)
•	OFTEC Assessments
•	Unvented Domestic Hot Water
•	Water Regulations
•	Energy Efficiency
•	LPG Training & Assessment
•	Domestic Oil Training & Assessment
•	Gas
•	Plastering & Brickwork

Trade secrets for success

Construction

What’s more, we’re the only training 
facility in the area to offer NET 
Achievement Measurement 2 (AM2) 
courses and testing. We also offer the 
City and Guilds 2382 17th Edition 
course, which all practising electricians 
need to attend in order to upgrade their 
qualifications. 

Make sure your qualifications are 
up-to-date and comply with current 
legislation!

Central Sussex College is one of the largest and best equipped providers of training for 
plumbing, electrical installation, oil and gas work in the region, with a reputation for delivering 
the right training at the right price to employers across the area.

Eligible companies can now benefit from a 
£100 discount on the course fees of selected 
short courses for your industry. These include:
• City & Guilds 2391

• City & Guilds 2382-20 and 2383-10

• Building Regulations for Electrical Installations 

• Energy Efficiency

• Portable Appliance Testing

Save £100
on course fees!

For more information on how you 
can benefit from this funding, 	call 
0845 155 0043 (press 4)
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To book call 0845 155 0043 and press 4 
or email employers@centralsussex.ac.uk

C & G 2393-10 Building Regulations for Electrical 
Installations

Why you should attend
Suitable for anyone who requires the above qualification in 
order to work in the industry.

•	 Relevant building  
	 regulations for electrical  
	 installations in dwellings

•	 Approved documentation

Course content

Dates and Venues
Days, 12 Oct, 11 Nov, 14 Dec (2009)
Evenings 13, 20 & 27 Oct; 10, 17 &  24 Nov; 8, 15 & 22 Dec (2009) 
- Crawley campus, Burgess Hill campus

Cost £182     Duration One day

C & G 2377 - Portable Appliance Testing

Why you should attend
Suitable for anyone who requires the above qualification in 
order to work in the industry.

•	 Legal requirements
•	 Construction and  
    classifications of electrical  
    equipment
•	 Identification of types of test 
    instruments

•	 Testing and inspection
•	 Frequencies of electrical  
    maintenance
•	 Recording of tests

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs 		
- Crawley campus

Cost £191     Duration One and a half days 

PASMA

Why you should attend
Suitable for those requiring training in the erection of tower 
scaffolding.

•	 Introduction to mobile  
    access towers
•	 Tower Assembly
•	 Stability
•	 Safe use of towers	 	
•	 Repositioning towers

•	 Tower inspection
•	 Care and maintenance
•	 Tower dismantle
•	 Regulations and standards

Course content

Dates and Venues
16 Oct, 4 Dec (2009) - Crawley campus

Cost £200     Duration One day

C & G 2391-20 - Design, Erection and Verification

Why you should attend
This course will further candidates’ previous knowledge in 
design, erection and verification.

•	 Builds on C&G 2382 and    
    2391-101 course content
•	 Prepares candidates for  
    completing a project, written  
    examinations and practical 
    examinations

Course content

Dates and Venues
Starts 20 Oct (2009) - Crawley campus

Cost £400     Duration Six evenings
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Construction

Brickwork - Setting Out

Why you should attend
This course will demonstrate the skills needed for setting out 
brickwork.

•	 Where and how to start
•	 Setting up lines
•  Checking for square, level  
    and measurements

•	 Setting out
•	 Circles, squares, odd 	 	
	 shapes
•	 Bonding problems
•	 Using optical levels

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs 		
- Crawley campus, Burgess Hill campus

Cost £240      Duration Three days 

Certificate for Domestic Installers Scheme (Part P)

Why you should attend
Suitable for anyone who requires the above qualification in 
order to work in the industry. Domestic Installers Scheme 
certification will be awarded on successful completion of all the 
written exams and a final online exam. 

•	 Basic electrical theory
•	 Pre-work survey
•	 Installation - theory and  
	 practical

•	 Special locations
•	 Inspection, testing and 	 	
	 commissioning
•	 Certification

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs 		
- Crawley campus

Cost £786    Duration Five days

Pointing and Jointing Brickwork

Why you should attend
Suitable for those wishing to further their skills in pointing and 
jointing.

•	 Necessities of Preparation
•	 Understanding the basics
•	 Different finishes

•	 Techniques	 	
•	 Tricks of the trade
•	 Mixes and Colour

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs 		
- Crawley campus, Burgess Hill campus

Cost £150     Duration Two days

Brickwork - Feature Brickwork

Why you should attend
Suitable for those wishing to further their skills in feature 
brickwork.

•	 Soldiers
•	 Brick on Edge
•	 Corbels
•	 Dentil courses	 	 	

•	 Setting out
•	 Uses
•	 Band courses
•	 Decorative panels

Course content

Dates and Venues
Delivery is offered on a flexible basis to meet your needs 		
- Crawley campus, Burgess Hill campus

Cost £240     Duration Three days



35

Professional Qualifications

In today’s difficult financial climate, businesses who don’t invest in their staff are two 
and half times more likely to fail than those who do. It’s easy to neglect staff training 
in challenging times, yet this could be the key to your business staying ahead of the 

competition - and with Train to Gain, you can upskill your staff at little or no cost.

There are several NVQs available at various levels which 
can be assessed in the workplace. These include:

•	 Business Administration Levels 2 & 3		

•	 Business Improvement Techniques Levels 2, 3 & 4

•	 Cleaning and Support Services Level 2

•	 Customer Service Levels 2 & 3

•	 Retail Skills Levels 2 & 3

•	 Team Leading Level 2

•	 Management Levels 3 & 4

•	 Child Care Learning and Development Levels 2 & 3

•	 Oral Health Care Dental Nursing Levels 2 & 3

•	 Health and Social Care Levels 2, 3 & 4

•	 Assessment of Experienced Construction 	 	
	 Workers Levels 2, 3 & 4

•	 Assessment of Experienced Site Supervisors Level 3

•	 Supporting Teaching & Learning in Schools 	 	
	 Levels 2 & 3

0845 155 0043 and press 4

Stay ahead of 
the competition

Train to Gain is a service helping businesses 
fund the training their employees need via work-
based qualifications. Included in the service is an 
organisational needs analysis, which will help to identify 
any skills gaps affecting your business. 
From this, our experienced and well-qualified team 
can develop a comprehensive training plan which may 
attract significant government funding. This may include 
specifically tailored provision which accurately reflects 
your business requirements, work-based learning 
qualifications (NVQs), and taught courses. 

Your employees will be supported, guided and provided 
with any Skills for Life training required, including 
English for Speakers of Other Languages (ESOL). 
The Train to Gain service is free to employers. NVQs 
can be fully funded at levels 2 and 3, or part-funded at 
levels 3 and 4, dependent on the recipient’s existing 
qualifications. In some sector areas it may be possible 
to fund a repeat level 2 or level 3 qualification. 

For details or to discuss you needs 
contact Employer Services on



Group sizes of 6-8. Specialist guidance from your trainer. 
Skilled delivery in IT courses such as Microsoft packages, 
web page design and database construction. Alternatively, we 
can develop a bespoke training course just for your company. 

Tailored 	
IT Training

0845 155 0043For further details or to discuss your training 
needs contact Employer Services on

and press 4

Delivery either at our campus in Crawley or on your own 
premises. 

Prices from £750 per day - less than £95 per person, per day.

Any one of our management courses featured in this brochure can be customised to suit your company’s needs, 
and delivered on a business exclusive basis.

Management courses on demand

0845 155 0043 and press 4To find out more call
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0845 155 0043
For details or to discuss your needs 
contact Employer Services on

and press 4

Printed on Core Silk.
A product with FSC certification, from well-managed forests.
The printing process uses vegetable based inks to minimise 
the impact to the environment.
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